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AR 4231 Grade Changes 
 
Reference(s): 
	Education Code Sections 76224 and 76232;
Title 5 Section 55023, 55024, 55025
 
 
Grades from a grading system shall be averaged on the basis of the point equivalencies to determine a student’s grade point average using only the following evaluative symbols: 
 
Evaluative Symbols: 
A – Excellent (Grade Point = 4) 
B – Good (Grade Point = 3) 
C – Satisfactory (Grade Point = 2) 
D – Less than satisfactory (Grade Point = 1) 
F – Failing (Grade Point = 0) 
P – Passing (At least satisfactory – units awarded not counted in GPA) 
SP – Satisfactory Progress towards completion of the course (Used for noncredit           courses only and is not supplanted by any other symbol) 
NP – No Pass (Less than satisfactory, or failing – units not counted in GPA) 
 
 
Non-Evaluative Symbols: 
I – Incomplete:  Incomplete academic work for unforeseeable, emergency and justifiable reasons.  The condition for the removal of the “I” shall be stated by the instructor in a written record.  The record shall contain the conditions for the removal of the “I” and the grade assigned in lieu of its removal.  The record must be given to the student with a copy on file with the registrar until the “I” is made up or the time limit has passed.  A final grade shall be assigned when the work stipulated has been completed and evaluated, or when the time limit for completing the work has passed.  The “I” may be made up no later than one year following the end of the term in which it was assigned.  The “I” symbol shall not be used in calculating units attempted nor for grade points. 
 
IP – In Progress:  The “IP” symbol shall be used only in courses which extend beyond the normal end of an academic term.  It indicates that work is “in progress,” but that assignment of an evaluative symbol (grade) must await its completion.  The “IP” symbol shall remain on the student’s permanent record in order to satisfy enrollment documentation.  The appropriate evaluative symbol (grade) and unit credit shall be assigned and appear on the student’s permanent record for the term in which the course is completed.  The “IP” symbol shall not be used in calculating grade point averages.  If a student enrolled in an “open-entry, open-exit” course is assigned an “IP” and does not re-enroll in that course during the subsequent term, the appropriate faculty will assign an evaluation symbol (grade) to be recorded on the student’s permanent record for the course. 
 
RD – Report Delayed:  The “RD” symbol may be assigned by the registrar only.  It is to be used when there is a delay in reporting the grade of a student due to circumstances beyond the control of the student.  It is a temporary notation to be replaced by a permanent symbol as soon as possible.  “RD” shall not be used in calculating grade point averages. 
 
W – Withdrawal:  The “W” symbol may be used to denote withdrawal in accordance with the requirements of Title 5 Section 55024. 
 
EW – Excused Withdrawal:  The “EW” symbol may be used to denote an excused withdrawal in accordance with the requirements of Title 5 Section 55024. 
 
MW – Military Withdrawal:  The “MW” symbol may be used to denote military withdrawal in accordance with Title 5 Section 55024. 
 
Determination of Final Grades and Grade Changes

The instructor of the course shall determine the final grade (evaluative symbol) to be awarded to each student.

The determination of the student's grade by the instructor is final in the absence of mistake, fraud, bad faith, or incompetence. “Mistake” may include, but is not limited to, errors made by an instructor in calculating a student’s grade, and clerical errors. “Fraud” may include, but is not limited to, inaccurate recording or change of a grade by any person who gains access to grade records without authorization.

The removal or change of an incorrect grade from a student's record shall only be done pursuant to Education Code Section 76232 or by an alternative method that ensures that each student shall be afforded an objective and reasonable review of the requested final grade change.

If a student believes they have valid grounds to challenge a grade, they must first attempt to informally resolve the problem with the instructor. Once grades are available, the student is expected to contact their instructor directly to discuss the dispute by phone or email. If the instructor is not available or is no longer employed by the District, the student should contact the Department Chair.

When challenging a final grade assigned by an instructor, the burden of proof is on the student to provide evidence of mistake, fraud, bad faith, or incompetence.

The formal request for review of a final grade must be filed within one (1) year after the issuance of grades for the semester during which the student was enrolled in the given course. A formal request is made by submitting a Grade Grievance form available from Division Offices. 

