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GENERAL DIRECTIONS FOR CLOSING THE SEMESTER

June 2015
 1.
Final Examination
All students will be required to remain in the room during the 85 minute examination period. Individual departments will establish guidelines for final examinations and departments will abide by these guidelines.  All students are to be with their classes during their scheduled exam times. When students finish exams early, please provide an enrichment activity.  

Please turn in to Ms. Pohl, on or before June 1, 2015, two copies of each of your exams with your name, subject, and date on it.  In addition, submit 5 scantron sheets for each final exam.
All students must take a final exam.  Due to the 2 point increase on the ACT all juniors will be exempt from final exams. However, if they are included in a group project or final paper, they must submit required assignments. In addition, there are approximately 12 seniors who will be exempt from finals. A list will be sent out to staff.There are no exam exceptions according to school policy except for juniors.

2. Second Semester Final Exam Schedule
Senior Finals

             7th hour final, Monday, May 18
1st and 2nd   hour finals, Tuesday, May 19
3rd and 4th hour finals, Wednesday, May 20
5th and 6th hour finals, Thursday, May 21
3rd Hour ILC Assessment, Thursday, May 21—All students in grades 7-12
Grades 7–11 Finals
            Tuesday, June 2, 2015

          7th hour – Exam during the last part of 6th hour and all of 7th hour  2:15-3:45 p.m. 
Wednesday, June 3, 2015 – ½ day
1st  hr.  - Exam 7:35 a.m. - 9:05 a.m.
              BREAK -   9:05 a.m.-9:15 a.m.
2nd  hr.-  Exam 9:15 a.m.-10:37 a.m.
              DISMISSAL – 10:37 a.m.

Thursday, June 4, 2015  - ½  day 

5th  hr. - Exam 7:35 a.m. - 9:05 a.m.

             BREAK – 9:05 a.m. – 9:15 a.m.

6th hr.  - Exam 9:15 a.m. – 10:37 a.m.

             DISMISSAL – 10:37 a.m.

Friday, June 5, 2015 – ½  day

3rd hr.  - Exam 7:35 a.m. - 9:05 a.m.
             BREAK – 9:05 a.m. – 9:15 a.m.

4th  hr. - Exam 9:15 a.m. – 10:37 a.m.
             DISMISSAL – 10:37 a.m.

3. Alternate Exam Schedule: Students who are suspended may take exams on Wednesday, June 3 and Thursday, June 4 from 11:00 a.m. -2:00 p.m. No alternate exams on Friday, June 5.
Note for C.T.E. students:

AM C.T.E students will follow normal bus schedule on Wednesday to take their C.T.E exams.  On Thursday and Friday, students will remain at Eastern in the morning (Library).
PM C.T.E students will follow normal bus schedule on Wednesday for study session at C.T.E.  Thursday, students will follow normal bus schedule, taking their PM exam. On Friday, students will remain at Eastern (study hall during 3rd or 4th hour exam). 
4.  
Senior Failures (Blue Sheets)
By 3:00 pm. on Monday, Tuesday, Wednesday and Thursday, during week of May 18th, turn in to Mrs. Pohl, the names and subjects of any senior receiving an "E" for the semester.  Use the BLUE SHEETS.  This is extremely important as all senior credits must be checked separately and parents informed.  We will provide a class list with the grade of each student so that you can verify the seniors.  If a blue sheet with failures is not turned in, it will be assumed that student(s) has passed. WEB grading will open for Senior teachers on Monday, May 18th. 





              












 5.
All Failures (Class Lists)
By 3:00 pm on FRIDAY, JUNE 5, 2015, turn in to Mrs. Pohl (on the class list provided) ALL STUDENTS (EXCLUDING SENIORS) receiving an "E" for the semester.  This information is needed so that schedule changes can be made immediately and summer school information provided, if appropriate. 

6.  
Incompletes
     
Forms for incomplete letters may be secured in the Main Office.  Teachers are to mail one copy to the parents and turn in one copy to the Main Office.  Incompletes must be changed to a letter grade by June 15, 2015. 

7.   
Marking Period Grades – Teachers may begin entering grades and comments onto the Web Grade Reporting system on Friday, May 29, 2015.  All grades must be entered before teachers check out and/or no later than noon on Monday, June 8, 2015.  It is extremely important that you adhere to this deadline, as the Technology Department will print grades without polling the schools to see if they are ready.

8.
Teachers are to observe regular hours on Friday, June 5th.  Teachers are not required to be at school on Monday, June 8 if all grades, work and check out requirements are completed.
9.   
Students in the Building - Students should not be in the building on Monday, June 8th. Summer school           begins on Wednesday, June 10.

10.  
Meals in the Cafeteria – Only breakfast will be served during the week of Final Exams.

Final Check-In Materials – Using the sheet “Materials Due From Teachers” as a guide, teachers may return materials to the Learning Commons beginning Friday, June 5th.  All materials must be turned in before teachers leave.

ALL KEYS MUST BE CHECKED IN BY 3 P.M. ON FRIDAY, JUNE 5, 2015 OR NO LATER THAN 12 P.M. ON MONDAY, JUNE 8TH.

Teachers who are retiring or leaving the district will receive an Exit Checklist from the District detailing items which must be turned in and obligations that must be met before leaving.  Please review this list carefully and meet all requirements to avoid the possibility of sanctions, such as the withholding of paychecks.  

