
 

Student Files

A financial aid file for each medical student who has received financial assistance is stored in the Office of Student Affairs.

Students have access to their own individual files, and access is also granted to Office of Student Affairs staff, University Student

Work and Financial Assistance staff and external auditors as appropriate.

An academic performance file for each medical student is stored in the Office of Student Affairs and contains the year one

completion record and general performance evaluation; professional and academic performance reports from year two; clerkship

performance evaluations; elective performance evaluations; and copies of correspondence to the student from the Student

Progress Committees or the Associate Dean for Student Affairs relative to student performance.  Students have access to their

own individual files, and access is also granted to Office of Student Affairs staff.

A residency application file for each year four medical student is stored in the Office of Student Affairs and contains the official

School of Medicine MSPE and any addenda thereof, the student’s list of residency programs where the Dean’s letter is to be sent,

and copies of letters composed by departmental faculty in support of individual student applications.  You have access to your own

individual file with the exception of those individual faculty letters for which a confidential waiver form has been submitted, and

access is also granted to Office of Student Affairs staff.

A.  Waiver for Confidential Letters of Recommendation

If you wish to request a confidential letter of recommendation, the following procedure should be followed:

1. A waiver form is required for each different letter sent.  In the case of the same letter being sent to multiple places, this action is to be

noted on the carbon copy, and only one waiver is required.

2. A copy of the executed waiver should be sent to the recipient of the letter.

3. A copy of the letter and the original copy of the waiver form should be sent to the Office of Student Affairs where they are placed in

a closed file.

4. The faculty member who has been asked to write a confidential letter of recommendation is responsible for obtaining an executed

waiver form from you.

5. Supplies of the waiver forms are kept in the Office of Student Affairs.

B.  Release of Student Information

The School of Medicine has developed the following policy in order to maintain confidentiality of student educational records as

required by the Family Educational Rights and Privacy Act of 1974.

1. Listed below are the educational records directly related to students that are maintained by Southern Illinois University School of

Medicine. Also listed is the individual responsible for overseeing these records.

Admissions File -- Director of Admissions, Springfield

Financial Aid File -- Director of Financial Aid, Springfield

Student Progress File --  Registrar, Springfield

Residency Recommendation File -- Registrar, Springfield

Student Health File -- Chair, Department of Family Practice

Southern Illinois University School of Medicine Academic Transcript --Registrar, Springfield

2. You have the right to inspect and review your records during the regular business hours and should contact the responsible official at

least 24 hours in advance to arrange for an appointment.  Copies of your records may be obtained by specifically requesting same


