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SUBJECT: Learning Management System (D2L) Retention & Archiving Guidelines 
 

In 2010, AAC reviewed a draft of the Learning Management System Retention & 
Archiving Guidelines prepared by the D2L Management Committee 
(https://www.sdbor.edu/services/academics/AAC/documents/09-10AAC_6.V.1_D2L-
issues.pdf).  This document outlined a process and timeline for the regular purging of older 
course shells from D2L, in an effort to reduce storage space used and increase performance.  
While there was some discussion on these guidelines, they were never enacted; thus, every 
section offered by BOR institutions since 2007—regardless of whether or not the sections were 
actually used—amounting to a vast number of course shells (tens of thousands) in D2L. 
 

At the start of the 2014FA term, the system experienced cases of extreme latency in D2L, 
which was related to the number of courses present in D2L.  To remedy this, D2L—in 
coordination with the D2L Management Committee and RIS—implemented two changes: 
 

• The number of courses visible to users in their My Courses listing in D2L was reduced 
from 200 courses to 100 courses. 
 

• D2L presented the D2L Management Committee with a list of course shells in D2L that 
were never used (approximately 30,000).  Each institution reviewed their course shells, 
approved the list, and D2L began to purge these unused course shells.  That process is 
still underway. 

 
With respect to the first item, this frequently causes confusion amongst instructors, as 

when they have access to over 100 courses—often when new shells become available for the 
upcoming term—the view changes in D2L from listing all of their courses, organized by term 
and department, to a simple listing of the last ten courses they accessed.  Further exacerbating 
this is that the list is empty, causing many to think that their courses have been deleted.  It is only 
after using a search mechanism to access their courses that this list starts to populate. 
 

Related to this, as part of a shift to a new delivery model in the next version of D2L 
(10.4, a.k.a. “Continuous Delivery”), D2L will be migrating all hosted clients to a new data 
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center.  In an effort to streamline this process, the committee would like to purge course shells 
that were previously offered—again, many date all the way back to 2007—but are no longer 
needed. 

 
For these reasons, the D2L Management Committee decided to revisit the Learning 

Management System Retention & Archiving Guidelines (see Attachment I).  The committee 
made some minor modifications and requests AAC approval to implement the guidelines. 
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South Dakota Regental System 
Learning Management System Retention & Archiving Guidelines 

 
I. Policy Overview 

The primary purpose for a system Learning Management System (LMS) is to provide a method for 
the common delivery of course content and tools delivering content and tools that are used to enhance 
the teaching and learning environment.  Because the Student Information System (SIS) and course 
enrollment procedures employed throughout the system allow students to be enrolled for course 
delivered by multiple institutions in a given semester a common LMS is utilized.  The LMS 
maintained by the South Dakota Board of Regents is only for the use of system employees and/or 
contractors who are teaching approved courses. 
 

A. LMS Utilization 
1. Instructors teaching credit or non-credit bearing courses that lead to degrees 

offered by one of the Regental institutions. Master Teachers instructing high school 
courses for the Center for Statewide E-learning (CSEL). Employees providing training 
courses to Regental system employees and/or enrolled students. 

2. Students are eligible to take courses using the LMS if they are officially enrolled in 
the course at the time it is offered.  
 

B. Training and Consultation 
1. Instructors, contractors or employees using the system LMS must complete training 

provided by their primary campus.  
2. Each Regental institution offers a series of classes and/or workshops on the use of 

the system LMS.  The schedule of classes and/or workshops can be obtained by 
contacting the primary campus.   

3. Course sites can be activated by any instructors, contractors or employees who have 
completed the required training at which time the course can be developed to 
include LMS features that support the learning objectives of the course.  

4. While using the system LMS instructors should recognize and prepare for occasional 
technical problems (i.e., server and network downtime).  
 

C. Copyright and Intellectual Property 
1. System and institutional polices pertaining to copyright of intellectual property, 

software and instructional materials govern ownership of course content on the 
LMS.  All copyright regulations will be observed. 
 

D. Hardware & Software Management  
1. The LMS vendor owns the hardware and holds the software licenses required to 

manage the material on the course sites.  
 

II. Purging Procedures 
LMS course sites and materials are retained centrally for a period of time to allow instructors and 
students’ ability to access valuable course information within a limited timeframe after a course has 
ended.  Purging is a process of permanently removing course sites and content from the LMS.  
Routine purging of inactive course sites is necessary to increase disk space, further enhance 
performance, and ease system recovery for active courses  

 
A. Scope of Purging Procedures 
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1. This policy covers course sites and materials stored on disk space managed by the 
system LMS.  

2. This policy does not cover materials stored in an individual’s home directory, 
personal Web space, institutionally supported services, school-based media servers 
or departmental/school-based file storage space. 

