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FILE: IKC 

GRADE CHANGE REQUIREMENTS AND APPEALS 

 

I. Purpose 

 

The purpose of Policy IKC is to establish the requirements for changing a student’s grade and the 

process for appealing an assigned grade.  

 

II. Background 

 

Maryland law requires a local school system to develop a written policy on the process to be 

followed to change a student’s grade.  A local school system is also required to adopt appeal 

procedures. 

 

III. Definitions 

 

Within the context of this policy, the following definitions apply: 

A. Appeal: Process initiated by a parent, guardian, or student over 18 years old, within five (5) 

school days after the release of a marking period grade or final report card. 

 

B. Assigned Teacher: Teacher of record for a course in question during the specified time period 

as assigned in the electronic student information system.  A co-teacher assigned to the 

course also qualifies as an assigned teacher. 

 

C. Final Grade: Grade calculated based on the average of marking period grades and course 

assigned term code (marking period, semester, and full year).  This is the grade that appears 

on a student’s official transcript. 

 

D. Grade Change:  A modification to any marking period grade. 

 

E. Grade Verification Window: The ten (10) day period at the end of the marking period for 

teachers to make grade changes. 

 

F. Teacher of Record: The classroom teacher who is responsible for assigning a grade to a 

student.   

 

IV. Policy Statement/Procedures 

 

The Superintendent is authorized to adopt an administrative regulation that provides an 

explanation of grade changing procedures, including: 

 

A. A timeline for marking period grade changes that cannot exceed forty-five (45) school days 

following the last day of the marking period.  For a change of grade for the fourth marking 

period, the timeline would normally begin on the first day of school in the new school year 

unless the student was involved in a summer program for grade improvement; 

 

B. The titles of the personnel at the school and central office level authorized to make marking 

period grade changes; 

 

C. Required documentation that authorized personnel are to maintain to support the marking 

period grade changes, including, at a minimum the: 
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1. Name of the assigned teacher requesting the grade change; 

2. Reason for the grade change; 

3. Signature of the person approving the grade change; 

4. Reason for the approval; 

5. Date of the approval; and  

6. Signature of the principal. 

 

D. How and when the school system will audit the validity of the grade changes each year; and 

 

E. How to file a grade change appeal and the basis for appealing a grade that has been 

assigned to a student.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: Code of Maryland Administrative Regulations 13A.03.02.08 

 

 

 

 

 

Approved: ________________________ 

Board of Education of Washington County  


