Core Math 10021-24
End of Course Procedures Fall 2010
Procedures for Friday Oct 15 (or whenever the day after the exam is).
(Key points:  Post grades on Vista the day after the exam, post repeat sections, post unsuccessful letter.)
You do not need to meet with your students after the exam (day schedule).  Instead post their grades on Vista on Friday Oct 15.  See “How to input letter grades in Vista Fall 09” on Instructor web site.  Also, post the repeat sections.  You may post the unsuccessful letter to explain how to add/drop classes.  Post these files on Vista or My Courses.
If you plan to meet with your students:

Distribute your graded tests along with a breakdown of the students’ earned points and your own grading scale.  Be sure to COLLECT THE EXAMS BACK and keep them in your office for one semester. 
Students in MATH 10021 - MATH 10024 who have earned a grade of C or better will proceed to the next course.  Students in 10021 - 10024 who earn C-, D+, D, F, SF, NF will repeat the current course.

They will automatically be granted Freshman Forgiveness when they enroll in the repeated course.

Some C- students may question this policy and inquire about the consequences of their just going on to the next course.    The answer is that they have not fulfilled their requirement, and could be asked to repeat the course at a later date.  

Repeating students will use their Flashline account to adjust their schedules.  Please give them a list of available repeat sections -- this list is available on the Instructor web site.   Remind the repeat student that they have to adjust their own schedule.  The university does not schedule students.  Please post the repeat letter so they are clear on how to add/drop their courses.  They will drop their next H2 course and repeat their failed course in H2.  

If at all possible, (especially if you are in lab the day after the exam) consider walking them through this procedure. (In class or at your office)
PLEASE EMAIL YOUR GRADE DISTRIBUTION by Monday Oct 19 SO THAT I CAN ADD SECTIONS IF NECESSARY.    A form is available on the Instructor web site for that purpose. Thank you!
Procedures for Wednesday, Oct 20
Submit your grades on Flashline.  Your students and their advisors NEED TO KNOW if they have progressed to the next course.  
                                                                                  IMPORTANT!  
Before Thursday, Oct 21 …
Email your students to let them know where your class is located.  Keep in mind that the email list available to us lags behind the current class rosters.  
Here is a sample message:
Welcome to Core Mathematics II.  On Thurs Oct 21, 2010 our class meets in 124 A White Hall at 

  11:00am.   Please be prepared for class by buying your printed copy of the 10022 ebook at the Campus Copy

  Connection on the third floor of the library.  I will post the syllabu, and our half semester (H2) daily 

  schedule on My Courses, files.  
  See you on Thursday!
 Mary Kellermann

Copy your syllabus and customize your H2 schedule so that you can distribute them on the first day of class.  You will likely have some new students in your section.   
Print a copy of your class roster and bring it to class so that you can take attendance.  
Make a note of students who are absent -- you can send them an e-mail reminder to let them know where you will meet on Thursday.  
Identify any students whose names do not appear on your roster and try to figure out where they really belong.  Urge them to resolve this discrepancy.

If any name appears on your roster but shouldn’t be there (e.g. a student who needs to repeat the previous course), please send an email urging him/her to resolve this discrepancy immediately.  Some students assume they were automatically dropped from the previous course. 
During the week of Oct 21 through Oct 29
You will probably have a mix of students this session – some new, some old, including those who have not been in any previous Core Math course.  Students may still be shopping around for empty seats.  In order to avoid confusion, please be in your officially assigned room each day this week so that new students can find you.
If you have students who have not attended any class session by Oct 29 (and you have not heard from them), please enter a grade of NF for them on Flashline. 
*     *     *

Best of luck to you and thanks for all your hard work!  

This information sheet is available on the Instructor web site at:  http://www.math.kent.edu/~kellerma/instructor/   
