JACKSON HEALTH SYSTEM
(MAINTAINING STUDENT RECORDS)

ANNUAL NOTICE

ACPE 304.4; 306

The Family Education Rights and Privacy Act (FERPA) apply to ACPE CPE programs
addressing privacy issues.
A student record is: (1) any record (paper, electronic, video, audio, biometric etc. directly
related to the student from which the student’s identity can be recognized; and (2)
maintained by the education program/institution or a person acting for the institution.
Application materials of students admitted and matriculated are part of the student record.
Application materials for others are subject to particular state privacy laws for their
retention, use and destruction. If no applicable laws exist, the center creates, publicizes,
and follows its own protocol.
Directory Information is student information not generally considered harmful or an
invasion of privacy if released.
Each Center defines directory information that will be released without specific consent
unless a student “opts out”.
At JHS common directory information includes: name, address, email, telephone,
religion, and photograph. All other information is released only with the student’s
written, signed, and dated consent specifying which records are being disclosed, to
whom, and for what purpose. At JHS, this directory information is for departmental use
only. It is published in the student handbook and also placed in a central, but private,
location for staff and intern’s use.
The student must have received the Annual Notice prior to release.
Current students may restrict directory information and/or record access at any time
during attendance and must be honored following the students departure. Please inform
your supervisor if you are restricting your common directory information once you leave
the program. Former students may not initiate new restrictions after departure.
Subject to notification, the student’s name, address, denomination and unit of CPE
successfully completed will be sent to the ACPE office on the Student Unit Report upon
completion of each unit of CPE.
ACPE requires the CPE student record to include the face sheet with directory
information, the CPE supervisor’s evaluation report and the student’s own evaluation
report if submitted.
A copy of the supervisor’s evaluation will be given to the student informing the student
the evaluation will be kept for a specified period of time and will not be available to
anyone except upon written permission from the student. If the student’s own evaluation
is included, it will be kept with the same governing rules. (Note “Exceptions” below)

Students are responsible for maintaining their own files for future use and will be notified
of their responsibilities to keep copies.
CPE students are expected to give written consent for copies of the supervisor’s
evaluation report and their own if applicable to their theological school.
The CPE Supervisor may maintain notes on a student for the exclusive use of the writer
and are not considered part of the student’s record and are kept in separately from the
student’s record.
Exceptions: Exceptions concerning release of information exist to protect the health or
safety of the student or others, and for the purpose of accreditation or complaint review,
or as required for legal issues. Prior to releasing information contact the ACPE
Executive Director or Associate Director.
Record Management: Centers must have written protocols for who maintains the
students’ records, length of time help and method of destruction. Protocols must be
followed consistently.
When an ACPE program closes, the Regional Accreditation Chair arranges to secure
and store all student records of the closed center. The Accreditation Commission
Chair and ACPE office will be notified of the records’ location.
The center shall keep student records for at least 10 years and shall not be opened to
anyone outside the CPE center except with written permission from the student.
(After ten years the center may destroy the student record except for the face sheet
with identification information.
Health records (mental and physical) must be kept in locked, limited access files
separate from other student records. Their use and release are subject to ADA and
HIPAA. Certain safety and employment records are also subject to other federal
regulations and state laws and are kept separately.
Written materials by students, such as verbatims or case histories containing
information about other people, including students, will either be destroyed or, if they
are part of the student’s record, have the identifiable information marked out.
FERPA requires students be able to review their record within 45 days of student’s
request (may be less). Record inspection may not be denied based on the student’s
inability to come to the site or outstanding financial obligations. In the latter case, a
center can note on the copy sent, “not available for official use”. If a student record
contains identifiers of another student or person, those must be marked out. The
Annual Notice details record maintenance protocols and should include whether/how
students may copy their records.

