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TO:

FACULTY

FROM:
ADMISSIONS AND RECORDS OFFICE

SUBJECT:
END OF TERM GRADE REPORTING

DATE:
DECEMBER 9TH, 2008
REMINDER - Courses that are “non-degree” applicable will have a pound sign attached to all grades in your drop down box when submitting final grades.  The pound sign identifies the class as “non-degree” applicable.  These courses will be excluded from the student’s transcript GPA calculations.

1.
ENTER YOUR GRADES ON THE WEB BY DECEMBER 31, 2008.
2. submit the following information TO ADMISSIONS & RECORDS NO LATER THAN JANUARY 9TH, 2009. 
· Grade of Incomplete memo forms (if applicable)
Forms are available on the web and in your Division Office

3.
if YOUR CLASS IS A POSITIVE ATTENDANCE CLASS. YOU MUST REPORT HOURS      

            FOR EACH STUDENT AS APPROPRIATE FOR YOUR CLASS.
· Report the number of hours each student attended EVEN IF he/she dropped your course.
· Do not leave the grid area blank for ANY student.  If a student never attended or stopped attending, mark a “0” (zero) in the box.

4.

IF YOU HAVE TO REINSTATE OR ADD A STUDENT TO YOUR CLASS(ES), PLEASE SEND AN E-MAIL TO  lara@smccd.edu WITH THE FOLLOWING INFORMATION:
· CRN (Course Reference Number) 

· Student Name 

· Student's ID Number or Student’s Social Security Number 

· Add Date 

· Final Grade 

· Units if other than 'fixed" 

5.
IF YOU HAVE ANY QUESTIONS PLEASE CALL MARIA LARA AT 306-3122 OR RUTH MILLER at 306-3125.

