Grade Change Procedure

	 

Purpose:
To ensure that the University procedure for change of grade is implemented as stated in the University regulations.  

 

	Responsibility
	Steps of the procedure
	Forms & References

	 

Course Instructor /Coordinator

 

Dept. Chairman

 

 

College Dean

 

 

Registrar

 
	 

1. Complete Grade Change, sign it and present it to the department chairman for approval. 

2. If approved, forward to the college Dean in case of grade, other than IC. Else send the form to Registrar.

3. Approve change of grade and forward to Registrar.

4. Update student academic record accordingly. 

 
	 

Grade Change Form


