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Student Record Management Policy

1. Introduction
1.1 Purpose

» To establish guidelines and procedures for the management, retention, security,
and confidentiality of student records at CIU Germany.
1.2 Scope
 This policy applies to all student records maintained by CIU Germany, including

both physical and electronic formats, across all programs and departments.

2. Principles of Student Record Management

2.1 Compliance
* Ensure compliance with data protection laws and regulations (e.g., GDFR).
2.2 Accuracy
e Maintain accurate and up-to-date student records.
2.3 Accessibility
» Ensure authorized access to student records by relevant stakeholders.
2.4 Security
« Implement measures to safeguard student records from unauthorized access, 1oss,
or damage.
2.5 Confidentiality
» Protect the confidentiality of student information in accordance with privacy

policies.

3. Types of Student Records

3.1 Academic Records
3.1.1 Enrollment Records
e Documentation related to student enrollment, including application forms
and admission decisions.
3.1.2 Academic Transcripts

» Official records of courses taken, grades received, and degrees awarded.




3.1.3 Course Registration

e Records of courses registered for each academic term.

3.2 Personal Information
3.2.1 Contact Information
e Addresses, phone numbers, and emergency contact details.
3.2.2 Demographic Information

» Gender, date of birth, nationality, etc.

3.3 Financial Records
+ 3.3.1 Fee Payments
» Records of tuition fees paid and financial aid received.
« 8.3.2 Scholarships and Grants

e Records of scholarships, grants, and bursaries awarded to students.

4. Management and Retention

4.1 Record Creation
4.1.1 Data Collection
e Procedures for collecting student data during the application and
enrollment process.
4.1.2 Record Maintenance
» Guidelines for updating and maintaining student records throughout their

academic journey.

4.2 Record Retention
4.2.1 Retention Periods
e Defined periods for retaining different types of student records in
compliance with legal and regulatory requirements.
4.2.2 Disposal
e Secure disposal procedures for records that have reached the end of their

retention period.

5. Access and Security

5.1 Access Control
5.1.1 Authorized Personnel
» Designation of authorized personnel with access to student records based
on job responsibilities.
5.1.2 User Authentication
e Use of secure login credentials and authentication methods to control

access to electronic records.




5.2 Data Security
5.2.1 Encryption
» Encryption of sensitive student information stored electronically.
5.2.2 Physical Security

* Measures to secure physical records from unauthorized access or theft.

6. Use and Disclosure

6.1 Authorized Use
6.1.1 Educational Purposes
» Use of student records for academic advising, enrollment management,
and institutional research.
6.1.2 Compliance
 Disclosure of student information in compliance with legal subpoenas or

court orders.

6.2 Consent
6.2.1 Student Consent
» Procedures for obtaining student consent before disclosing sensitive
information.
6.2.2 Parental Access (if applicable)
e Guidelines for providing parents or guardians with access to student

records as permitted by law.

7. Record Accuracy and Amendments

7.1 Student Access
7.1.1 Access Rights
e Procedures for students to review and request amendments to their own
records.
7.1.2 Correction Requests

e Process for students to request corrections to inaccuracies in their records.

7.2 Administrative Amendments
7.2.1 Authorized Amendments
e Guidelines for authorized personnel to make amendments to student

records and documentation of changes made.




8. Training and Awareness

8.1 Staff Training
8.1.1 Data Protection Training
» Training programs for staff on data protection laws, confidentiality, and

ethical handling of student records.

8.2 Awareness Campaigns
8.2.1 Student Awareness
» Information campaigns to educate students about their rights and

responsibilities regarding their records.

9. Quality Assurance
9.1 Regular Audits
9.1.1 Internal Audits
» Regular audits of student record management practices to ensure
compliance and accuracy.
9.1.2 External Reviews
» Reviews by external auditors or regulatory bodies to verify compliance

with data protection regulations.

10. Policy Review and Updates
10.1 Regular Review

» Scheduled reviews of the Student Record Management Policy to ensure it remains

current and effective.
10.2 Stakeholder Involvement

» Involvement of key stakeholders in the review and update process, including

students, faculty, and administrative staff.

This outline provides a structured framework for the CIU Student Record Management Policy.

Fach section can be expanded with more detailed procedures and guidelines as necessary
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