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COVID-19 Grading Procedures 

 
 
Objective: 
To ensure Highland Park ISD follows attendance requirements communicated by TEA; to 
ensure all grades and final averages assigned to each student are fair and equitable; and 
to ensure all students receive the opportunity to demonstrate mastery of learning from 
2/18/2020 until 3/13/2020. 
 
 
Communication to Staff: 
Due to COVID-19, Highland Park ISD will extend the 4th Six Weeks to 3/13/2020, the last 
day of campus based instruction. All grades and assignments taken from 2/18/2020 until 
3/13/2020 will now be factored into each students’ final 4th Six Weeks average. Students 
with missing assignments (or if a teacher decides to allow the opportunity for all students to 
show mastery of the learning) must receive an Incomplete (INC) until the learning is made-
up. Much like we have done in the past at the end of the 5th Six Weeks for Senior GPAs, 
Highland Park ISD will capture all Senior GPAs for the purpose of ranking, naming Top 
10%, Valedictorian and Salutatorian at the end of the extended 4th Six Weeks grading 
period, 1/8/2020 until 3/13/2020. 
 
 
Communication to Parents: Calculation of Class Rank 
Due to the lack of campus based instruction from COVID-19, the following grading 
decisions were made in accordance with Highland Park ISD Board Policy EIC. These 
decisions were made to establish a fair and equitable system for all students. Grades used 
for the calculation of class rank will include all grades entered into Highland Park ISD’s 
TxEIS electronic gradebook from the extended 4th Six Weeks grading period, which is from 
1/8/2020 through 3/13/2020, in order to maintain consistency for each individual student. 
Grades collected during the time of no campus based instruction, via Highland Park ISD’s 
E-Learning portal, will be used to monitor attendance, student progress, and mastery of 
learning, but will not be used for class rank. 
 
 
Timeline: 

April 13th - April 17th 

 All Teachers “Clean-Up” their TxEIS gradebooks and begin to communicate with 
students who have an INC (See “Clean-Up” Instructions below) 

April 17th 

 TxEIS Gradebook closes at 11:59 pm 
 



April 24th 

 All INCs must be cleared (See campus administrator for unforeseen issues) 
April 27th - April 30th 

 New 4th Six Weeks report cards will be posted to the TxEIS Parent Portal 
April 29th 

 HS Counselor will calculate senior GPAs for the purpose of ranking, naming Top 
10%, Valedictorian and Salutatorian 

April 29th - May 5th 

 HS Counselor will hand calculate student GPAs for Top 10% to ensure accuracy 
Week of May 4th 

 HS Counselor will contact the Seniors in the Top 10%, Valedictorian and 
Salutatorian 

 
 
TxEIS Gradebook “Clean-Up” Instructions 
1. Login into TxEIS from home. 
2. You are only allowed to make changes to your current 5th Six Weeks gradebook. We will 
not extend the 4th Six Weeks until after we have closed the 5th Six Weeks to edits. 
3. Ensure there are no grades in your 5th Six Weeks gradebook, with a due date past 
3/13./2020. 
4. With the extension of the 4th Six Weeks, the additional grades added to the original 4th 
Six Weeks, must not cause a student to fail who was passing. The student must be 
given an INC and given the opportunity to show mastery of the learning from 2/18/2020 
until 3/13/2020. 
5. Teachers must assign an INC to all students who are missing work between the dates 
2/18/2020 through 3/13/2020. 
6. Teachers have the option to offer students additional opportunities to show mastery of 
learning to raise their grades between 2/18/2020 through 3/13/2020. 

a. To ensure fairness and consistency, any opportunity offered to one student must 
be offered to all students. 
b. Students must be given an INC to ensure they have enough time and support to 
show mastery of learning. 

7. Teachers must use normal procedures to clear a student’s INC after TxEIS Gradebook 
has been closed on April 17th. 
8. Teachers must contact the parent or guardian of any student before they record a failing 
grade for extended 4th Six Weeks. 
9. Teachers have the ability to complete a “Grade Change” for students who failed the 
extended 4th Six Weeks, if: 

a. The student is showing mastery of the learning during E-Learning. 
b. There is documentation to validate the grade change. 
c. The grade can only be raised to a passing grade of 70%. 
d. Must be approved by the campus principal. 
e. Teachers must contact the parent or guardian to inform them of the grade change. 

10. Any grade change completed for changing a student’s grade who earned above a 70% 
for the extended 4th Six Weeks must: 

a. Have valid documentation to justify the grade change. 
b. Must be approved by the campus principal. 
c. Teachers must contact the parent or guardian to inform them of the grade change. 


