FALL 2019 IMPORTANT DATES AND DEADLINES!

Fall 2019: Wednesday, August 28 - Friday, December 13, 2019
Final Exams: Saturday, December 14; Monday, December 16 — Friday, December 20

University Holidays (No Classes Held):
Monday, September 2, 2019 (Labor Day Holiday)
Monday, November 11, 2019 (Veterans Day Holiday)
Thursday, November 28 - Friday, November 29, 2019 (Thanksgiving Holiday)
Note: Wednesday, November 27, 2019 is a Non-Instructional Day (No classes; University offices are open)

Deadlines:
Course Add/Drop: Wednesday, September 18, 2019
Mid-Semester Grade Deadline: Tuesday, October 23, 2019 (Noon)
Course Withdrawal (with a “W”): Wednesday, November 6, 2019
Final Grade Deadline: Monday, December 23, 2019 (Noon)

HANDY REGISTRAR WEB ADDRESSES
e Academic Calendars registrar.ucmerced.edu/schedules/calendars
e Electronic Catalog catalog.ucmerced.edu
e Class Schedule registrar.ucmerced.edu/go/schedule
e Faculty Resources on Registrar’s Site! registrar.ucmerced.edu/faculty
(Calendars, FERPA, Grades, Forms, etc.)
e  Family Educational Rights and Privacy Act registrar.ucmerced.edu/policies/ferpa

| LETTER OF RECOMMENDATION PERMISSION TEMPLATE

Date

| give permission to Instructor to write a letter of recommendation to:

Name
Company/School

Street/Building
City/State/Zip

Instructor has my permission to include my grades and/or GPA in this letter.

| waive do not waive (circle one) my right to review a copy of this letter at any time in the future.

Student Printed Name Student Signature



TOP TEN THINGS TO REMEMBER ABOUT
THE FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)
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Inspect and review their education records (access allowed within 45 days after written request)
Seek changes to these records

Control disclosure of information from their records

File a complaint with the Family Policy Compliance office in Washington, DC

UCM'’s policies on release of student information are widely available
On the web at registrar.ucmerced.edu/policies/ferpa
In the UCM Catalog at catalog.ucmerced.edu

Never post grades using any part of students’ ID numbers
Instead, assign individual numbers to students at random. Only the student and the faculty member who assigned the number
should know the number. The order of posting should never be alphabetic by student name.

Never leave stacked graded papers for students to pick up—not even in sealed envelopes (unless you
have a student’s permission to do so)!
Instead, try these alternatives (and add info to your syllabus to alert your students)
At the end of the semester, mail graded papers/exams via campus or U.S. mail in envelopes that students pre-address, pre-
stamp, and provide for you
If space and personnel allow, students may pick up papers/exams from School assistants or faculty colleagues (they are
responsible for checking student identification, however)

Never circulate a printed class list for attendance purposes if it shows the combination of name and ID

Never discuss student progress with anyone other than the student without the student’s consent,

including the student’s parents or spouse!
Do not include grades and GPA in letters of recommendation unless you receive a signed release from the student to do so.
Contact Erin Webb at 228-4501 if you need a template release form for this purpose.

Never provide anyone with a student’s schedule or help anyone find a student on campus.
Instead, contact Students First Center at 209-228-7178

You Are Responsible to Protect All educational records in your possession!
This includes paper documents in your office such as computer printouts, class lists, display screen data, and advising notes.
These are practical tools that you need to do your job; however, they should be protected like you would protect a purse or
wallet. Do not leave these items out in open areas, but store them out of sight, preferably in a locked cabinet or drawer when
not in use.

Official transcripts are available through the Office of the Registrar
The Office of the Registrar is responsible for student record information and maintenance

If in doubt, don’t give it out! Call Erin Webb at 228-4501 with questions/concerns!
Want to read more? Go to registrar.ucmerced.edu/policies/ferpa
Want to know even more? Take the 30 minute course available at ucm.edu/v/uclearningcenter (search for FERPA)




