Institute for Clinical Pastoral Training Privacy Policy
Welcome
Your privacy is important to us at the Institute for Clinical Pastoral Training (ICPT). To
better protect your privacy, we provide this notice explaining practices and the choices you
can make about the way your information is collected and used.
The Information We Collect
You provide specific personal information during the application process. The information
includes, but is not limited to: your name, address, e-mail address, telephone number, payment
information and your interest in specific types of products and/or services.
Requests for Disclosure:
Except with respect to those requests made by the student himself, those disclosures made with
the written consent of the student, or the requests by or disclosures to ICPT officials with
legitimate educational interests, or disclosures of directory information (or other exceptions
described in the applicable regulations), ICPT will maintain a record indicating the parties who
have requested or obtained personally identifiable information from a student’s education records
and the legitimate interests those parties had in requesting or obtaining the information. This
record may be inspected by the student.
Directory Information:
ICPT designates the following information as directory information (directory information is
personally identifiable information which may be disclosed without the student’s consent):
• Student’s name
• Address: Local, e-mail and web site
• Telephone number (local)
• Program of study
• Participation in officially recognized activities
• Dates of attendance
• Certificates awarded
• Photograph of the student, if available
• Enrollment status (i.e., enrolled, continuing, future enrolled student, re-entry, withdrawn)
Confidentiality:
The student's official record is confidential. Any written, audio, video or other materials regarding
a student, from initial application material to final evaluation and CPE Supervisor review reports,
are confidential and are treated accordingly.
Access:
Students have the right to inspect and review their education records. A student who wishes to
inspect and review his/her records should submit a written request to ICPT. The request should
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identify as precisely as possible the records the student wishes to inspect. If the requested records
are subject to inspection and review by the student, arrangements for access will be made within
a reasonable period but in no case more than 30 days after the request was made, and the student
will be notified of the time and place where the records may be inspected. The school requires
the presence of a school official during the inspection and review of a student’s records. The
record is not open to third parties without the written permission of the student (See the Release
of Information Form in the appendices).
Disclosure:
ICPT generally will not permit disclosure of personally identifiable information from the records
of a student without prior written consent of the student. Personally, Identifiable Information
(Directory Information) is disclosed (some items are mandatory, some discretionary) from the
records of a student without that student’s prior written consent to the following individuals or
institutions or in the following circumstances:
1. Directory information (See details below)
2. To a parent or guardian regarding the student’s violation of any federal, state, or local law or
of any rules or policy of the school governing the use or possession of alcohol or a controlled
substance if the school determines that the student has committed a disciplinary violation with
respect to that use or possession, and the student is under 21 at the time of the disclosure to
the parent.
3. To accrediting commissions or state licensing or regulatory bodies to carry out their functions.
4. To appropriate parties in health or safety emergencies.
5. To certain officials of the United States Department of Education, the Comptroller General
of the United States, the Attorney General of the United States, and state and local educational
authorities.
6. To comply with a judicial order or lawfully issued subpoena.
7. To officials of ICPT who have been determined by the school to have legitimate educational
interests in the records. A school official is: a) person employed by the school in an
administrative, supervisory, academic or research, or support staff position; or b) any school
official who needs information about a student in the course of performing instructional,
supervisory, advisory, or administrative duties for ICPT has a legitimate educational interest.
8. To organizations conducting certain studies for or on behalf of the school.
9. To an alleged victim of a crime of violence or a non-forcible sexual offense, the final results
of the disciplinary proceedings conducted by the school against the alleged perpetrator of that
crime or offense with respect to that crime or offense.
10. In addition to the victim of a crime of violence or non-forcible sexual offense, the School may
disclose to other persons the final results of the disciplinary proceedings described in above,
but only if the School has determined that a student is (a) the perpetrator of violence or a nonforcible sexual offense, and (b) that the allegation results in a violation of the institution’s
ICPT Privacy Policy
Copyright © 2018 Institute for Clinical Pastoral Training

May 22, 2018
Previous editions are obsolete.

This page is part of the total agreement.

3

rules or policies. The school, in such instances, may only disclose the name of the perpetrator
-not the name of any other student, including a victim or witness - without the prior written
consent of the other student(s).
Correction of Educational Records:
Students have the right under to ask to have records corrected which they believe are inaccurate,
misleading, or in violation of their privacy rights. The following are the procedures for the
correction of records:
1. A student must submit a request in writing to amend a record. As part of the request, the student
should identify the part of the record they want to have changed and specify why they believe
it to be inaccurate, misleading, or in violation of his/her privacy rights.
2. ICPT may either amend the record or decide not to amend the record. If ICPT decides not to
amend the record, it will notify the student of its decision and advise the student of the right to
a hearing to challenge the information believed to be inaccurate, misleading, or in violation of
the student’s privacy rights.
3. Upon request, ICPT will arrange for a hearing and notify the student reasonably in advance of
the date, place, and time of the hearing. The hearing will be conducted by an individual who
does not have a direct interest in the outcome of the hearing. That individual may be an official
of ICPT. The student shall be afforded a forum for the opportunity to present evidence relevant
to the issues raised in the original request to amend the student’s education records. The student
may be assisted by other people, including an attorney.
4. ICPT will prepare a written decision based solely on the evidence presented at the hearing. The
decision will include a summary of the evidence and the reasons for the decision.
5. If, because of the hearing, ICPT decides that the information is inaccurate, misleading, or
otherwise in violation of the privacy rights of the student, it will (a) amend the record
accordingly and (b) inform the student of the amendment in writing.
6. If, because of the hearing, ICPT decides that the information in the education record is not
inaccurate, misleading, or otherwise in violation of the privacy rights of the student, it shall
inform the student of the right to place a statement in the record commenting on the contested
information in the record or stating why he or she disagrees with the decision of the school.
Content:
During the student's tenure in the CPE Program, all records are retained in the student’s file,
including application materials, case studies and other clinical reports, book reports, student and
CPE Supervisory evaluation reports, reflections, and correspondence.
How We Use the Information
We use the information you provide about yourself to fulfill your application for our programs,
to respond to your inquiries about your training and to notify you about the status of your
application. From time to time we may also send you additional information about our training
programs in special promotional mailings. We may disclose personal information to outside
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organizations that legally have the authority to receive it (such as accrediting agencies). We
may disclose personal information in response to legal process (e.g. in response to a court order
or subpoena). We also may disclose such information in response to a law enforcement
agency’s requests. And finally, we may disclose personal information in response to a chargeback inquiry from our merchant bank about your payment for training. We will not sell or
transfer personally identifiable information provided to us to parties outside of the institution
except as described above. We will never sell or give your information to an outside party
except as noted above.
How to Contact Us
If you have any questions or concerns about our privacy policy contact us directly.
E-mail: info@clinicalpastoraled.org
Phone/Fax: (407) 218-6481
Mailing Address:
The Institute for Clinical Pastoral Training, PO Box 620822, Orlando FL 32862-0822
I have read this policy and I understand it. By typing my name below, I am signing this document as if I
used pen and ink.

Student: Click or tap here to enter text.
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