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The Family Educational Rights and Privacy Act (FERPA) gives eligible students certain rights regarding their 
education records. Without written consent, in accordance with FERPA, a student’s account and payment 
information may be provided only to the student. However, the student may grant designated individual(s) access 
to view their student account information, make payments, or take other action on their record, depending on 
the access granted to them by the student. Access granted to authorized individual(s) will remain in effect until 
the student updates or revokes access.  
 

Submitting Educational Record Consent Form 

To authorize Collin College to release your information to authorized individual(s), follow the steps 
below.  

1. Log in to your Workday account 
2. From the Workday landing page, in Your Top Apps, select the Academics Hub 
3. At the top of the page, under the Educational Record Consent Form, select the Read More link, 

then in the pop-up select the Educational Record Consent Form link  
4. Complete the questionnaire by entering the full legal name, email address, and phone number 

of the person(s) then select if you are authorizing the release of information or revoking 
previously granted access 

a. If you are authorizing the release of information, a new question will appear allowing 
you to select the types of access you are granting 

5. Once all information has been entered, click Submit 
6. You may submit as many Educational Record Consent Forms as necessary to grant access, 

update access, or revoke access to individuals  
 

Viewing Educational Record Consent Form 

To authorize Collin College to release your information to authorized individual(s), follow the steps 
below.  

1. Log in to your Workday account 
2. From the Workday landing page, in Your Top Apps, select the Academics Hub 
3. Under Suggested Links, select Educational Consent Record History for Student 
4. Any previously submitted Educational Record Consent questionnaires will display by descending 

date and time 
5. Click on the hyperlink in the Questionnaire Response column to review the information 

submitted 
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