WCTC Retention Schedule Categories Applicable to MIT


	SCHEDULE TITLE: INSTRUCTION/CURRICULUM  - Includes activities that provide formal instruction to students in academic courses (e.g. development of curriculum, course offerings, etc.).
	RECORDS CATEGORY—CT0301:

INSTRUCTION and CURRICULUM

RECORDS

	RECORD 

SERIES
	RECORD SERIES TITLE and

FUNCTION
	OFFICE LOCATION and

MINIMUM RETENTION PERIOD

OFFICIAL COPY                                                  OTHER COPIES
	SPECIAL and/or

DISPOSITION 

INSTUCTIONS

	CT0301.001
	ACCREDITATION DOCUMENTATION --

PROGRAMS

Descriptive, statistical, and evaluative materials necessary to maintain and document accreditation with professional associations which set standards
	MIT Certification Office

6 years:

*  Following close of accreditation process;

*  Until superseded by new accreditation,

whichever is longest
	
	

	CT0301.002
	AGREEMENTS for PROGRAMS or CURRICULUM

A record of agreements between a college program and outside agencies. 
	MIT Program

(6 years:

* Following termination of agreement;

*  Resolution of litigation; or

*  According to institutional policy;

whichever is longest)
	
	* Essential

	CT0301.004 

	ARTICULATION FILES—PROGRAM Documents program agreements between a college, the 

K-12 system and other public or private higher education institutions. 


	Dean of Instruction’s Office (6 Years: 
• Following termination of agreement; 
• Resolution of litigation; or 
• According to institutional policy, whichever is longest)
	
	• Essential

	CT0301.006 


	COURSE HISTORY FILES A record of the content of approved courses (may 

include course descriptions, outlines, syllabi, instructor notes, bibliographies, textbook lists, sample exams, 

etc.).
	Dean of Instruction or other Designated Instructional Office 
(End of quarter in which course is offered plus 2 Years)
	Originating  Department ((End of quarter in which 

course is offered plus 2 Years) 


	

	CT0301.007 


	COURSE MASTER INVENTORY A comprehensive listing of all approved courses by 

department/division, title, course number, etc.
	Dean of Instruction or other Designated Instructional office 
(Until updated, then contact your regional Archivist) 

	
	• Archival 



	CT0301.008 


	CURRICULUM/COURSE PROPOSALS—APPROVED 

Documentation of the planning, development and implementation of instructional courses or programs 

that have been approved ( includes required materials/information needed to gain course or 

program approval including advisory committee documents/minutes).
	Dean of Instruction or other Designated Instructional Office 
(Life of course/program plus 5 Years;  then contact your regional Archivist) 


	Originating Department (Course/program 

approved plus 3 Years) 

	• Archival


	CT0301.010 


	EVALUATION FILES—COURSE/PROGRAM Provides a record on the evaluation of specific 

programs and courses in an institution.  Includes description of evaluation process, correspondence 

related to review, final report and other documentation as needed.
	Dean of Instruction’s Office  
• (Life Of course/program plus 5 Years; or  
• Until administrative need is satisfied, whichever is longer,  then contact your regional 

Archivist)  


	
	• Archival 



	CT0301.015 


	SEMINARS, SHORT COURSES, CONFERENCES, CONVENTIONS SPONSORED BY THE 

INSTITUTION A record of unique educational forums presented or 

sponsored by the college.  Typically includes agendas, correspondence, record of budget, revenues and 

expenditures, reference materials, list of attendees,
	Any Office (Close of academic year in which the event occurred plus   

3  Years; then, contact your regional Archivist) 


	
	• Archival 




	CT0301.016 
	TEXTBOOK ORDERS Provides a record of the textbook orders requested by faculty to be stocked by the bookstore. 
	Dean of Instruction or other Designated Instructional Office (Close of academic year plus 1 Year) 
	  
	

	CT0401.001 


	ACCEPTANCE LETTERS—SPECIAL INSTRUCTIONAL PROGRAMS 

Provides a record of letters sent to prospective students indicating their acceptance/rejection to specialized 

instructional programs.
	Registrar, Admissions or other Designated Administrative Office 
• 1 Year; 
• Until administrative need is satisfied; or 
• According to institution/specific program policy whichever is longest 


	
	

	CT0401.004 

Counseling or 
	ADVISOR’S FILES Advisor copies of student records used to monitor 

progress.  May include grade reports, advisor’s worksheets, unofficial transcripts, etc. 


