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Procedures for Faculty Whose Children Enroll in Their Courses

01 AT COURSE
REGISTRATION

Child Enrolled in
0 the Instructor’s
Course

e Report to the
Department Chair

® Submit the report to
the Educational Affairs
Team through the
administrative office

AT THE TIME OF
02 GRADING

Grading of the
Instructor's Child

e Submit supporting

records for grade
calculation to the
Department Chair

Submit the records to
the Educational Affairs
Team after review by
the Department Chair

03 AFTER GRADING

Retention of
@ Attendance and

Grade Records

® Management and

Retention of
Attendance and Grade-
Related Records

Retention period: 10
years
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