Washington State College of Ohio

Academic’s Record Retention Schedule

. . Period of Form of Method of Document . Review
Record Title Description of Record Retention Retention Destruction Owner Storage Location Completed
Grade Books Official class rosters and grades Active Year + 3 Electronic Deleted Full-T1'me Faculty CANVAS TRUE
Years Part-Time Faculty CANVAS TRUE
Advising Folders Graduates Active Year + 1 | Hard Copy. or | Shredded or Faculty In faculty offices TRUE
Non-Graduates Year Electronic Deleted
Early Alerts Huwf,ﬂ'ff' i Electronic Deleted Administration TEAL TRUE
Final Exams
Collected Papers
Course Records Assignments P ACLIVE TEdl *3 Hard Copy or | Shredded or Facult In faculty offices or TRUE
a .g Manuce Electronic Deleted y CANVAS
uizzes
Student Correspondence
Assessment Assessment Plans vasﬂl_ff' i Electronic Deleted Administration | In the Google Drive TRUE
Curriculum Development :"\U%\':':“u :ﬁulu':inm Indefinitely Electronic N/A Registrar vrm:ft‘i‘f'”m TRUE
. . ALLIVC ACAUCTITIC . S1MTTUUcCU & VT miirarice arid
Course Syllabi & Outlines Current Course Syl.labl and Qutlmes oo Electrom.c Al e Fac:ulty s £iLn TRUE
Past Course Syllabi and Outlines Indefinitely Electronic N/A Registrar i TRUE
. Current Audit Sheets Active Year Electronic Shredded . On Intranet TRUE
Audit Sheets - — - Registrar VFAA ACAUETIIIC
Past Audit Sheets Indefinitely Electronic N/A i TRUE
Program Reviews Program Reviews H"“V:A':f' i Electronic Deleted Administration Google Drive TRUE
Field Trip Permission Forms ALL'VSALT' i Hard Copy Shredded Faculty Dean's Office TRUE
Clinical Forms Active Year + 3
Years (or as
Experiential Learning |Practicum Forms required by Hard . Shredded/Del Instructor Instructor's Office TRUE
Copy/Electronic eted

accraditing




Internship Forms

TCTTTCOTCITTS

agency)

Program Acceptance Letters
Selective Admission Active Year + 1 Hard Copy Shredded Academic Program
and/or and/or Program Faculty . TRUE
Letters Year Electroni Deleted student files/Onbase
Program Non-Acceptance Letters ectronc elete
Program Readmission \'Uﬂ'f:f::'nuf”w TS 1 Year r'i'“u’,\,'ffy "'ﬂ':uffu Program Faculty F:,‘i'ﬁf‘.ifjg'ﬁi':::v‘_':l‘lr TRUE
Correspondence
o P 1 Year (faculty) | 4 Copy Shredded | Faculty, CAO, Faculty, CAO,
General Administrative |Reports 3 Years (CAO, . .
. . and/or and/or Directors, Deans,| Directors, Deans, TRUE
Files Memoranda Directors, . . . .
DUCUTTTETTUg aCTIVITTES UT geTTeTat Deans, Chairs) Electronic Deleted Chairs Chairs Office
admminictrativia affica ’
Minutes Dean/Directors/C
Boards/Committees |Member Lists 3 Years Electronic Deleted . . Google Drive TRUE
- : ommittee Chairs
Official Action of Boards
Student Complaints vasﬂl_ff' i Electronic Deleted Administration Maxient TRUE
Student Misconduct Huw:ﬁff' i Electronic Deleted Administration Maxient TRUE
Articulation Agreements 5 Years . ,Zfli vvvvv ic:cic:;:: CAO Google Drive TRUE
Transfer Module 5 Years Eli&:j‘::::'u U::if:: q;'u A&S Dean Google Drive TRUE
Academic Grievances Academllc A|.3pe.als Active Year + 6 Electronic Deleted Administration Maxient TRUE
Academic Dismissal Years
Student I?lsaplmary Jud1.c1.al A|.3pe.als Active Year + 6 Electronic Deleted Administration Maxient TRUE
Files Judicial Dismissal Years
Accreditation Files Indefinitely Electronic N/A VPAA N TRUE

Destruction will be done by means of shredding or via approved document destruction company with signed verification.
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