From: Office of the Provost

To: Faculty Email List

Subject: Final Grade Submissions

Date: Tuesday, November 24, 2020 4:06:00 PM
Attachments: Fall 2020 Final Grade Roster Memo[1].doc

Faculty colleagues,

While you are strongly encouraged to submit Final Grades Rosters by Friday,
November 27th at 11:59pm, the absolute deadline to have those rosters set to
Completed status and saved is November 29th at 11:59pm. The Registrar's Office will
finalize grades on Monday, November 30th. Please see the attached memo for
instructions on how to complete your rosters. Thanks for providing students with
prompt feedback on their academic performance in your courses.

Mike

Dr. Michael B. Mathias
Interim Provost

Frostburg State University
101 Braddock Road
Hitchins 213

Frostburg, MD 21532-2303

Phone: 301-687-3094
Fax: 301-687-7960
mbmathias@frostburg.edu
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FINAL GRADE RECORDING INSTRUCTIONS



The Fall 2020 final grade rosters are now available in PAWS at http://paws.frostburg.edu.  

       We will post grades several times throughout the day beginning Thursday, November 19. After the grading status has been set to “posted”, all grade changes will require the completion of “Change of Grade” forms with your Department Chair’s signature. As many across campus are still teleworking, you may send an email from your FSU email account to reginfo@frostburg.edu with the grade change and an email of approval from your Department Chair. 


Please note: Students have a right to prompt feedback on their academic performance in a course through timely submission of final course grades. Instructors are strongly encouraged to submit the final grades for a course in PAWS within 48 hours of the scheduled final exam period for the course. We encourage you to submit grades by 11:59pm, Friday, November 27, 2020.


If a roster is not submitted, “NR” (No Report) grades will be recorded.  In order to remove a “NR” grade, we must have the approval of your Department Chair.


Students must use the Web to receive their grades. Grade mailers will not be sent to the student’s permanent address; however, if they need official documentation, they may request an official transcript.  


Please complete the grade rosters according to the following instructions:

1.
Once at the Main Menu, click on Self Service, then Faculty Center, and then My Schedule.  Verify the term for recording the grades and change if necessary.  Then, under My Teaching Schedule, click on the grade roster icon 

beside the course you are grading.  In the column labeled “Roster Grade”, select the letter grade from the drop-down box.  Once all grades are entered, click on Save.  

2.
Next, verify your grades by selecting Final Grading Completed from the “Approval Status” bar and then click on Save.  All students must have an assigned grade prior to changing the “Approval Status” to “Final Grading Completed”.  Please note that you can monitor your roster status from “My Teaching Schedule”.

3.
Students who have stopped attending but do not have a posted grade of “W” or “WF” may not have submitted the withdrawal form to the Registrar’s Office.  You may call the Registrar’s Office at 301-687-4281 to verify a student’s withdrawal prior to recording grades.  If no withdrawal form has been submitted to the Registrar’s Office by the last day of class, the student should have the grade of “FX” assigned.  Upon entering a grade of “FX”, a box will appear in order to enter the student’s last date of contact.  This box must have a date (xx/xx/xxxx) entered for acceptance of roster.  If the student has never attended, enter the first day of class as the last contact date.


4.
If a student is not listed on the roster, please ask the student to contact the Office of the Registrar at reginfo@frostburg.edu.  The student will not receive the grade until the required paperwork is submitted to the Registrar’s Office.  Note: There may be students with a name change since you last viewed your roster.

5.
You may change a grade prior to our office posting them by changing the “Approval Status” to “Grading in Progress.” After changing the grade, remember to select Final Grading Completed again and Save.  Once we have posted the grades, you will not have access to the “Approval Status” bar and all grade changes will require a “Change of Grade” form with the Chair’s approval.



(
NC - No Credit - Grade used instead of “F” if student has put forth effort to master course content but did 


       not achieve at a level above “F”.  Students must have fewer than 60 credits at the end of their preceding term. 



(
CS - Continuing Study Required - Only for GEP Core Skills.  Student must enroll in course which satisfies


       the requirement in the next semester.


 STUDENTS CAN MAKE CHANGES TO THEIR SPRING SCHEDULE OR REGISTER 


BY USING THE WEB UNTIL 4:30PM, FRIDAY, JANUARY 29, 2021.


If you have any questions, please call x4281.


cc:  Deans
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