

[image: ]
Series 5000: Students, Curriculum, and Academic Matters
5400	Curriculum, Instruction, and Parent Involvement
5418-F	Grade Change Procedure
Consistent with Policy 5418, the Superintendent establishes the following procedures to address requested grade changes:
Grade changes will only be considered within 10 school days of the completion of a reporting period. 
The grade change request will first be submitted to the student’s teacher of record. If the teacher declines to provide written grade change authorization as requested, the student’s Parent may appeal the teacher’s denial in writing to the building administrator or designee.
The building administrator or designee will review the grade change request in light of applicable Board policies (e.g., attendance, discipline) and applicable grading guidelines. 
The building administrator or designee will further review the request in light of extenuating personal or academic circumstances asserted by the student or Parent. 
Following the above review, the building administrator will take action upon the request. Actions may include: (a) granting the request; (b) denying the request; or (c) taking such other action as is appropriate, in light of applicable policies, guidelines, and extenuating circumstances (e.g., granting the request only upon completion of missing or extra assignments).
The building administrator or designee’s review should be completed within 10 business days of its receipt, absent extenuating circumstances. 
The building administrator or designee will notify the student’s Parent in writing of the appeal’s disposition within two days of completion of the appeal’s review.
The building administrator or designee’s decision about grade appeals is final.
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