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**NEW:  It is required that you provide OSU-Cascades with a grading spreadsheet for each course you teach.  This grading spreadsheet must include assignment scores, paper/project scores, test scores, and a final letter grade.  You must also keep a copy for your own records for two years.
1. Instructors' Grade Records, OAR-166-475-0110(20)
This series documents test scores, class work scores, and final grades for students which may be used as back-up to the official academic records held by the Registrar. Records may include but are not limited to: instructors' grade books; grade confirmation reports; grade confirmation and change records; and final grade rosters.

If you use blackboard, you may download the blackboard grade report at the end of the term and provide this as a spreadsheet.  

Retention: 2 years

Please provide grading spreadsheets to Kira Lueck at the end of the term via one of the following methods (please do not e-mail as it is not secure):
· Hand deliver or place in mailbox:  Kira Lueck
· USPS mail:  Kira Lueck, Newberry Hall 102, 2600 NW College Way, Bend, OR 97701
· Facsimile:  Kira Lueck at 541-322-3170

· N drive on campus :  N drive, Dept, OSU-Cascades,--GRADES DROP OFF -- 

· N drive via remote access:  login to the COCC VPN / My Documents at http://www.cocc.edu/login/default.aspx using your remote email access username and password.  Then locate N drive, Dept, OSU-Cascades,--GRADES DROP OFF --.
· For either of the N drive options above:  You need to create the file and save it on your computer, then either "drag-and drop" or "copy-and-paste" into the "--GRADES DROP OFF--" folder.  This folder is write-only access. If you need to modify the spreadsheet after submission, do it on your computer, save, and then drag and drop again.  Please be sure to title your Excel or Word document in the following order Term_Year_Subject_Course number_Name_partial class title i.e. Spring_2011_TCE_599_Lueck_samples.
It is also required that you keep the following for at least one term after course.  Typically, we do not count Summer as an academic term.  Thus, Spring term examinations, etc., should be retained until the end of Fall term. 

2. Students Examinations, Tests, Term Papers, and Homework Records:  document work of student subject mastery in institution courses not returned to the student. Records may include but are not limited to examinations and answers; quizzes and answers; homework assignments; course papers; term papers; and essay assignments. This series does not include graduate student qualifying or comprehensive examinations. (Retention: (a) 1 term after completion for uncontested grade results, destroy (b) Until resolved for contested grade results, destroy)

