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5.0 Procedures  
 
A. FERPA Notification 
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C. Inspection of Records  
 
Students may inspect and review their educational records by making a written request to the 
appropriate records custodian. These requests should identify as precisely as possible the records or 
records the student wishes to inspect. The appropriate records custodian will make arrangements for 
access and will notify the student of the time and place where the records may be inspected. A student 
will only be permitted to review and inspect records or parts of records that pertain to him/herself. 

 
D. Correction/Amendment of Educational Records 

1) A student must ask the appropriate custodian of the educational record in writing to amend a 
record, including clearly identifying the part of the record the student wants changed and why it 
should be changed. 

2) Upon the request, Laramie County Community College will either: 
a) Amend the record, or  
b) Notify the student in writing of the decision not to amend the record and the student’s     

request. 
3) Educational Record Amendment Hearings 

a) Upon request, Laramie County Community College will arrange for a hearing and notify the 
student of the date, place, and time of the hearing. 

b) The hearing will be conducted by a hearing officer who is a disinterested party; however, the 
officer may be an official of the college. The student shall be afforded a full and fair opportunity 
to present evidence relevant to the issues raised by the original request to ament the 
educational records. The student may be assisted by one or more individuals, not including an 
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