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5. APPROVALS

a. Policy development or review will be endorsed by Head of Academic and Student

Operations and approved by CAO prior to implementation and execution.

b. Any exceptions to this policy shall be submitted in writing, using the exception

template for appropriate approval.

c. This document is approved and effective from the date of signing:
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6. RECORDS
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Records Medium Responsibility Retention Period 

(What) (How) 

Transcript of finished modules Soft copy 

Transcript of non-finished 
Soft copy 

modules 

7. REFERENCES

Document Ref Document Title 

(Who) (Active) (When) 

CAIS 5 years 
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