National Sun Yat-sen University
Guidelines for the Faculty to Submit and Correct Grade Reports

Approved by the 115th Academic Affairs Council Meeting, March 20, 2008

Amendment approved by the 125th Academic Affairs Council Meeting, October 11, 2010

Amendment approved by the 1st extraordinary meeting of the Academic Affairs Council in 2010 Academic
Year, April 21, 2011

Amendment approved by the 128th Academic Affairs Council Meeting, June 13, 2011

Amendment approved by the 132nd Academic Affairs Council Meeting, June 11, 2012

Amendment approved by the 134th Academic Affairs Council Meeting, December 17, 2012

Amendment approved by the 154th Academic Affairs Council Meeting, December 11, 2017

Article 1. The Guidelines were formulated for the submission and correction of grade
reports by instructors at the university.

Article 2. The academic grades for the semester are assessed on the basis of daily
observation, regular exams, mid-term exams, final exams or other criteria.
The assessment methods and their percentage of the academic grades for the
semester is left up to the discretion of the instructor but should be listed clearly in
the course syllabus to aid in student comprehension.

Article 3. For undergraduate students, A+ (100 in the percentage system) is the highest
grade and C- (60 in the percentage system) is the passing grade. For graduate and
post-graduate students, A+ (100 in the percentage system) is the highest grade
and B- (70 in the percentage system) is the passing grade.

Except for courses of a specialized nature, the previous section is not applicable
to courses given approval by the Academic Affairs Council to use a "Passed" or

"Failed" grade.

Article 4. The instructor should enter the grades through the online Academic Grading

System; and after entering and confirming the grades, the instructor shall

submit the grade report.

The instructor shall save or print out the submitted grade report. If the

instructor has any doubts as for the grades later on, they should

proceed to the correction according to the relevant regulations.

If a course is taught jointly by two or more instructors, the evaluation

methods are as follows:

A single grade shall be awarded by the agreement of all instructors. The chief
instructor shall enter the grade into the online system and confirm it (GPA or
centesimal formula).

All instructors shall enter grades separately according to the evaluation proportion;
the chief instructor submits the grades after confirmation (GPA or centesimal
formula).

Article 5.  All grade reports should be input online and confirmed within the deadline
specified in the academic calendar.

Article 6.  If the grades of some of the students can't be confirmed by the time the grade
report is input online by the instructor then it may be handled as follows:
1.If a student's grade is unconfirmed then leave the student's final
semester grade blank.
2.Partial confirmation of the grade report can be done if there are other definite
grades.

3.When the unconfirmed grades mentioned in the previous item are confirmed, they
shall be input online and confirmed.



Article 7.

Article 8.

the Registration Division of the Office of Academic Affairs.

To avoid affecting the rights of student applying for employment, further study,
scholarships, change of department, minor study, and double major, the
Registration Division of the Office of Academic Affairs shall notify the
instructors of late submissions and also notify the heads of the relevant units to
remind the instructor:

1. The Office of Academic Affairs shall notify the instructor in writing if the
grade report is not submitted by the deadline.

2. If the grade report is not submitted one week after the deadline, a written
notice is sent to the instructor and copied to the related departments (institutes,
degree program, Center for General Education divisions).

3. If the grade report has not been submitted two weeks after the deadline, a
written notice is sent to the instructor and copied to the related colleges and
departments (institutes, degree program, Center for General Education
divisions).

4. If the grade report still has not been submitted by the deadline after three
notices this is then reported to the Executive Council. One instructor's
notification record will be used as a reference in faculty assessments and
promotions.

If the grade cannot be given by the deadline due to graduate or post-graduate
students needing more time to finish their research report, or the course can
only be completed in the summer or winter break, or the experiment (practical
training) has not been completed, the grade can be input with a provisional
grade of "I" (Incomplete). The "Incomplete" grade must be entered within one
week after the enrollment date of the next semester; if the final grade is not
entered online and confirmed by the deadline it shall be reported to the
Executive Council. The “Incomplete” grade may not be submitted in the
semester results of graduating graduate and post-graduate students.

Article 8-1. The grades for some service courses at the Center for General Education can

Article 9.

only be issued after the completion of community service during the winter and
summer sessions. In these cases, a grade of "I" (Incomplete) can be temporarily
issued before inputting the grade report. Grades input and confirmation can be
finalized once community service has been completed. The deadline for
entering the missing "Incomplete" grades is one week before enrollment for the
following semester. The "Incomplete” grade may not be submitted in the
semester results of graduating undergraduate students.

No grades may be changed once the grade report has been submitted by the
instructor. In the case that a student's grades must be changed due to an error on the
part of the instructor, the instructor must provide concrete proof, fill out the
"Application Form for Alteration of Academic Final Grades" form and submit it to
the head of the course faculty (institute, degree program, Center for General
Education divisions). The change must be discussed and passed by three-quarters of
members present at an administration meeting of the department (institute, degree
program, Center for General Education divisions) before the Registration Division
is notified in writing to make the correction.



an administration meeting of the department (institute, degree program, Center
for General Education divisions) before the Registration Division is notified in
writing to make the correction.

The department (institute, degree program, Center for General Education
divisions) must complete the above result correction procedure within one week
of the enrollment date for the next semester and report the matter at the next
meeting of the Academic Affairs Council.

Article 10. The list of instructors who fail to submit or correct students' grades by the given
deadline in accordance with the Guidelines shall be reported to the Faculty
Evaluation Committee of the university.

Article 11. The Guidelines shall be implemented once approved by the Academic Affairs
Council. Modifications shall follow the same procedure.
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For the avoidance of doubt in English version regulation,Chinese version will be
prevailing.
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