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Background and Records Check Policy

Effective: July 2026

PURPOSE

The purpose of this policy is to establish a consistent process for handling requests from external individuals, agencies, organizations, employers, or other entities seeking information, records, verification, or background-related information concerning current or former students of the College. This policy provides compliance with applicable federal and state laws, including the Family Educational Rights and Privacy Act (FERPA), while protecting the privacy and confidentiality of student information.

SCOPE
All external requests for any student-related information and the policy applies to all College personnel, requiring centralized review and authorization before any information is released.

POLICY
Policy Statement:

All requests received by College employees for student information, records, enrollment verification, disciplinary records, background checks, or any other student-related information shall be immediately referred to the Manager of Safety, Security and Facilities for review and coordination.

No employee, faculty member, staff member, student worker, or department representative is authorized to release student information directly to outside parties unless specifically authorized based on the type of request by one of the appropriate representatives: the Provost, Associate Vice President of Student Services (A.V.P.S.S.), Human Resources(H.R.), or Registrar, in accordance with applicable laws and College policies.

Procedures:

1. Initial Contact
Any individual or organization seeking information regarding a current or former student must be directed to the Manager of Safety, Security and Facilities.

Examples include, but are not limited to:
•      Background investigation requests - Provost
•      Student Employment verification requests (A.V.P.S.S. / designee) 
· Law enforcement inquiries
· Student conduct or disciplinary information requests
· Academic record inquiries - Registrar
· Enrollment verification requests 
· Reference checks involving student records
· Requests from licensing or certification agencies
· Requests from government agencies


2. Notification Requirements
Upon receiving a request for student information, the Manager of Safety, Security and Facilities shall:
• Document the request, including date/time received, requesting party, purpose, and information requested.
• Notify the Provost, Associate Vice President of Student Services, Human Resources,  and/or Registrar, as appropriate for the request.
• Forward all documentation and supporting materials to the appropriate party for review.

3. Review and Authorization
Based upon the type of request one of the following: the Provost, Associate Vice President of Student Services, Human Resources or Registrar shall determine whether the requested information may be released, determine whether consent is provided, and approve, deny, or limit the release.

4. Release of Information
Based upon the type of request only one of the following: the Provost, Associate Vice President of Student Services, Human Resources, or Registrar, or their authorized designee may approve the release of student records or information.

5. Emergency or Law Enforcement Requests

Requests involving subpoenas, court orders, emergency situations, or law enforcement investigations shall be immediately referred to the Manager of Safety, Security and Facilities, who shall promptly notify the appropriate party based on the investigation which could be the Provost, Associate Vice President of Student Services, Human Resources, or Registrar for appropriate action.

Compliance:

Failure to follow this policy may result in disciplinary action and may expose the College to legal liability for unauthorized disclosure of student information.
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