	other Designated Administrative Office (Until administrative need is satisfied))
	
	

	CT0401.008 


	ATTENDANCE SHEETS/VERIFICATIONS Provides a record of students enrolled in each class at 

the college.  Includes student names, instructor, course title and number, number of clock hours possible, 

number of clock hours attended, number clock hours made-up and awarded by the instructor.
	Registrar or other Designated Administrative Office 
• End of Quarter plus 1 Year, or 
• Until administrative need is satisfied, whichever is longer 


	Instructor/Instructional Office 
(Office option) 


	

	CT0401.009 


	CLASS SCHEDULES AND FLYERS 

ANNOUNCING WORKSHOPS, SHORT-COURSES, MINI-SESSIONS, SEMINARS, CONFERENCES, 

ETC. Provides a record of courses, workshops, seminars, etc. 

offered during specified periods of time, Includes course description, number of credits to be earned, cost,course time/location, etc.
	Registrar or other Designated Administrative Office  (Until administrative need is satisfied))   


	
	

	CT0401. 


	011 EVENTS and ACTIVITIES FLYERS/ANNOUNCEMENTS 

Provides copies of, flyers announcing special events/activities, etc. within the student services area.
	Registrar or other Designated Administrative Office (Until administrative need is satisfied)    


	
	

	CT0401.012 


	COMPLAINT FILE—STUDENTS Provides a record on complaints made by students and 

formally filed with the institution.  May include written copies of complaint, relevant correspondence and final 

disposition.
	Student Services or other Designated Administrative Office 
(1 Year: 
• Following final disposition of complaint, or 
• According to institutional policy whichever is longer 

	
	

	CT0401.014 


	COURSE CATALOGS 

Provides a record of courses offered by the institution.  May include descriptions of educational programs, 

student services, student activities, admission and registration requirements, academic regulations, degree 

and certificate requirements, etc.  Also includes individual courses descriptions, numbers of credits to be earned for each course, and prerequisites, if applicable.
	Registrar/Dean of Instruction or Other Designated Administrative Office 
(Permanent)
	College Library (Permanent)
	• Microfilm may be substituted for  

original 



	CT0401.016 


	COURSE WAIVER, and/or ADVANCED STANDING, AND GRADUATION PETITIONS 

Provides a record documenting requests from students to waive courses and/or graduation requirements, to challenge a course, and/or petition for advanced standing.  May include copies of relevant correspondence, instructional department/ instructor’s evaluation and name of course/courses to be waived, etc.
	Registrar, Admissions or other Designated Administrative Office 
(Last quarter attended plus 1 Year) 


	
	

	CT0401.017 


	DISCIPLINARY/ACADEMIC ACTIONS--STUDENTS 

Provides documentation to support student dismissals, re-admittance, etc.  May Include relevant 

correspondence, student appeals, and actions taken regarding disciplinary warnings, probation, suspension, 

expulsion, denial of subsequent registration, and restitution
	Dean of Students or other Designated Administrative Office 
• Last quarter attended plus 1 Year; or 
• According to institutional policy, whichever is longer)
	
	

	CT0401.018 
	ENROLLMENT VERIFICATIONS 

Provides documentation to a sponsor of a student’s enrollment. 


	Registrar or other Designated Administrative Office

(Until administrative need is satisfied) 
	
	

	CT0401.022 


	GRADE CHANGE FORMS/APPEALS and 

GRIEVANCE FILES 

Provides documentation to support the changing of a 

student’s grade.  Includes records on student grade appeals and hearing results, if applicable.
	Registrar or other Designated Administrative Office (5 Years following: 
• Last quarter attended, or 
• According to institutional policy, whichever is longer) 


	Instructor/Instructional Office 
(Office Option) 


	

	CT0401.023 


	GRADE SHEETS/VERIFICATIONS 

Provides a record of students enrolled in each class at the college.  Includes student names, instructor, course title and number, number of credits earned and grade awarded by the instructor
	Registrar or other Designated Administrative Office 
• End of quarter plus 1 Year, or 
• Until administrative need is satisfied whichever is longer) 


	Instructor/Instructional Office 
(Office Option
	

	CT0401.025 


	GRADUATION AUTHORIZATIONS Provides documentation to support the awarding of 

degrees, diplomas and certificates of completion.  May include copy of graduation application, evaluation of student credits (earned and transferred) and final determination.
	Registrar/Instructional Offices (Until administrative need is satisfied)   


	
	

	CT0401.028 
	JOB PLACEMENT FORMS—PART TIME, FULL- TIME Provides a record on employment opportunities posted on job boards from off-campus employers. 


