
Access of Student Records to Students 
The student is afforded the right to inspect and review, in the presence of a College staff member, any records, files and 
data directly related to the student. To inspect his or her personal folder or file, a student shall submit a written request to 
the appropriate records official signed by the student and, if not personally submitted by the student, then the student’s 
signature shall be acknowledged by the affidavit of a Notary Public. The request for inspection shall be acted upon within 
45 days from the date such request is received. If, in the opinion of the appropriate records official, inspection can 
reasonably be accomplished by providing copies of documents, such copies shall be made and provided to the student. 
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