
Northcentral University informs students annually of the Family Educational Rights and Privacy 

Act of 1974 (FERPA) which is designated to protect the privacy of student educational records.   

Educational records are defined as official records that are directly related to a student and 

maintained by the University Registrar.  FERPA affords eligible students certain rights with 

respect to their education records.  An “eligible student” under FERPA is a student who is 18 

years of age or older or who attends a postsecondary institution. 

 

FERPA RIGHTS 

 

FERPA rights for eligible students include the following: 

1.  The right to review and inspect their own education records.  An eligible student has the 

right to inspect and review their education records within 45 days after the day NCU receives a 

request for access.  Students who wish to review and inspect their education records must submit 

a written request to the Office of the Registrar at registrar@ncu.edu or by fax 844-851-5907.   

2.  The right to request an amendment to their education record. An eligible student has the 

right to seek amendment of their education records that they believe to be inaccurate, misleading, 

or otherwise in violation of the student’s privacy rights under FERPA. 

• A student who wishes to ask the University to amend a record must submit a written 

request mailed to the Office of the Registrar clearly identifying the part of the record that 

they wish to change, and specify why it is inaccurate or misleading. A proper request to 

correct a student education record must: 

 

o Be written and mailed to the Office of the Registrar; 

Attn: Office of the Registrar 

8667 E. Hartford Dr. Ste. 100 

Scottsdale, AZ 85255 

o Include a notarized signature 

o Clearly identify the part(s) of the record to be amended; and 

o Specify why the record is inaccurate or misleading. 

 

• Upon receipt of a request for amendment, the University will make a determination 

within a reasonable time as to whether the proposed correction is accepted or rejected. 

• If the University decides not to amend the record as requested by the student, the 

University will notify the student of the decision and advise the student of their right to a 

hearing regarding the request for amendment. Additional information regarding the 

hearing procedures will be provided to the student when notified of the right to a hearing. 

NOTE: Any written request that does not include the required information will not be considered 

and the student will be notified that their request was incomplete.  Students can resubmit requests 

once the revision is complete and includes the required information listed above. 

3.  The right to provide written consent before personally identifiable information is 

disclosed, except when FERPA authorizes disclosure without consent.  An eligible student 
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has the right to provide written consent before the University discloses personally identifiable 

information (PII) from their education records, except to the extent that FERPA authorizes 

disclosure without consent. The written consent must specify the party(ies) to whom disclosure 

may be made, the modality for delivery of the information, and include name and signature of 

the student as well as the date of the request. 

4.  The right to file a complaint.  An eligible student has the right to file a complaint with the 

U.S. Department of Education concerning alleged failures by Northcentral University to comply 

with the requirements of FERPA.  The name and address of the Office that administers FERPA 

is: 

Family Policy Compliance Office 

U.S. Department of Education 

400 Maryland Avenue, SW 

Washington, DC  20202 

 

COMPLYING WITH FERPA 

In general, schools must have written permission from the eligible student before releasing any 

information from a student’s education record. However, FERPA allows schools to 

disclose personally identifiable information (PII) from the education record without obtaining 

prior written consent of an eligible student in certain situations.   Click here for a list of these 

situations. 

  

Additionally, FERPA allows institutions to disclose a student’s “Directory Information” without 

their consent if the student has not previously restricted the release of their personal 

information.  NCU identifies the following items as “Directory Information”: 

  

• Student’s name 

• Email address 

• Program(s) of study 

• Dates of attendance 

• Course schedule and degree plan 

• Degrees, certificates and awards granted including conferral date 

• Honors or awards received 

• Current enrollment status (i.e., active/inactive) 

• Undergraduate year (Freshman, Sophomore, Junior, Senior) 

• Participation in activities officially recognized by NCU 

 

Although directory information can be disclosed without student consent, NCU is not required to 

do so.  

 

NCU maintains a record of each request for access to and disclosure of PII from an education 

record.  This record includes the parties who have requested the information and the legitimate 
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interest of that party for requesting access (i.e., lawful subpoena, current or future employer or 

agency working on behalf of the employer to verify degree earned, federal or state official or 

agency in the event of a health or safety emergency, etc.).   

 

Keep in mind that NCU only discloses information from an education record in accordance with 

FERPA regulations and to those with a legitimate interest.  For example, NCU can disclose 

education records and PII to other University officials that have “legitimate educational 

interests” and/or a business reason for accessing the education record.  These officials can 

include agents of the University, contractors, consultants, or other parties to whom the University 

has outsourced institutional services or functions. 

 

Students who wish to restrict the release of their Directory Information may do so by submitting 

a FERPA Hold request to the Office of the Registrar at registrar@ncu.edu or by fax 844-851-

5907.   

Please note that this document provides only a summary of FERPA. For further information 

regarding FERPA or clarification regarding FERPA, refer to the act and its regulations, visit the 

U.S. Department of Education, or contact Northcentral University’s Registrar/Compliance 

Officer.  Call 844-851-5907, or email registrar@ncu.edu.  
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