SAMPLE NOTICE TO STUDENT
OF INTENT TO RELEASE DATA PURSUANT TO SUBPOENA

The following language may be used in a letter written to a student before data is released pursuant to a subpoena.  The educational institution is required to make a reasonable attempt to notify the student before complying with the subpoena.  A letter sent to the last known address fulfills such a requirement, and generally, three days’ notice is “reasonable,” although each case will be different.  The suggested language is as follows:

The ________________________________, (court or agency) has issued a subpoena requiring _______________________________ College/University to release the following education records the College/University has maintained about you concerning your tenure as a student at the College/University:

[describe records as described in subpoena]

Under the federal Family Educational Rights and Privacy Act, we are required to notify you before we release education records we maintain about you.  This letter serves as the notice required under the Act that the College/University will release the records on _________________________.  If you have questions concerning the release of these records, please contact _________________________________________________.
