
Grade 
Submission

•Teacher submits grades to Department Chair in excel format with final grade or pre-EOCT and “NT” 
for final grade

•Department Chair reviews for accuracy (name, course, CR, SP, NT) and submits to Title I Office and 
SASI Clerk – ORIGINAL HARD COPY with original signatures to Title I Office, copy to SASI Clerk

Grade Entry

•SASI Clerk enters grades as a separate line item – Credit Recovery with credit recovery course IDs 
and School Plus with regular course IDs

•Original course and grade remain in SASI course history

EOCT Query

•Assessment Clerk will run Query to pick-up any “NTs”

•Assessment Clerk will notify student(s) of EOCT test date

Final Grade

•Assessment Clerk will submit grade change form with pre-grade, EOCT and final grade to SASI Clerk

•SASI Clerk updates student’s course history

Notification

•Assessment Clerk will notify student of EOCT  score and final grade

•Assessment Clerk will notify counseling office if student failed course
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