M E M O R A N D U M

TO:

Fall 2012 Faculty

FROM:

Jean Lifter

DATE:

November 8, 2012
RE:

Fall Semester Examinations & Grade Reporting Instructions

COURSE EVALUATIONS

Blank evaluations will be left in faculty mailboxes soon.  Please have a student in your class distribute them, allow the students to complete them, and ask that a student return the completed evaluations to Marcie Rechner in Room LB142.  They may also be turned in to the Law Library’s Information Services desk for evening classes.

Copies of course evaluations are placed on file in the library and in the Dean's Office.  Your personal copies will be available from Marcie Rechner when your final course grades have been submitted.

PREPARATION OF EXAMINATIONS

If you need help typing your exam, please allow at least five working days for typing and duplication, which will be taken care of by the word processing department through Laverne Carter, Office Manager.  
On the first page of the exam, please put the course name, number, and section, instructor name and semester and leave a blank for the student exam number—all of this will facilitate collecting exams at the end of the exam.  Please number the pages of your exam so that it will be certain each student has all of the pages of the exam. 

You must complete the Exam Instruction Form for each of your exams.  Please make sure that your instructions are complete.  This is the document on which the proctor will rely when proctoring your exam.  If your exam is administered in parts, please explain exactly how the exam is to be administered.  If your exam has Multiple Choice Questions, you must specify whether students will use the Blue (up to 5 choices for the answers) or Green (up to 10 choices) scantron sheets.  Also, please indicate whether copies of your exam should be given to the library (after the exam period) for inclusion in the Past Exams online (explained in the Faculty Manual).  If we have any questions about your instructions, we will contact you before your exam.  

 So that we can be sure that we have all exams and complete instructions for the proctor before the start of the exam, we will need to have copies of your exam with instructions for the proctor at least 24 hours before the scheduled beginning time of the exam.   This means that you cannot bring the exam in with you on the day of the exam.  You must have the exam and instruction form copied in time for it to be delivered to Jean Lifter 24 hours before the scheduled start time of the exam.  So, for example, if your exam is scheduled for Monday at 9 a.m. Jean Lifter must have the exam by Friday at 9 a.m. (As you can tell, we are not counting weekends in the time frame.)  You will need to give the exam to Laverne Carter sufficiently prior to that for her to have the exam copied.  The exams are copied and secured so that no students have access to them prior to the exam.

ADMINISTRATION OF EXAMINATIONS 

Proctors will administer our final exams.  Although you will not proctor your exam, we ask that you be in your office during your exam or be available by cell phone in the event that an issue arises.  If you will not be in your office, please send Laverne Carter your cell phone number.  

The reschedule policy approved by the faculty has been implemented and several reschedule dates have been scheduled throughout the exam period.  See the exam schedule for specifics.  Prior approval for rescheduling and scheduling makeup examinations must be obtained from Dean Lifter.
GRADE REPORTING PROCEDURES

We are continuing our two-stage grade reporting procedure.  After examinations have been graded, please enter the examination grades on the attached Law College Examination Grade Report Form, listing them in numerical sequence according to exam number.  If a student completed a qualifying paper for a seminar or for one of the approved courses that meets the Upper Level Writing Requirement, please check  (  ) that column on the Grade Report Form.  Then sign and return the form to Marcie Rechner.  You may also enter the grades on an excel spreadsheet file that will be sent to you as an email attachment or on a disk which you can pick up from Joan Shirokey.

Once you have submitted examination grades, Marcie Rechner will fill in the students’ names next to the exam numbers and will keep the original to document our anonymous examination grading process.  She will then return a photocopy of the original to you (or a computer file with the names entered), along with the Law Advisory Grade Distribution Summary Form (copy attached).  Please be sure to identify the highest grade in the course as numerous student awards and prizes stem from this honor.  

Grades for Fall Semester 2012 will be due on December 28, 2012, for exams given December 6-8, 2012; January 4, 2013, for exams given December 10-14, 2012; and January 9, 2013, for exams given December 17-18, 2012.  You should submit both the completed Law College Examination Grade Report Form noting your final grades as well as your high “A” in the class, and the College of Law Advisory Grade Distribution Summary Form by your designated due date.  Please note:  final grades are not considered submitted if you do not include the completed and signed grade distribution summary form.  Once they have been submitted and processed, final grades will be posted to CampusNet.  
Please note the following faculty actions in regard to grading:

1)
See attached Advisory Grade Distribution Form, which indicates the available grades and advisory distributions.  Grade points assigned to each grade area as follows:  A = 4.0; A- = 3.7; B+ = 3.3; B = 3.0; B- = 2.7; C+ = 2.3; C = 2.0; C- = 1.7; D+ = 1.3; D = 1.0; F = 0.0.

2)
Our grading practices resolution reads:

"BE IT RESOLVED, that all courses shall be graded in a responsible and professional manner.  In particular, it is expected that all first-year core courses, all Perspective courses with twenty or more students, and all upper-class courses which are either required for graduation or recommended for the bar examination, shall be graded on the basis of a reasonable distribution of grades across the various grade categories.  The advisory guidelines currently in effect shall serve as prima facie evidence of what constitutes a reasonable distribution respectively in the first year and at upper levels; the upper-level advisory guidelines shall apply to Perspective courses.  As heretofore, the Dean will have discretion to disallow any course grades which do not reflect a responsible and professional system of grading."

3)
Please be sure to report a grade for each of your students.  The "NR" (not reported) is never appropriate and will not be accepted.  The grade of "I" (incomplete) should be given only sparingly and in appropriate cases.  According to College of Law Academic Regulations 2.2, if a grade of "I" is given, "(t)he course work must be completed and submitted to the appropriate faculty member not later than the last day of classes of the next term (including summer term) following that in which the course was offered; otherwise a final grade of "F" will be recorded."  (Emphasis added.)  You may want to call this rule to the attention of your students.  If you do report a student's grade as "I," please be certain to follow up on the process and see that the work is completed within the proper time period (last day of classes of the following term) and an appropriate grade is recorded.  However, an "I" is not appropriate for a student who simply fails to appear for a final examination without prior decanal permission.  If you fail to report a grade for a student in your course, you will be advised of the student's name and a final grade of "F" will be recorded for the student.

4)
Academic Regulation 3.5 - Failure to appear for scheduled examinations:

Any student who fails to appear for a scheduled examination shall receive a grade of "F", unless s/he obtains advance permission from the instructor and the Dean, upon showing of good cause, and takes a special examination at another time, usually within two weeks before or after the scheduled date.  If such special examination is not promptly taken and passed, a final grade of "F" shall be entered therefore.  No student shall be permitted to take an examination prior to the scheduled time except for reasons clearly beyond the control of the student.

Final Fall 2012 grades (not preliminary scores, etc.)are due:
December 28, 2012, for exams given December 6-8, 2012
January 4, 2013, for exams given December 10-14, 2012

January 9, 2013, for exams given December 17-18, 2012
