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HONOR ROLL GUIDELINES 

“A” Honor Roll 

The student made all A’s on his/her report card  for a mark-
ing period in English-language Arts, mathematics, science, 
social studies and health. 

 

“A/B” Honor Roll 

The student made only A’s and B’s on his/her report card for 
a marking period in English-language Arts, mathematics, 
science, social studies and health - no “C’s” or “D’s”. 

 

Schools may also identify ways to recognize students who 
made gains in coursework and/or on various assessments. 
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PROMOTION RETENTION POLICY (IKE-R) (continued) 

End of Second Quarter (cont.) 

A conference with the parents/legal guardians will be conducted to 
discuss the student’s progress and strategies for improving      
academic performance. 

The conference must be summarized in writing using an approved 
district parent conference form.  One copy of the completed form 
will be placed in the student’s permanent file and another copy will 
be sent to the parents/legal guardians. 

End of Third Quarter 

By the end of the third quarter, the student intervention team will 
convene to discuss intervention strategies and academic support 
for any student who has not shown satisfactory improvement. 

Parents/Legal guardians will be informed in writing that the stu-
dent’s work has not improved sufficiently and that retention is 
probable. 

End of Fourth Quarter 

Once the decision to retain a student is made, parents/legal guard-
ians will be informed of the appeals procedures available to them. 

The decision to promote or retain a student will be indicated on the 
report card. 

Appeals Procedure (Kindergarten - Grade Five) 

Parents/Legal guardians may appeal the retention decision to the 
executive director of schools if there is a compelling reason not to 
retain the student. 

Parents/Legal guardians who choose to appeal must do so in writ-
ing within two weeks of the issuance of the final report card notify-
ing them of the retention decision.  This letter should be addressed 
to the appropriate executive director of schools and should specify 
the reasons for disagreement with the decision.  The executive 
director of schools will render a decision.  Copies of the decision 
will be sent to the parent/legal guardians and the principal. 
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PROMOTION RETENTION POLICY (IKE-R) 

POLICY HIGHLIGHTS 

Standards for promotion in the elementary school were estab-
lished by the Richland County School District One Board of School 
Commissioners in 1982 and revised in 2009.  Requirements were 
set for kindergarten, and minimum standards were set for students 
in grades 1-5 in reading and mathematics in Board Policy (IKE-R). 

Grades One - Five 

Minimum Promotion Requirements 

Demonstrate a 70 percent mastery level on the English/language 
arts standards.  Demonstrate a 70 percent mastery level on math-
ematics standards.  Demonstrate a 70 percent mastery level on 
the science standards.  Demonstrate a 70 percent mastery level 
on social studies standards.  Mastery level will be determined by 
the teacher’s assessment of standards-based work which may 
include daily assignments, tests, informal assessments, projects 
and presentations. 

Accelerated grade placement for students in grades three through 
five will be in accordance with policy IKEA and administrative rule  
IKEA-R. 
 

Interventions ( Kindergarten - Grade Five) 

When it is determined that a student is not keeping pace with 
grade-level instruction (as early as the first nine weeks), alterna-
tive instructional strategies will be provided. When it is determined 
that a student will be retained, the instructional programs will be 
reviewed and modified as needed. 

Procedures for Communicating With Parents/Legal Guardians 

(Kindergarten -  Grade Five 

Beginning of the Year 

Individual student records will be reviewed and parent conferences 
scheduled, as needed. 

End of Second Quarter 

If a student is not making adequate progress by the end of the 
second quarter, the teacher must provide a statement on the re-
port card to inform parents/legal guardians that unless improve-
ment is made in the student’s work, participation in a district-
approved supplemental education program will be required and/or 
retention will be considered (see policy IKE). 
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 Richland County School District One reports progress 
of all children in the Pre-Kindergarten Program through 
grade five.  The purpose of this manual is to outline the proce-

dures and information that teachers and administrators need to 
guide them in the many decisions regarding interim and report 
card grading. 

 

GENERAL INSTRUCTIONS FOR COMPLETING  

A  REPORT CARD 

 

1. Report cards must be computer-generated unless otherwise 
indicated for a specific program. 

2. The name used on a student’s report card should be the 
child’s legal name as it appears on the birth certificate and/or 
other legal documents. 

3. The student’s homeroom teacher’s name should appear at the 
top of the report card.  If a teacher (other than the homeroom 
teacher) is responsible for primary instruction, that teacher’s 
name should appear in the space next to the subject. 

4. On the report card, grades for each marking period represent 
the progress and student effort for that marking period only. 

5. The final grade is an average of the four quarterly grades. 

6. Attendance is documented daily in the student information 
system and reported on the report card. 

7. The principal and/or designee will review all report cards prior 
to the time they are sent home. 
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CONFERENCES 

 

1. All teachers are required to hold a minimum of two confer-
ences with the parents of all students they teach.  There must 
be a record of at least two attempts to contact parents who fail 
to attend the conferences.  Teachers in departmentalized as-
signments must record at least one effort to contact parents. 

