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TIME LOG PROCEDURE

During semester:
(Step 1)

When meeting/visiting with student about class
& procedures--start time log and record these
hours KEEP

y

Record any communication between you
and student on the above log -- may require
mid-term log

End of semester:
(Step 2)

Student Receiving
an "E"

Do you have final time log?

no ‘ ) yes
o NO [ No Time log
Student Receiving But Work
an "I" (Incomplete) Completed

Turn in Log from
Step 1 to division
secretary after adding
and verifying hours

Indicate on log that
student is receiving an
"F" for not completing

assignments

Give log to division
secretary after adding

and verifying hours--attach

time log from Step 1

Turn in Log from
Step 1 to division
secretary after adding
and verifying hours

Leave grade
BLANK.
Log from Step 1
to division secretary

Indicate on log that +
student is receiving an Receive
1" (Incomplete) completed

Post grade
of "F"

ALL LOGS MUST HAVE:
Student Activity Listed

Student Signature
Instructor Signature

+ log

Student Completed
Work & Turned In

Completed Time Log Give log to
Division
Give log to Division Secretary

Secretary after adding '
and verifying hours

Student ID, Old Grade

Change grade

from blank to

correct grade
using Web.

v

Email Director of
Enrollment Services
CRN # so grade
can be rolled.

Email Director of
Enrollment Services
with Information to

Change Grade

(CRN, Student Name,

and New Grade)

Post Grades

If no log is received,
then blank will need
to be converted to
an "F".




