Verifying Student FERPA Release

Office of the Registrar

As a Faculty or Staff member, it is important to understand student rights under FERPA. As an
employee, you are obligated to comply with FERPA and to protect those records according to the law.
Staff should always verify the identity of any person requesting information on a student record that is
classified as Non-Directory information. If a third party is requesting information, the student in
guestion must also have a 3" party release in MyUNLV. Some students may also have a no release on
their record which may prevent you from disclosing information to the 3" party.

Third Party Release

1. Search for the student in question in the Student Center in MyUNLV
a. Navigation: Main Menu> Campus Community> Student Services Ctr (Student)

®MyUNLY

Student Services Center

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

-

IO begins with
Campus [D: | begins with «
Mational 1D | begins with «
Last Mame: | begins with *
First Mame: | begins with

Case Sensitive

=
Search Clear Basic Search 2 Sawve Search Criteria
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b. Always locate them in the student center first because:
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i. You will need to make sure they do not have a “No Release” on their record

& MyUNLV

1D:

fstudent centerw general info W admissions Wtransfer credit][ academics ]( finances ][ financial aid ]

Student Center

ii. You will need their NSHE and many 3™ parties only have a name and DOB or SSN

for the student

2. Copy the student’s NSHE ID number and navigate to: Main Menu> LV Customizations> Student
Records> Third Party Release

a.

Enter the NSHE in the User ID field and click Search

& MyUNLV

UNL 3RDPY STAFF

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Search Criteria

rLJser ID: begins with « i

Campus ID:| begins with ¥ ||

]

Mational 1D: | begins with *
Last Mame: | begins with +
First Mame: | begins with «

Case Sensitive

Clear

=]
Basic Search = Save Search Criteria
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b. You will see the student’s Active 3™ Party Releases on their account

Active Third Party Releases Third Party Release Log

User ID
Display Name
Current 3rd Party Release
User D Full Name I

1
2

[E Retun to Search

Active Third Party Releases | Third Party Release Log

Relationship | |Third Party TextID |
Sister ACADEMIC RECORDS
Sister ADVISING

Date Time Updated
12/13/16 1:53PM
1213116 1:53PM

Password

Three Potatoes

Personalize | Find | (7| 8 First

Email Address Telephone

Three Polaloes

t1-20f2

Number

P! Last

Display Name
Empl ID

3rd Party Release Log

Full Name
1 Sister
2 Sister
3 Sister
4 Sister
5 Sister

3rd Party Release - Detail Log

You must verify the 3™ party’s full name, relationship, and password before

releasing information

You can only release information related to the items in the Third Party Text ID

column

1. Inthe example above, if a 3" party requested information related to
financial records they would not be releasable because only Academic
Records and Advising are listed

c. You can also see when releases were added/removed/updated by clicking the Third
Party Release Log tab

Active Third Party Releases Third Party Release Log

Relationship Telephone Number | Email Address

Persopalize | Find | & B

Personalize | Find | 12 I First ‘&) 1-50i5 (&) Last

Passphrase Action Name Action Date/Time Last Operator to Update
send me a meme DELETE b
send me a meme UPDATE
Call me MEME QUEEN UPDATE
POTATOES RULE INSERT
Three Potatoss INSERT
First 4 1-80f6 P/ Last

Full Name:

IThird Party Text ID

IACADEMIC RECORDS
IACADEMIC RECORDS
ADVISING
ADVISING
ACADEMIC RECORDS
ADVISING

@ o e w |

Action Name | Action Date(Time

DELETE 2016 03:26 PM
INSERT 015 12:48 PM
DELETE 01/13/2016 03:28 PM
INSERT 015 04:22 PM
INSERT 1 53 PM
INSERT 12/13/2016 01:53 PM

Last Operator to Update
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d.
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You will also see the 3™ Party release log if you click Manage 3" Party Release in the

student Center

~ Academics

Search

Plan

Enroll

My Academics

other academic...

~ Finances

My Account

Account Inguiry

Enroll In Direct Deposit

Financial Aid

Vi nancizal Aid
acling Awards

Eep

other financial...

Demographic Data
Emergency Contact
MNames

User Preferencas

other persanal...

~ Admissions

@ You are not enrolled in this term.
Please check Course History for prior

terms.

1®

enrollment shopping cart

You have no outstanding charges at this

time.

t Other Financial Aid

1®

~ Personal Information

Contact Information

Home Address
4505 S. Maryland Pkwy
Las Wegas, NV 85154

Primary Phone

hd @ None

You do not have any pending
applications at this time.

Mzke 3 Payment P

UNLY Emai

~ Communication Center

Go To Communication Canter
~ Holds
No Holds.

~ To Do List

MNo To Do's.

~ Enroliment Dates

Open Enrallment Dates

= Student Services

Eegquest an Official Transcript

Enrollment Verification

¥ MyUNLV Help

Tutorials
Help Request

e MyUNLV Password

Password Change

~ Third Party Release

Mznage 3rd Party Releases

Updated 10.25.

i. This is where a student would navigate to add/update/remove releases on their

own record
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No Release
3. Inthe Student Center if you see the blue privacy shade, a student may have further restricted
their DIRECTORY information in MyUNLV
a. Click the blue shade icon to view any restrictions on their Directory information

&MYU NLV LVCSSTST

ID: =

fstudent center][ general info ]( admissions ](trﬂnsfer credit]( academics ]( finances ]I’ rinancil FERPA ]

Student Center

b. The student can make further restrictions to their releasable information

Releasable FERPA Directory Information

iClick here to review full notification:
F

| wish to allow release of my directory information.

Flease do not release my directory information for commercial purposes. Examples of commercial
purposes include organizations reguesting informatien to provide students with information,
senvice, or benefits such as health insurance or tuition payment plans, invitations to join
organizations such as the alumni association, solicitations for credit cards or real estate, and
direct marketing campaigns.

FPlease do not release my directory information for non-commercial (educational) purposes.
Examples of non-commercial purposes include publication of your name in honors and graduation
programs, confirming graduation and dates of attendance to potential employers verifying
enrollment with organizations such as insurance companies, and invitations to apply for
specialized scholarships, activities, or workshops.

Please do not release my directory information for BOTH commercial and non-commercial
(educational) purposes.

i. The student can make restrictions to their information when the 3™ party is
commercial or non-commercial or both
1. The first option allows the student to REMOVE a restriction on their
directory information. If a student previously restricted the release of
their information the shade will remain on their account, they will just
select the first option to “Allow release of my directory information”
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a. Thisis common for students who have restricted the release of
their information but wish to remove the restriction in order to
have their name printed in the Commencement Bulletin

The second option restricts release of information for commercial
purposes

a. This includes non-academic organizations requesting student
information for solicitations, benefits, and direct marketing

The third option restricts release of information for non-commercial
purposes

a. This includes educational purposes such as potential employers
verifying dates of attendance and degrees and invitations to
apply for specialized scholarships, activities, workshops, etc.

The fourth option restricts directory information for both non-
commercial and commercial purposes

a. Students with this option are requesting that information
(directory and non-directory) only be released to the student
themselves after validation of their identity