	Placement Office

(Until administrative need is satisfied)
	
	

	CT0401.029 


	LETTERS OF RECOMMENDATION Documents letters of recommendation received by the 

college and/or instructional program if required by institutional policy for admittance. 


	Registrar, Admissions or other Designated Administrative Office 
• Last quarter attended plus 1 Year, 
• Until administrative need is satisfied, or 
• According to institutional/program policy whichever is longest 
	
	

	CT0401.040 


	SCHOLARSHIPS - AWARDED A record of scholarships awarded by the college or 

another outside entity (not administered by financial aid).  May include documentation of the establishment 

of the fund—administrative requirements for the scholarship, donations received, copies of wills, etc.— 

correspondence regarding the scholarship program, list of recipients, etc. 

 For financial records on scholarship programs see 

Record Category CT0601—FINANCE - GENERAL.
	Designated Administrative Office [OPR] -Termination of program plus 6 Years
	
	

	CT0401.041 


	SCHOLARSHIPS - NOT AWARDED A record of students who applied for scholarships 

offered through the college who were not awarded scholarship funds.
	Designated Administrative Office (Completion of application process plus 1 Year)
	
	

	CT0401. 


	043 TEST INFORMATION Copies of occupational/psychological tests/evaluations 

(i.e. Meyer/Briggs, Strongs Occupational, etc.)  Used to counsel and evaluate enrolled students.
	Counseling or other Designated Administrative Office (Last quarter attended plus 1 Year)   


	
	

	CT0401.044 


	TEST SCORES - ENROLLED STUDENTS Provides a record of student test scores (i.e. Asset, 

CEEB, ACT, etc.)  Used to determine placement.
	Counseling or other Designated Administrative Office (Until administrative need is satisfied)   
	
	

	CT0401.045 

• Essential 
• Suggest that a security 

microfilm copy be made annually 

for storage at state micro-vault. 
	TRANSCRIPT - PERMANENT STUDENT ACADEMIC RECORD* 

Provides an official academic record listing classes, grades, credits earned, GPA and transfer credits.  (May include narrative evaluations, competency assessments, etc.) 


	Registrar, Admissions or other Designated Administrative Office 
(Permanent) 


	
	• Essential 
• Suggest that a security 

microfilm copy be made annually 

for storage at state micro-vault. 



	CT0401.046 


	TRANSCRIPT EVALUATIONS (TRANSFER 

CREDIT) Provides documentation to support the evaluation of student transcripts from other accredited institutions towards a degree.  May include request for evaluation, 

copy of transcript, relevant correspondence, and final determinations.
	Registrar or other Designated Administration Office (Until administrative need is satisfied))   


	
	

	CT0401.048 


	TRANSCRIPTS RECEIVED  —ENROLLED STUDENTS 

Provides a record of a student’s course work in high school and/or at other colleges.
	Registrar, Admissions  or other Designated Administrative Office 
(Until administrative need is satisfied) 


	
	

	CT0701.002 


	GRANTS ISSUED BY THE FEDERAL GOVERNMENT 

Documentation of grant projects and funds received and expended.  May include copies of Requests for 

Proposals (RFPs), applications, notifications of grant awards, fiscal reports and supporting documentation, 

reports and correspondence related to grant monitoring, audit reports status reports, compliance 

reports, grant modification requests, progress reports and final reports.
	Office Administering Grant or other Designated Administrative Office 
(10 Years following: 
• Termination of grant; 
• Resolution of litigation/audits; or 
• Satisfaction of retention period stated in grant, whichever is longest. 


	
	• Essential 



	CT0701.003 


	GRANTS ISSUED BY THE STATE/SBCTC * Provides a record documenting request for specially 

funded projects (includes  grant announcement and application, notification of grant awards ,grant 

agreement signed by concerned parties, evaluation summaries, fiscal reports, correspondence related to 

grant monitoring, audit reports, and related documentation.  Also includes grant project status, 

data collection and evaluation instruments, questionnaires, statistics, etc., and progress and 

compliance reports prepared and submitted by grantee.
	Office Administering Grant or other Designated Administrative Office 
(6 Years following: 
• Termination  of grant; 
• Resolution of litigation/audits; or 
• Satisfaction of retention period stated in grant, whichever is longest.
	
	• Essential 
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