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BOARD OF TRUSTEES

POLICIES AND PROCEDURES

COLLEGE ARCHIVES
I.
POLICY

1.00
GENERAL STATEMENTS

1.01 The College Archives collects, preserves, and makes available primary and secondary materials that document the history of Allen County Community College.  These materials include, but are not limited to yearbooks, newspapers, photographs, college bulletins, student works, college sports memorabilia, and other materials of historical significance to the college.  The College Archives collects and stores college records and documents from the administration, academic programs, student services, and athletics.

1.02 The College Archives does not store student records.  All student records are available from the registrar’s office.  

2.00
SPECIFIC STATEMENTS

2.01 Materials retained by the College Archives include: 

1. College publications

2. Records of administrative offices and academic programs
a. Program Reviews
b. Accreditation materials 

c. Non-instructional Program Reviews
d. Self-studies

e. Handbooks

f. Publications written by faculty, staff, and administrators
g. Strategic Planning documents

3. Records of faculty, student, and other college-related organizations
a. Phi Theta Kappa

b. Student Senate

c. Student Activities

d. Student publications

e. Exemplary student works

4. College history

a. Catalogs

b. Photographs

c. Newspapers

d. Yearbooks

e. Commencement programs

f. Memorabilia 

II.
PROCEDURES

3.00
TRANSFERRING COLLEGE DOCUMENTS TO THE ARCHIVES
3.01
Faculty, staff and administrators must meet with library staff before transferring documents to the College Archives.  Library staff will review materials to ensure they meet the requirements outlined in the selection policy.   

4.00
CIRCULATION POLICY
Items labeled ARC (Archives) do not circulate and must remain in the College Library at all times.

Materials labeled CDoc (College Documents) may circulate for up to three days.  
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