	


Memo

To:
Adult Education Instructors
From:
Nancy Ordonia, Adult Ed Specialist
CC:
Barbara Jones, Director 
Date:
Spring 2008
Re:
New “ES” Grade
In order, to comply with state requirements to report actual seat time, a new grade has been developed which we will begin using in the Spring semester. In addition to the usual “S” and “U” grade that we give our students, we will now have an “ES” grade. The “ES” grade will appear as an “S” on the student’s transcript.
The new “ES” grade will be only be used for students who have completed all the course requirements early such as the OPT and will be taking the GED exam, or have completed an ABE LCP before the class has ended for the term and have left the class.  Students who continue to attend classes after they have completed one of the following above will receive an S grade.   We are including a new form and it will be available on the website for this grade. Instructors will need to complete the date of the last class attendance date and submit this form to Melissa Shadix.
We will continue to give an “S” for those students who attend the course from the beginning to the end of the semester even if they have received an LCP, or have tested on the OPT and still continue to come to class. Instructors will not have to enter the last date of attendance for either the “S” or “U” grade.

We will also continue to mail warnings to students who have missed three consecutive classes.  Instructors will email Melissa and me the name of the student and their student ID number. Students who leave the class and have not completed the course requirements will receive an “IW” on their transcripts. Instructors will continue to complete the excessive absence withdrawal form with the last date of attendance noted.   
1
1
( Page 2