 Special programs may require teachers to have con-
ferences in excess of the number of conferences 
listed above. Conferences for students with IEPs must 
follow special education procedures. 

 In the absence of face-to-face conferences, other 
qualifying contacts include telephone conferences, 
group conferences, and copies of letters and notes.  
Documentation of these contacts is required.  The 
format of the documentation is an individual school 
decision.   

2. Parent conferences should be scheduled on district-wide con-
ference days and at other times during the year as the need 
arises. 

3. Conferences should be carefully structured and planned. 

 Generally, a conference should last from 20 to 30 
minutes.  Helpful material to have available at a con-
ference includes: 

 1.  Student’s folder 
 2.  Anecdotal records 
 3.  Workbooks, special projects 
 4.  Test results 
 5.  Cumulative records (health, attendance, etc.)  

 

4. Teachers are required to follow the conference requirements 
and timetable listed in the Promotion/Retention Policy (IKE-R) 
for students in grades K-5 who are being considered for reten-
tion.  The appropriate form (09-0590) to use to document the 
conference is available at the District Print Shop 
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TEACHER COMMENTS 

 

Comments must be related to instruction.  Skill specific comments 
are encouraged. Comments will be taken from the options found in 
the district’s electronic report card system. 

 

1. Comments may be selected for any or all subject areas.   

2. Comments must be given in areas where a student is not 
making progress toward meeting grade level standards. 

3. If a student is not making progress at the end of the second                      
marking period, the teacher must provide a statement on the 
progress report to inform parents that unless improvement is 
made in the student’s work, required supplemental education 
and/or retention will be considered. A parent conference is 
required by January 31st and must be documented on the re-
port card. (see Board Policy IKE-R) 

 

 

INTERIM REPORTING 

 

1. It is not mandatory for schools to send an interim for all stu-
dents the first marking period in grades PreK-2; however, in-
terims must be sent for those students who are experiencing 
academic difficulties during the first marking period. 

2. Interims must be sent home for all students for the second, 
third and fourth marking periods. 

3. Dates for issuing interim reports are included on the district 
calendar.  
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PROCEDURES FOR REPORTING STUDENT PROGRESS 

 

Pre-K 

 Student progress is reported  each marking period. 

 The Pre-K Program requires that a minimum of two home             
visits and two parent conferences are conducted each year.  
Home visits are made during the first and fourth quarters.  
Classes are suspended during the weeks home visits are con-
ducted.  Parent conferences are held during the second and 
third quarters. 

 

Kindergarten – Grade 2 

 Student progress is reported each quarter on the Richland 
One Kindergarten Progress Report. 

 Student progress is reported on the Richland One Report 
Card and the Standards Progress Report for Primary Grades 
1-2. 

 Progress will be reported using the following grading codes: 

 4-The student consistently understands the concepts  
 and can independently apply the skills and processes. 

 3-The student frequently understands the concepts and 
 can apply the skills and processes with guidance. 

 2-The student has a developing understanding of the 
 concepts and is beginning to apply skills and processes 
 with support. 

 1-The student needs more time and support to under-
 stand the concepts. 

 PC- Parent Conference  - Lack of adequate progress may 
 lead to retention. 

             /  -  Concept not assessed this period (Kindergarten only). 
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PROCEDURES FOR REPORTING STUDENT PROGRESS 

Grades 1-2 (continued) 

In grades 1-2, the grades correspond to the following numerical 
equivalents: 

  4   93-100 
  3  85-92 
  2  77-84 
  1  70-76 
  PC  Below 70 
 
Numerical grades are an average of the student’s work.  The 
teacher will inform students and their parents, in writing, of the 
procedures used to determine the average.  

Grades for primary students are entered in the teacher’s grade 
book using percentage points. These percentages are averaged in 
the grade book to determine the report card grade. 

 Using the percentage points and the numeric grade equivalent 
standardizes grades for all primary teachers so that the 
grades “1,2,3 and 4” will be less subjective and will have the 
same meaning across the district. 

 The primary grading rule for percentage points aligns to the 
South Carolina standard grading rule. 

 Teachers may continue to use the preferred symbols (☺,√, 
etc.) on student’s papers.  These symbols, however, must be 
converted to percentage points for record keeping purposes. 

 It is not necessary that primary teachers record a grade for 
every  activity or task a student completes.  Teachers may 
“bundle” several activities for record keeping purposes. 

 All assignments entered in the elementary grade book must 
be attached to the appropriate standard.  

 A minimum of six entries in the grade book is re-
quired prior to issuing a grade in ELA and             
mathematics for each quarter.  

 A minimum of four entries  in the grade book is re-
quired prior to issuing a grade in all other subject   
areas. 

  

Page 8 

FOREIGN LANGUAGE 

 

Students in grades 1-5 will receive a numeric grade out of 100 
each quarter.  This grade will represent the average of two grades 
in grades 1 and 2, three grades in grade 3 and four grades in 
grades 4 and 5. 

