Academic Standards Committee
3-7-08
Policy Regarding Submission/Retention of Instructor/Student Grading Materials:

It is required that:

a. all GBC full-time faculty members maintain a gradebook for all classes conducted (either hard copy or spreadsheet) for five consecutive years.  The Distance Education Department will maintain online course materials and grades in WebCampus for five consecutive years as backup.
b. all GBC adjunct instructors submit photocopies of their gradebooks to their respective department every semester. Upon submission of these documents, the instructor must provide a fresh signature & date with an accompanying signature of a witness (invariably this witness will either be the department assistant or a representative of GBC from an outlying site).  Departments are to store these adjunct documents for five consecutive years. The submission of these documents will be monitored by each department chair. 

c. all GBC faculty members (including adjunct and full-time statuses) submit a gradebook (demonstrating a five-year history) to his/her department upon


his/her resignation or retirement from GBC.

d. all GBC students retain original copies of  their returned assignments, tests, etc. at their own discrection. Each student is to be advised, however, that should he/she attempt to grieve his/her grade, it will be his/her sole responsibility to provide actual samples of returned course work. Instructors will only be responsible for a record of grades (i.e. within his/her gradebook) for said assignments, tests, etc. Some instructors may also choose to maintain copies of returned assignments. This action, however, is under the discretion of each individual instructor.
