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Guidelines for the Administration of Students’ Grades
at Christ’s College Taipei

AWK 104 & 47 23 P % & =K HAr € R E

REAMRIEFH S GEALTE  BEF AL > PR

In order to process students’ grades in a timely manner, avoid potential problems and

protect students’ rights the Guideline has been established.
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The evaluation of students’ grades will be in compliance with the rules of the
Evaluation Procedure of Student’s Academic Performance at Christ’s College Taipei.
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The course instructor should enter students’ grades for each course into the school’s
computer system. Grades should be on a 100 point scale. Then the instructor should
print out the grades, sign the paper, and turn in the grades. Grades are due 7 calendar
days after the last day of exam week. With the exception that grades for the
graduating seniors are due 3 workdays after the exam. All grades should be
submitted to Academic Affairs Office (the “AAQ”) either in person or Vvia registered
mail.
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In order to maintain the fairness and transparency of the evaluation of students’
grades and avoid potential disagreements and arguments regarding the grades, all
materials pertinent to students’ grades, such as reports, quizzes, and midterm should
be returned to students after grading or kept by the course instructor for one (1) year.
Final exams should be kept by the teacher for one (1) year. Teachers are required to
keep a copy of all grades given to each student for one (1) year.
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It is important for teachers to turns in their grades on time. If they are late, the
incidence shall be recorded at AAO and immediately submitted to the supervisor of
the instructor. This will be taken into consideration for their future performance
appraisal and future renewal of their contract. Should such event cause any appeals
or law suits, the instructor will bear all administrative and legal responsibilities and
pay for all relevant expenditures incurred.
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If a student is absent from a semester exam without a reasonable excuse, the
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student’s grade for the exam will be zero (0) and the course instructor cannot allow
the student to take a makeup exam without prior approval from the Academic Affairs

meeting.
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Article 7: When a graduating student takes a non-senior course during the second semester, the

course instructor cannot allow the student to take the final exam prior to the official
exam schedule. The student will take the exam during the exam period for non-
senior courses.
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Article 8: When a student’s grade needs to be corrected or appealed due to computation or
recording error, the application for correcting the grade should be submitted no later
than the beginning of the next midterm exam week. When submitting this
application, a written explanation should be attached with the original course grade
sheet and any other relevant documents. This should be submitted by CLA
department chairman to the Academic Affairs Meeting for deliberation.

¥ o4 0 BAEFEREE-FLANPYRATRI AP RS Fa mEod B 2K
@é?ﬂ**é&iﬁiﬁw%mﬁﬂ:‘%ﬁﬁdvp,ﬂﬁW$$¢ﬁNqW%mW+%if
LHEF AP A E G20, F 2 2 FILINC Fék e

Article 9: If a special project, report, or subject skill examination of a student cannot be
completed by the deadline for turning in the course grade, the instructor should
submit a request for more time to submit the final course grades. This request should

be submitted before grades are due. Students will receive an INC and the instructor
should turn in the grades no later than the beginning of the next midterm week.
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Article 10:  The registrar will give a Grade-Change Form to the teacher for each student that
received an INC. If a student has an INC (Incomplete) from the previous semester it

must be made up before the end of midterm exam week of next semester. If it is not
made up the student will receive from a zero (0) for the course.
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Article 11:  If a student’s final course grade is below sixty, the teacher should double check the
student’s grades for accuracy.
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Avrticle 12: If the Guideline does not address a specific matter dealing with instructors issues, it
will be administered in accordance with the regulations of the College and the rules
and regulations of Human Resources.
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Article 13:  The Guideline will be deliberated by the Academic Affairs Committee and, then
submitted to the President for approval. AAO will make the announcement and
implementation.
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