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DIRECTIONS FOR KEEPING THE RECORDS, Etc.

1. All records are to be made in ink.
R
2. Use the following symbols in keeping the record of attendance:
i Absent all day.
|l Absent forenoon.
= Absent afternoon.

T Tardy.

o Used in connection with the first four symbols to signify
“excused.”

* Used in connection with the first four symbols to denote
that the absence or tardiness was caused by death in
family or religious obligation.

3. If a pupil enters school after the opening day, mark the date of en-
trance by writing “E” in the proper space. In like manner use “W?” to
indicate the date of withdrawal, and “R” the date of re-entry.

4. A monthly record is to be made of each pupil’s work, the following
numerals being used :

1.  Excellent, 90 to 100.

2. Good, 80 to 90.

3. IRair (passably or moderately good), 60 to 80.

4. Deficient (not coming up to the standard for “passing™), 40 to 60.

5. [Ifailed, below 40.

In determining the standing of a pupil, the teacher should take into ac-
count the work done day by day, as well as the results of any special tests
or examinations that may be submitted.

5. Deportment is to be marked as follows:

Ex.—Excellent. G.—Good. N. S.—Not satisfactory.

6. Report cards are to be sent to parents on the Tuesday following the

close of each school month.
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