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Report Card Directives

Primary purpose of grades is to provide meaningful communication of student achievement to students and parents.
Primary Report CARD (GraDES 1, 2, 3)
Since the goal of this report is to highlight progress, the use of percentages or five-point scale letter grades (A, B, C, D, F) is inappropriate.  Outcome based grades (VG, G, M, I) reflect the philosophy of assessment and grading appropriate for this early developmental level.
ACADEMIC PROGRESS

Teachers should use the measurement codes indicated on the primary grade report card for all subjects that meet more than 40 minutes per week.  If art, music, p.e., or world language meets once or twice a week, S or U should be used to indicate student performance.

Handwritten Report Cards (2007-final year):
In the indented reading and math skill areas, check (√) the specific skill(s) that represent a weakness or area for improvement.
Electronic Report Cards:
Language Arts represents all learning in the content areas of Standard English and directed instruction in the writing process.  In reading and math skill areas, specific comments from the prepared diocesan comments list should be included to indicate an area where improvement is needed or strengths noted.
SOCIAL DEVELOPMENT AND WORK SKILLS

Use measurement code “X” only when improvement is needed. No mark/symbol indicates satisfactory performance.

Please note that */∆ (special program) is restricted to students with an IEP or 504 plan only.  It is illegal in the United States to identify students with an active IEP, PSSP, or 504.  The only identification of exceptionality can be a symbol (*/∆) to denote a modified curriculum.  There can be no other “notations on permanent transcripts that designate instructional delivery modification,” (Richards and Martin 1999,13).

INTERMEDIATE REPORT CARD (GRADES 4, 5, 6)
This report card is generally used in grades 4, 5, and 6.  If a school has a departmentalized middle school program, the sixth grade should use the Middle School/Junior High Report Card.

The Intermediate Report Card uses a five-point-scale (A, B, C, D, F) grading system.  On this level, letter grades are awarded to document student progress made toward learning objectives.  There must be consistency throughout diocesan schools.  Individual school/teacher interpretations or variations are not permissible and detract from a common mission and assessment goals.

ACADEMIC PROGRESS

Religion, mathematics, reading, language arts (includes grammar, oral/written/visual communication, and directed instruction in the writing process), spelling, handwriting, social studies, and science/health must receive a letter grade (A-F).  Numeric percentages can be used to show specific progress on various assessments for progress reports, however, numeric percentages should not appear on report cards.
Any subject that meets once or twice a week (i.e. art, music, p.e., world language in grades 1-5) should use S or U to indicate student performance.

Handwritten Report Cards (2007-final year):

Indented skill areas under each major subject will receive a check (√) only if there is a weakness in that area; otherwise, it should be left blank.

In each quarter, there is a box dedicated to teacher comments.   Teachers are to use appropriate code numbers in these boxes for each subject.  Teachers may use as many codes as necessary.  There are blank boxes where teachers and/or principals may expand upon the comments provided.

Electronic Report Cards:

Language Arts represents all learning in the content area of Standard English and directed instruction in the writing process.  In reading and math skill areas, specific comments from the prepared diocesan comments list should be included to indicate an area where improvement is needed or strengths noted.

In each quarter, teachers at this level will have the opportunity to insert a Social Development and/or Work Study coded comment next to each subject area, found at the bottom of the report card.  In addition, two academic coded comments may be given for each subject area from the prepared comments list.

Please note that */∆ (special program) is restricted to students with an IEP or 504 plan only.  It is illegal in the United States to identify students with an active IEP, PSSP, or 504.  The only identification of exceptionality can be a symbol (*/∆) to denote a modified curriculum.  There can be no other “notations on permanent transcripts that designate instructional delivery modification,” (Richards and Martin 1999,13).  1
MIDDLE SCHOOL/JUNIOR HIGH (GRADES 6, 7, 8/7, 8)
The middle school report card utilizes a five-point scale (A, B, C, D, F) grading system.  On this level, letter grades are awarded to document student progress made toward learning objectives.  There must be consistency throughout diocesan schools.  Individual school/teacher interpretations or variations are not permissible and detracts from a common mission and assessment goals.