In cases involving fraud, bad faith, or incompetence, the final determination regarding the removal or change of final grade shall be made by the Vice President of Academic Affairs, the Chief Instructional Officer, in consultation with the appropriate Dean and the Department Chair.
In all cases, the instructor who first awarded the final grade evaluative symbol will be given written notice of any change to an evaluative symbol.

Excused Withdrawal (EW) After Grades Are Posted

Students may petition for an Excused Withdrawal (EW) after grades have been posted in accordance with Title 5 § 55024 and Education Code § 76232 when extenuating circumstances beyond their control prevented course completion.

Under Title 5 § 55023, the EW is a non-evaluative symbol that does not reflect academic performance or affect grade-point averages. Although posting an EW may require the removal of a previously assigned evaluative grade, it is not considered a grade change because it records a withdrawal for extenuating circumstances rather than academic evaluation.

For purposes of post-grade EW petitions, the District classifies the assignment of an EW after final grades have been posted as a non-evaluative symbol reassignment under Title 5 § 55023. Accordingly, these petitions are not processed as grade changes under Title 5 § 55025 and may be reviewed directly by the Academic Senate’s designated committees.

Review Process

Petitions shall be reviewed by a committee designated by the Academic Senate.
Faculty retain authority over processes for academic evaluation under 
Education Code § 76224(a). 

The Academic Senate’s designated committees act on behalf of faculty for EW requests submitted after grades are posted to ensure timely and equitable student support.

At Santiago Canyon College, Excused Withdrawal (EW) petitions shall be reviewed by the Exceptions to Academic Regulations (EAR) Committee, consistent with the committee’s locally approved charge and membership structure.

At Santa Ana College, EW petitions shall be reviewed by the faculty members serving on the Admissions and Guidance (A&G) Committee, who are designated by the Academic Senate for EW petition review.

Supporting documentation shall not be required for consideration.

Petitions approved by these committees shall be processed by Admissions and Records.

Approved petitions shall result in the assignment of the EW non-evaluative symbol in place of the posted evaluative grade, consistent with Title 5 §55023.

Admissions and Records shall record the EW non-evaluative symbol in place of the posted evaluative grade and shall communicate this reassignment to both the student and the instructor of record.

Security of Grade Records

The District shall implement security measures to ensure that no person may obtain access to student grade records without proper authorization.

These measures shall be installed as part of any computerized grade data storage system.
The measures implemented by the District shall include, but not necessarily be limited to, password protection for all student grade data bases, locking mechanisms for computer stations from which student grade data bases can be viewed, and strict limits on the number of persons who are authorized to change student grades.

Persons authorized to process approved grade changes shall be designated by the Dean of Enrollment and Student Support Services for the purpose of maintaining the integrity of student records. 

Authorization to process a grade change does not confer authority to determine or approve grade changes, which remain the responsibility of the instructor or the Chief Instructional Officer in designated circumstances.

No more than five District employees may be authorized to process student grade changes. Only regular full-time District employees may be assigned this responsibility. Student workers shall not have access to grade records or process grade changes at any time.

Any person who discovers that grades have been changed by someone other than a person authorized to do so shall notify the Dean of Enrollment and Student Services immediately.

The Dean of Enrollment and Student Support Services, in coordination with the Vice President of Student Services and with required notification to the Vice President of Academic Affairs (Chief Instructional Officer), shall immediately take steps to secure the grade storage system while an investigation is conducted to protect record integrity and faculty grading authority.

Following any security incident involving grade records, the Vice President of Academic Affairs shall notify the Academic Senate President and consult with the Senate regarding any procedural or policy implications arising from the incident or subsequent investigation.

If any student’s grade record is found to have been changed without proper authorization, the District will notify: the student; the instructor who originally awarded the grade; any educational institution to which the student has transferred; the accreditation agency; and appropriate local law enforcement authorities.

Whenever a grade is changed for any reason, corrected transcripts will be sent to the student and any educational institution to which the student has transferred.

Any person found to have gained unauthorized access to grade systems or to have changed a grade without proper authority shall be reported to the appropriate law enforcement agency having jurisdiction over the college where the incident occurred.
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