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Records Management Quick Reference for Academic Offices 

 
 
This is a short list of common records held by academic offices, and the retention periods for 
those records, provided for quick reference purposes.   
 
The records are listed by functional section of the Directory of Records.   
 
For more detailed information on records management, please consult the following links or 
contact Dave Young, Records Management Archivist (8275 / dayoung@uvic.ca) or Jane 
Morrison, Associate University Archivist (8258 / jmorriso@uvic.ca ) for assistance, including 
office visits. 
 
University Records Management Policy and Procedures: 
https://www.uvic.ca/universitysecretary/assets/docs/policies/IM7700.pdf 
 
Directory of Records database: 
https://www.uvic.ca/recordsmanagement/directory/index.php  
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• Student Academic Reviews - Appeal case files SR110 
Any information about appeals and disciplinary action (cheating, plagiarism) should be 
kept for five years after a decision was made regarding the situation.   

 
Course outlines/syllabi are teaching records of faculty rather than university records so we will 
not issue retention advice regarding them.  Faculty members should determine how long they 
would like the department to keep those.   
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