
End of Quarter One Grading Procedures 

 

A.  Grading /Report Card Procedures 

1.  All grades and signed verification sheets in by Oct. 27th 3:00pm.   

2. Signed Verification sheets need to be turned into the guidance office (by 3:00 Oct. 27) 

3. The grades will be stored by the Data Mgmt. Dept. of the South Bend School Corp. (this 

cannot happen until all verification sheets are in) 

4. No grades can be changed until the grades are stored.  You will get an e-mail once the 

grades are stored.   

5. If you change a grade after the grades are stored you must also do a grade change form that 

you need to turn into the guidance dept.   Grade change forms can be obtained on the 

Adams website under Employees. 

For all new teachers ask your dept. chair or another teacher how to print your verification sheets. 

B. Any student who is in non credit status and has a passing grade as of the end of the quarter will 

receive an NG.  A student is in non credit status if they accumulate more than 9 absences.  Once 

a student completes the necessary work and completes the credit redemption time a grade 

change form must be filled out for the student’s quarter grade.  For example, if a student has 10 

absences over the course of the first nine weeks but has a grade of a C, he or she will receive a 

grade of NG.  If the student completes the credit redemption before the end of the semester a 

grade change will need to be completed for the quarter one grade to the grade of a C. This is 

only completed if the student would have had a passing grade.  If a student earns an F and is 

in non-credit status that student will still receive an F. 

 

C.  Any student that has arrived in your class over the last few weeks and you do not have enough 

grades for; can be handled in the following ways: 

 

1.  If you received grades from the previous school or previous teacher you can use these grades 

and average these with the grades you have from your class. 

2. If you did not receive any prior grades for the student and do not have enough grades from your 

class to compute a grade that student can receive an N for the 1st quarter.   In this case the 

student’s semester grade would need to be computed using the 2nd quarter grade and the final 

exam. 

 

 

Parent-Teachers Conferences will take place Tuesday, October 28 from 

4:00 pm – 7:00 pm. 

 


