GRADING SYSTEM

INSTRUCTIONS

General Facts

This is a set of Worksheets designed for keeping grades during the School Year. Below, you will find what the system can do:

· Keeps records on Students’ personal data.

· Keeps grades. 

· Calculates averages. No matter how many grades are taken, it does it automatically.

· Keeps attendance. Calculates Days present, absences and tardies by minutes.

· Keeps records on conduct and generates a grade.

· Keeps records on homework and generates a grade based on percentage of completion.

· Calculates and generates the Honor Roll Report.

· Calculates Principal Summary Sheets.

· Calculates a Year Summary.

· Calculates and prints out Progress Report letters.

· Print Reports.

· Calculates Report Cards.

How it works

It combines records and performs simple mathematic operations combining data from 8 Excel © Workbooks as Follows:

1. GB1ST6W
1st Six Weeks grades.

2. GB2ND6W
2nd Six Weeks grades.

3. GB3RD6W
3rd Six Weeks grades.

4. GB4TH6W
4th Six Weeks grades.

5. GB5TH6W
5th Six Weeks grades.

6. GB6TH6W
6th Six Weeks grades.

7. REPOCARD
Report Card Workbook combining all together.

8. DATA

General Data (Students’ and teacher info as well as general info)

ALL of these files should be loaded at a time so the system works consistently. 

Each 6 weeks Workbook has individual worksheets for every subject/non-subject taught in the school as follows: 

· MATH
Mathematics

· LANG
Language Arts

· READ
Reading

· SOC
Social Studies

· SCI
Sciences

· ART
Theatre and Arts

· P.E.
Physical Education

· PECON
Physical Education Conduct

· ESL
English as a Second Language

· ATT
Attendance

· CONDUCT
Conduct

· HOMEWORK
Homework

· HONOR
Honor Roll

The system follows general instructions (Minimum grades, minimum passing grades, dates, etc) provided by the user.

The way the system is to be used will be illustrated on a two-steps-basis even though it can be used in whatever order you want or need.

The entire system is protected in such way that the user cannot make unwanted mistakes.  However, the user can unprotect any single worksheet by using the Tools-Protection menu option as it is not passworded.

1ST STEP

General Records

The general data will be stored in the DATA.XLS. This book has 3 worksheets (GENERAL, DATA, and BOOKS) that should be completed in the order they appear in this set of instructions, as follows:

1. GENERAL

This worksheet contains general data about the school year and your personal settings. These data will make the entire system consistent. That means that every data you enter in this sheet will affect the entire system.

The School Year data:

· Grade

· Teacher name

· Room

· School Year

· Starting and ending dates of every 6 weeks period


The personal settings data:

· Minimum passing grade.

· Minimum grade per 5 weeks period.

· Conduct

· Incidence of grades per 6 weeks period.

This worksheet should be completed as the first step in configuring your grade system.

2. DATA

This worksheet contains information pertaining to the students. Fields for name, Student ID, D.O.B (age will be calculated based upon today’s date), etc. have been reserved. You do not need to fill up this worksheet, but names and ID’s, at least, should be completed. 

Please enter names in “Last, First” format and, also, please leave the zeroes in the ID’s field when there is no student.

Be careful when sorting your students previously before entering the data. Once grades and students info has been entered, it will be a tedious job to change any sorting

3. BOOKS

This is a worksheet for keeping information on the books given to the students (i.e. basal, Sciences, etc.)

General Results

Both general data and general results will be carried into the REPOCARD.XLS. This book has 9 worksheets (GENERAL, DATA, SEATING CHART, REP.CARD, PROGRESS REPORT, SUMMARY SHEET 1st SEM, SUMMARY SHEET 2nd SEM, Year Summary, and CONFERENCE) that shows the information and the calculations from each 6 weeks period as well as cumulative calculations (appear in this set of instructions, as follows:

1. GENERAL

This info is carried from DATA.XLS

2. DATA

This info is carried from DATA.XLS

3. SEATING CHART

This worksheet contains the classroom plan.  Only the class roster number should be entered in the field. Then, the system will display names and ID’s.

4. REPORT CARD

The Report Card for each student will be generated from the grades you have entered in the worksheets for every subject. The only input needed in this worksheet is the 6 weeks period (1, 2, 3, 4, 5, or 6) and the student class roster number. Once these numbers are entered, the report card for that student will be displayed for the 6 weeks period. The report card now can be printed.

5. PROGRESS REPORT

This is the school form for progress report. Grades are automatically carried from the daily grades keeping worksheet. Teacher comments can be typed in and recorded every 6 weeks period.

6. SUMMARY SHEET 1ST SEM

This is the principal’s 1st semester summary sheet that should be turn in at the end of the 6 weeks period along with the honor roll and the incentives form.

7. SUMMARY SHEET 2ND SEM 

This is the principal’s 2nd semester summary sheet that should be turn in at the end of the 6 weeks period along with the honor roll and the incentives form.

8. Year Summary 

This is a worksheet that summarizes the 1st and 2nd semesters’ grades and produces the EOY average.

9. CONFERENCE 

This a record of the teacher comments on the progress report for every 6 weeks period.

2nd STEP

DAILY RECORDS

There is a Workbook for every 6 weeks period containing worksheets for every subject. Grades are to be entered in the designated fields. Cut and Paste is allowed. However, this should be done by using the Paste Special/Values option from the menu in order to preserve the cell formats and borders.

The grade worksheet calculates the average in the right-most cell based upon the grades higher than 0 (zero). That means that you do not need to worry about how many grades were taken in order to calculate averages. If you need to include a 0 as a grade, it will not be shown because of formatting issues. If you need to show this, please enter “1”. The error from doing this will be less than 1%. A grade of “0” is included in the average although it is not shown.

Also, the average will be the greatest between the real average and the minimum grade (M.G.) that you set in the STEP 1.1 (Personal Settings Data)

There is, also, a cell to enter the purpose or the skill being assessed with that grade at the bottom of the list.

Attendance is recorded the same way as in the every-day-folder. Please use the following code:

A
-
Absence

W
-
Withdrawal

nn
-
The nn minutes of tardy.

At the right-most end of the worksheet you will find the totals for Days Present, Absences and Tardies in minutes.

The only case when you have to perform calculations by hand will be the first 6 weeks period if a student was not present the first day of school. This feature will be fixed in the future.

You do not need to keep all the data in this worksheet in order to have the system to work properly.

In the Worksheet CONDUCT, please enter how many times the student has changed his/her color or clip. At the end of the period you will obtain a grade based upon those color/clip changes. The incidence of each color/clip change should be set in the STEP 1.1 (Personal Settings). There are 0.4’s already set for every change. Those are the ones that have worked the best for me. But, they can be changed.

The Worksheet HOMEWORK keeps records on the homework by adding the number of papers a student has done. A comparative grade will be generated based on the student who did the most papers.

The Worksheet HONOR calculates and displays all the information you need for the Honor Roll based on the policy of grades, attendance and Conduct kept in Southside.

EXTRAS

An EZ-grader worksheet has also been included in a separate file. Grades calculated by means of the EZ grader could be cut and pasted onto the worksheet you need, but, please do Paste Special/value. If you load your EZ grader simultaneously with the grading system, students’ names and ID’s will be carried onto the EZ grader.

