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POLICY:                          All unit, mid-term and final exams shall be retained by faculty for a period of one full 

year following a student's completion of the course (electronic or paper copy). At the end 
of that year, all relevant materials such as answer sheets may be destroyed. 

     
    At their discretion and for any accreditation or certification requirements, faculty may 

retain other course materials for a period of one full year or longer following a student’s 
completion of the course.  At the end of that year, exemplar materials should be kept for 
evaluative purposes; other materials may be destroyed. 
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