 

 

PHYSICAL EDUCATION 

 

Students will receive grades as established using district guide-
lines for grades K-5. 

 

ART AND MUSIC 

 

 Kindergarten students will not receive a grade for the first 
quarter. 

 Students will receive grades as established using district 
guidelines as presented for grades 1-5.  This grade will repre-
sent the average of a minimum of 4 grades each quarter. 

 

 

HOMEBOUND INSTRUCTION 

  

Students enrolled in a district school who cannot attend school 
because of illness, accident or pregnancy, even with the aid of 
transportation, are eligible for homebound instruction. 

 

1. The homebound teacher carries out the assignments of the 
classroom teacher.  Grades assigned by the homebound 
teacher will be averaged in the assignment of the class-
room teacher’s grade or will be assigned by the home-
bound teacher if the student does not return to school 

prior to the end of the school year. 
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STUDENTS NOT PERFORMING ON GRADE LEVEL 

 

 After students have been given ample opportunity to practice, 
a formal and/or informal assessment must be given and rec-
orded.  Grades will then be determined based on these       
assessments, which may include student work, tests and    
projects. 

 

 

SPECIAL EDUCATION 

 

Students will be instructed and graded on grade level unless modi-
fied by their Individual Education Plan (IEP).  Documentation will 
be kept as described for all students in Richland County School 
District One.  Refer to the Reading Instruction Guidelines for 
Students Receiving Special Education Services to identify ser-
vice models and grading responsibilities. 

 Report card grades will be determined using the following 
 strategies: 

 Average special education and general education 
grades  

 Weighted scale as developed by collaborating teach-
ers 

 Mastery of IEP/Core Curriculum objectives 

 

 

ADVANCED ACADEMIC PROGRAM (AAP)  

 

Students are instructed on grade level for math and one grade 
level above their assigned grade for reading.  The AAP curriculum 
exceeds the district’s core curriculum objectives and State adopt-
ed standards for all students.  Grades are established using dis-
trict guidelines as presented for grades 3-5. 
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PROCEDURES FOR REPORTING STUDENT PROGRESS 

Grades 1– 2 (continued) 

 The primary grade book addresses the needs of both the stu-
dent and the teacher: 

 - Students need their academic progress communicated in 
   developmentally appropriate language. 

 - Teachers need a less subjective process of determining 
   student achievement and an accurate record of student  
   progress toward grade level standards. 

 

 Effort (skills and behaviors that support learning) is reported 
using the following symbols:  

  + Satisfactory 

        - Needs Improvement 

 

 If a student transfers from a school attended for more than 20 
days in a given quarter, the student’s teachers must send the 
student’s grades to the school to which the student is transfer-
ring.  The receiving school will determine how to compute the 
final quarter grade. 
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PROCEDURES FOR REPORTING STUDENT PROGRESS 

Grades 3-5 

 

 Student progress is reported on the Richland One Report 
Card and the Standards Progress Report for Primary Grades 
3-5. 

 

 Progress will be reported using the following grading codes: 

 A-The student consistently understands the concepts  
 and can independently apply the skills and processes. 

 B-The student frequently understands the concepts and 
 can apply the skills and processes with guidance. 

 C-The student has a developing understanding of the 
 concepts and is beginning to apply skills and processes 
 with support. 

 D-The student needs more time and support to under-
 stand the concepts.  

 F-The student needs additional time, skills and/or effort 
 to understand the concepts. 

 

 In grades 3-5, the letter grades correspond to the following 
numerical equivalents: 

 A  93-100 

 B  85-92 

 C  77-84 

 D  70-76 

 F  Below 70  

 

Numerical grades are an average of the student’s work.  The 
teacher will inform students and their parents in writing of the   
procedures used to determine the average.  
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PROCEDURES FOR REPORTING STUDENT PROGRESS 

Grades 3-5 (continued) 

 

 Grades for elementary students are entered in the teacher’s 
grade book using percentage points.  These percentages are 
averaged in the grade book to determine the report card 
grade. 

 

 Report card grades for elementary students are represented 
as letter grades and percentage points.  

 

 The elementary grading rule for letter grades and percentage 
points aligns to the South Carolina standard grading rule. 

 

 All assignments entered in the elementary grade book must 
be attached to the appropriate standard. 

 

 A minimum of six entries in the grade book is        
required prior to issuing a grade in ELA and        math-
ematics for each marking period.  

 A minimum of four entries  in the grade book is re-
quired prior to issuing a grade in all other subject   
areas except foreign language ( see page 8). 

 

 A standards progress report will inform parents of a child’s 
progress toward meeting grade level standards in each con-
tent area. 

 

 Effort (skills and behaviors that support learning) is reported 
using the following symbols:  

  + Satisfactory 

        - Needs Improvement 

 

 If a student transfers from a school attended for more than 20 
days in a given quarter, the student’s teachers must send the 
student’s grades to the school to which the student is transfer-
ring.  The receiving school will determine how to compute the 
final quarter grade. 

 