ACADEMIC PROGRESS

Religion, mathematics, literature, language arts (includes grammar, oral/written/visual communication, and directed instruction in the writing process), science/health, social studies/history & geography, science and world language must receive a letter grade (A-F).   Numeric percentages can be used to show specific progress on various assessments for progress reports, however, numeric percentages should not appear on report cards.

Any subject that meets once or twice a week (i.e. art, music, p.e.) should use S or U to indicate student performance.

Handwritten Report Cards (2007-final year):

In each quarter, there is a box dedicated to teacher comments.   Teachers are to use appropriate code numbers in these boxes for each subject.  Teachers may use as many codes as necessary.  There are blank boxes where teachers and/or principals may expand upon the comments provided.

Electronic Report Cards:

Language Arts represents all learning in the content areas of Standard English and directed instruction in the writing process.  In reading and math skill areas, specific comments from the prepared diocesan comments list can be included to indicate an area where improvement is needed or strengths noted.

In each quarter, teachers at this level will have the opportunity to insert a Social Development and/or Work Study coded comment next to each subject area, found at the bottom of the report card.  In addition, two academic coded comments may be given for each subject area from the prepared comments list.

Please note that */∆ (special program) is restricted to students with an IEP or 504 plan only.  It is illegal in the United States to identify students with an active IEP, PSSP, or 504.  The only identification of exceptionality can be a symbol (*/∆) to denote a modified curriculum.  There can be no other “notations on permanent transcripts that designate instructional delivery modification,” (Richards and Martin 1999,13).  1
General Information

HONOR SYSTEM

Schools implementing an honor roll system must include the following subjects when determining honors status:

Religion

Language Arts
Reading/Literature


Math    

Science/Health
History/Social Studies

In subjects that are assigned a measurement code of S/U, students must receive an S to receive honors status.  While discipline/behavior must never impact the academic grade, disciplinary incidents may negate a student’s honor roll status.
PARENT’S SIGNATURE

Report cards must be distributed in a sealed envelope. The signature of a parent/legal guardian and the return of the report card to the homeroom teacher are required.

Report cards should be kept in a safe place in the school building.   

SCHOOL HANDBOOKS
Every school must document their grading policy in their student and faculty handbook.

ADDITIONAL NOTES ON REPORTING GRADES

Science and health must represent one grade under the content of science as reflected in the curriculum standards for science.

When geography is taught in a class separate from history, a grade should be assigned and denoted on report card.  If geography is integrated into the history class, it becomes weighted as part of the history grade.  However, geography should not be included in criteria status for the honor roll. 
Vocabulary must be an integrated component of each content area.  Vocabulary instruction is only effective if students apply new vocabulary across disciplines and in daily writing and speaking.  On electronic report cards, vocabulary can be a weighted category in all subjects.  In reading/literature, it must be a weighted category. Programs such as Wordly Wise should not be graded as a separate subject.

Technology is a vital, integrated enhancement to all curricular areas.  As we prepare students with 21st century skills, research, information, communication, and media technology will be a critical determinant of their success post secondary school.  Therefore, though classes may take place in a computer lab, a separate grade for computers is not permissible.  
Why Use an Electronic Grade Book System?

· Teachers need to separate achievement data from other information such as effort and participation.

· Teachers need to weigh criteria for grades accurately and consistently.

· More recent information takes the place of older information, and teachers need to record second chance assessment scores.  (Grades recorded in ink cannot be erased!)

· Numerical calculations involve more than the mean, and teachers need to apply weighting factors consistently

· When number crunching is done manually or by using a calculator, it takes a great deal of valuable time.

· More effective and efficient to retrieve and summarize grading data for reporting progress of student achievement and for parent communication.

(Adapted from Ken O’Connor’s, How to Grade For Learning. 2002, 204.) 
A Note to Principals:

This document represents interim guidelines as schools work to acquire electronic grade books and report cards.  Several schools continue to use hand-written report cards.  Our hope is that by next year, these guidelines will be fully integrated across the entire network of schools.
� Richards, D. M. and J. Martin. 1999.  Understanding and Working with the Office of Civil Rights.  Austin, TX.
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