3. Purging an inactive course site permanently removes it from the LMS so that it is no 
longer accessible. When a course site is deleted it is also automatically removed 
from a user’s course list. Instructors may restore purged materials by archiving 
items and then entering them into newly created courses at a later time.  

4. All materials stored in the course site are deleted. This includes all files, grades, 
assignments, quizzes, surveys, links and anything else associated with the course 
site that is stored in the LMS database and file system areas.  

5. Content stored outside of the system LMS and linked from within the course web 
site is not deleted. Rather, the links are deleted and would need to be re-established 
by the instructor. Instructors are required to develop their own procedures for long-
term storage of their LMS materials which are detailed further in Section III of this 
policy. 

6. Unused courses (i.e. inactive and have not been used, no content, no activities, etc.) 
will be purged in October each year.  Those instructors who would like to retain the 
material in an unused course are responsible for branding the course before the 
purging timeline described in section II.B. 
 

B. Purging Timeline 
1. Beginning with the Fall 2010 semester all course sites will be retained for up to two 

years and then purged in compliance with other system and institutional policies 
related to course material retention.  

2. Automatic deletions will occur once a year in October and will affect those courses 
that are more than two years old.  
 

C. Purging Notification 
1. RIS personnel will generate a list of courses with instructors slated for deletion 

according to the guidelines specified in section II.A.  These lists will be distributed to 
campus personnel who are then responsible for communicating with faculty using the 
notification requirements detailed below.  

2. An email reminder will be sent to instructors with courses slated for deletion two 
months prior to the October deletion date.  

3.  A second email reminder will be sent to instructors with courses slated for deletion 
one week prior to the October deletion date. 

4. A final email reminder will be sent to instructors with courses slated for deletion on 
day prior to the October deletion date.  

 
D. Course Retention Exceptions 

1. Instructors who wish to use items or interactions from their archived courses in 
professional research, publications, or accreditation portfolios (or for any other 
professional purpose) should make arrangements with a system administrator to 
restore and maintain the most appropriate access to those materials in the system 
LMS. 

2. Sandbox courses or course sites employed for orientation/training and faculty 
experimentation will be exempt from the purging policy.   
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3. Accreditation exception classes must present accreditation requirement to the D2L 
Committee for justification and approval. 

4. Instructors may contact an institutional LMS administrator to assist in this process.   
5. Faculty may also request that their course sites and materials be deleted earlier than 

this policy describes, by contacting the institutional LMS administrator. 
 

III.  Archiving Procedures 
 

A. Archived Records. 
1. Archived course material will include items from the following LMS tools:  

i. Checklist 
ii. Competency 

iii. Conditions 
iv. Content 
v. Custom Forms (i.e., attendance, self-registration, etc.) 

vi. Discussions 
vii. Dropbox 

viii. Files 
ix. Grade Items and Settings (not student grades; see section 4 below) 
x. Group Types 

xi. Homepage  
xii. Navigation Bars 

xiii. News 
xiv. Quizzes/Surveys 
xv. Schedule 

2. Faculty can archive the items specified above from the system LMS making them 
available for future use in active course sites.  It is the responsibility of the instructor 
to restore any archived items as needed.  

i. Instructors can archive or export a course using features available in the 
system LMS and save a copy to any desired backup location (i.e., local 
PC, jumpdrive, CD/DVD, etc.).  Course data saved to a local hard drive 
should be included in the regular backup procedures for that computer. 

ii. Instructors can also store files in other university systems when 
available.   

3. When a new course is created in the future it is the responsibility of the instructor to 
move archived items into the new course.  Instructors can use materials from older 
courses in newer courses.  

4. The course export tool in D2L exports course content only, and no student data 
(grades, submissions, postings),  There are other ways to archive student data, 
including the export grades to CSV files in Grades, downloading dropbox folder 
submissions, and generating quiz reports (including student answers). 
 

B. Non-Archived Records. 
1. The system LMS does not serve as the archival record for certain types of course 

materials. There are other university systems which serve as the archival record of 
course, and the following course materials/content will not be backed up during the 
archival process:  

i. Enrollments 
ii. Attendance 
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iii. Web links 
iv. HTML documents 

 
IV. Student Material.  

A. In the event that student portfolio material are available in the system LMS, the files will be 
stored in their entirety for two calendar years following the last date of attendance.  

B. Students are required to retain their portfolio or course materials, and the system or institution 
is not responsible for archiving materials prior to the deletion date.  
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Course Retention Policy 
Addendum A 

 
1. For accreditation purposes only, exceptions have been made for courses in specific disciplines.  

Beginning with Fall 2007 the following courses will be available for 7 years:  
a. College of Education: 
b. College of Nursing:  
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