Jefferson Records Request
Print Name___________________
Sign Name___________________

EMPL ID#_____________________
Date _________________________

Jefferson Community & Technical College, in an effort to provide an efficient and
accurate response to your concern, requests that you please identify your records issue(s)
below. Once the appropriate administrator reviews your information a reply will be sent
to your KCTCS email account or mailed to your home address within 5 business days.
Please provide any and all documentation that will help support your concern.
Semester of concern (Required) __________________
Please identify your general area of concern by selecting a category below.
___ Add/Drop was not processed correctly.
___ I should/should not have been withdrawn from my classes.
___ I have a hold on my account that is not correct.
___ Need copies of my records from file. (List needs below.)
*Please remember Jefferson has 45 days to provide copies of items from student’s files.*

___ Billing questions/concerns. (Please provide details below.)
___ I would like to contest an item on my transcript.
___ Other
Please provide a brief outline of your concern (please feel free to attach a letter in lieu
of the space provided below):
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
 If you are a currently enrolled KCTCS student, your response will be sent to your
KCTCS student email account. If you have not done so, please make sure you
have this activated.
 If you are not a currently enrolled KCTCS student please provide a mailing
address where we can send a response.
My current address is ____________________________________
____________________________________
 ____I give permission for my records to be changed to reflect this address.
We thank you for your patience in this matter.
For Staff Use Only
Date Received in Records Office________
Date Resolved_________
Date Student was Notified__________ (attach copy of all communication)

APPEALS PROCESSES FOR STUDENT RECORDS ISSUES
JEFFERSON RECORDS REQUEST: Students having issues they wish to have
researched, or difficulties with any aspect of their academic or financial record, should
first submit a Jefferson Records Request. Problems to be addressed through this method
include add/drop, transfer evaluation, billing, and transcript item concerns. Any
supporting documentation a student can provide may prove useful in reaching a desired
outcome, so please be sure to include anything that supports your case. Typically, a
student submitting the Records Request should have a response within 3-5 business days.
If you have submitted a Student Records Request and did not receive the outcome you
hoped for, you still have the opportunity to appeal the initial decision made by the
Records Office. However, you should note that these decisions are based on established
policies, procedures, and practices of Jefferson and KCTCS, so there is no guarantee that
any of these appeals will be successful. Each of the appeal levels listed below must be
done in the order listed.
DEADLINES: Students have a limited period of time in which to appeal; the deadlines
for each term follow. If you miss these deadlines, you will not be able to appeal your
concern.
Fall term:
Spring term:
Summer term:

must submit appeal by August 1st.
must submit appeal by April 1st.
must submit appeal by November 1st

APPEAL: students not receiving the desired response have 30 days from notification to
appeal the Records Request disposition. Appeals submitted beyond this will not be
considered.

OTHER COMMONLY FOUND RECORDS REQUEST ISSUES
MEDICAL WITHDRAWAL: If you are requesting withdrawal for medical reasons, do
not fill out the Student Records Request form. Students wishing to withdraw for medical
reasons, must complete the Medical Withdrawal Request form, and follow directions
there for submitting.
REINSTATEMENT: If you were removed from a course for non-payment from a
previous term, but you and your instructor feel that you completed the coursework, you
will need to meet with the Academic Dean of your Jefferson campus. Should they
determine that reinstatement is appropriate, you would need to be ready to pay both your
tuition, and the additional fees.

ANY DOCUMENTATION YOU CAN INCLUDE WILL INCREASE YOUR
CHANCES OF A SUCCESSFUL REQUEST/APPEAL, SO BE SURE TO
INCLUDE ANYTHING THAT SUBSTANTIATES YOUR CLAIM. THANK YOU.

