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Creation / Revision Request Form

Agency Information

Agency: Records .

(Name and Code) Kansas State University, 367 | officer: Ryan Leimkuehler
Sub-Agency 1: Email: rleimkue@ksu.edu
Sub-Agency 2: Phone: 785-532-5013

Date of Request:

Record Series Information

Series ID: Series Title:

(if new leave blank) |0025-367 Coursework records

Series Description:

Records created by instructional staff and students used to document students’
performance leading to a final grade. These records may include scores from
assessment, feedback from instructors, coursework participation, and communications
between students and instructors.

Retention Period: See comments

Disposition: Archive Destroy |[]

Comments: =

Three (3) fiscal years after grade is initially issued.lgJ

Each academic unit is responsible for maintaining accreditation records in accordance with their accreditation body; see Accreditation @

Reports and Review Records 0005-367.
Academic units interested in retaining records longer for the purpose of research should consult with IT and records management staff. Q]

Academic units and instructors, in conjunction with the Office of the Provost and Senior Vice President, are responsible for keeping and
maintaining these records.

Access Restriction: |KSA 45-221(a)(1)(9), 20 U.S.C. § 1232g; 34 CFR Part 99

Vital Record?: Yes[[]]| | Record Format: | Paper [ Electronic [[]
No Microfilm Analog A/V
Electronic Yes Electronic Recordkeeping Plan on file:
Recordkeeping (Title and Approval Date)
Plan required?:
No M
! . : .
C ldf Submit to Sl -Retentlon_TempIate
Email Form V2.0 Revised 10/2015

1


Administrator
Highlight

Administrator
Highlight

Administrator
Highlight

Administrator
Highlight

Administrator
Highlight

Administrator
Highlight

Administrator
Sticky Note
RL: we want to link coursework and course content records so we have changed to 3 years.

Administrator
Sticky Note
RL: We have determined through lengthy conversations that Accreditation records are pulled out of the course content records and thus are managed separately. This means that our retention length which was 8 years can now be reduced dramatically. 


Administrator
Sticky Note
RL: some units have raised concerns about interest in retaining this information longer that 3 years for research purposes. This exception should be made through discussion with IT and records management staff to best meet their needs. 
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