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The Registrar will alert each faculty member no later than the beginning of the eighth week
of classes (or the point of mid-term for flexibly scheduled classes) that the system is open
for the input of mid-term grades.

Each faculty member will calculate a grade that represents an actual depiction of what a
student would earn if the term ended at the mid-point of the term. The mid-term grade
should reflect the student’s progress through 50% point in the term.

Each faculty member will use the student information system to place a mid-term grade
beside the name of each student registered for the class.

Mid-term deficiency letters will be sent to students earning a mid-term grade below “C”
(and below C+ in designated Health Sciences programs) two days after the submission
deadline.

Student Records will send deficiency letters to the students requesting that the student see
the instructor of the particular course. If the instructor believes there is a need for further
counseling, the student will be referred to the academic liaison for information about
tutoring, remedial courses, study habits, etc.

Advisors and academic liaisons will be notified of all students receiving deficiency letters

The Student Records office will notify the assistant deans of faculty who have not turned in
mid-term grades by the submission deadline.

All students will be notified electronically of mid-term grade posting.

A copy of the deficiency letter is placed in the student’s file, but no notation is made on the
permanent record.
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