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A. APPLICABILITY/ACCOUNTABILITY:  

This policy is applicable to all University instructors who want to change a student’s grade.  

 

B. POLICY STATEMENT:  
Only the instructor of the course can initiate a change of a student’s grade in that course. Upon a 

student’s completion of a degree, no change of grade will be permitted for that student for courses 

taken prior to the granting of the degree unless a University error occurred.  

 

C.  PROCEDURES:  
1. To change a student’s grade in a course, the instructor must complete and submit a Grade Change 

Request Form to the Registrar.  

2. To change an incomplete grade, the instructor must submit the Grade Change Request Form 

within five (5) business days of the student’s deadline to complete coursework as noted on the 

Incomplete Grade Agreement form.  

3. To change grades other than an incomplete grade, the instructor must submit the Grade Change 

Request Form no later than two semesters, not including the Summer semester, after the semester 

in which the grade was first awarded.  

4. The Provost may extend the deadline of a grade change request at his discretion. 

5. The Registrar forwards the completed Grade Change Request Form to the Provost for approval.  

6. If the grade change is approved by the Provost, the Registrar updates the student’s record to 

reflect the change in grade and notifies the instructor and the student that the request has been 

approved.  

7. If the grade change is not approved by the Provost, the Registrar will notify the instructor and the 

student that the grade change request has been denied.  
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