
S t u d e n t s  s h o u l d  s u b m i t  t o  t h e  R e g i s t r a r  w r i t t e n  r e q u e s t s  

t h a t  identify the record(s) they wish to inspect. The Registrar will make arrangemen t s  f o r  a c c e s s  a n d  n o t i f y  t h e  

s t u d e n t  o f  t h e  time and place where the records may be inspected. If the  r e c o r d s  a r e  n o t  m a i n t a i n e d  b y  t h e  R e g i s t r a r ,  

t h e  R e g i s t r a r  s h a l l  advise the student of the correct official to whom the request  s h o u l d  b e  a d d r e s s e d .  

 2 .  T h e  r i g h t  t o  r e q u e s t  t h e  a m e n d m e n t  o f  t h e  s t u d e n t ’ s  e d u c a t i o n  r e c o r d s  t h a t  t h e  s t u d e n t  b e l i e v e s  a r e  i n a c c u r a t e  o r  

misleading.  

Students may ask the College to amend a record that they believe is inaccurate or misleading. They should write the 

Registrar, clea rly identify the part of the record they want changed, and specify why it is inaccurate or misleading. If 

the College decides not to amend the record as requested, the College will notify the student of the decision and 

a d v i s e  t h e  s t u d e n t  o f  h i s / h e r  r i g h t  


