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June 3rd, 2019

Guidelines for Storage of Examination Papers, Reports and Other Data Concerning Grading and
Evaluation

At Miyazaki International College, in order to ensure transparency, fairness and the strict
observance of standards, and to confirm that educational objectives are being met, materials
concerning grading and evaluation shall be kept in storage by individual faculty and the Office of
Academic Affairs in accordance with the following guidelines.

1) Courses
1. Maintain records of course materials, test problems, answer keys and grading standards
used to evaluate grades.
2. Maintain records (hard copies or PDF files) of all student examination papers.
3. Maintain records of all materials submitted to Academic Affairs staff related to final grades
(attendance lists, grade reports, grade evaluation forms).
4. Copies or digital PDF files, etc. of the abovementioned materials shall be kept in storage.

2) Materials shall be retained for a period of 5 years.
3) The method(s) and location of storage shall be determined by the Office of Academic Affairs

4) The administrative office (Academic Affairs) shall notify and contact part-time lecturers, and
retain copies of all of the materials, etc. referred to in 1).

5) These guidelines provide minimal standards only and do not preclude the establishment of
further measures.

6) Maintenance of the examination papers, reports, etc. concerning evaluation of grades has been
in practice since 2014; the guidelines described in 1) through 5) provide statutory form to practice.



