
 
 

Grade Change Policy 

 
Teachers must diligently maintain records that justify the final course grade awarded a student.  Assuming due 

diligence on the part of the teacher, and that no mistake or clerical error has been made in the tabulation of 

grades, every student is ultimately responsible for the grade that he/she is awarded.  

 

Changes to a test grade or a class assignment grade, once issued by the teacher, may occur only where there has 

been a clear mistake, clerical error, misidentification of the student by the teacher, or supplementary work 

submitted by the student for missed assessments.  The teacher who issued the test or assignment grade may 

change or direct the changing of the grade due to a clear mistake, clerical error, misidentification, or 

supplementary work submitted.  Requests for grade changes on tests or class assignments shall be handled 

between the student and the teacher, with the teacher being the final determinant of the decision.  The teacher 

shall document the justification for the test grade or class assignment grade change.   Nothing in this policy is 

intended to apply to grade changes for statewide tests used to determine adequate yearly progress or graduation 

from high school.  If there is a need to change a grade or result on such state-mandated testing due to a clearly 

clerical mistake as where a student has been misidentified, the Principal shall promptly notify the assessment 

and accountability division of the Public Education Department for guidance.  

 

Changes to course grades may be made by a teacher where there has been a clear mistake or clerical error in the 

tabulation or misidentification of the student.   Such course grade changes must be brought to the attention of, 

and approved by, the Principal, upon authorization and proper documentation by the teacher. 

 

A student of legal age or parent/guardian who requests a course grade change shall utilize the following 

procedure:      

 

1. The student/parent must complete and submit to the Principal a  signed, written “Grade Change 

Request” form stating reasons for the course grade change request, within five days of receipt of the 

course grade. 

2. Upon request, the student/parent will be permitted to review any available records and documents 

belonging to the student related to the determination of how the grade was awarded. 

3. The Principal will consult with the teacher to determine if there has been any clear mistake or clerical 

error, or if there has been any misidentification of the student. 

4. In further consultation with the teacher, the Principal will determine if a change in final course grade is 

merited for any other justifiable reason, such as extenuating circumstances articulated and demonstrated 

by the student/parent, additional graded work submitted by the student, additional or make-up testing, or 

other meaningful criteria that can be verified. 

5. The teacher who issued the course grade shall provide to the Principal his/her reasons to support or 

oppose the requested grade change and shall not be pressured into or retaliated against for making a 

certain recommendation. 

6. As part of fact-finding, the Principal will meet with the student/parent and the teacher, together or 

separately, to determine the validity of the student’s/parent’s request. 

7. A written, signed response which includes the Principal’s findings and decision will be provided to the 

student/parent within five days of the meeting.  The response shall include whether the request is denied 



or allowed and the grade entered if allowed.  If a grade change is allowed, the Principal’s response shall 

articulate the reasons and basis for the grade change. 

8. The Principal will be the final determinant of the decision. 

9. If the Principal decides that a grade change is merited, in addition to the student or parent, the Principal 

shall comply with any NMPED notification requirements. 

10. If the Principal decides that a course grade change is merited for a particular student, the grade change 

must be equally available and applied to all students who are similarly situated. 

11. The “Grade Change Request” form and a copy of the Principal’s decision shall be placed in the student’s 

permanent cumulative record file.  The student/parent may request of the Principal that the documents 

be removed and destroyed upon the student transferring or graduating from the school.  The Principal 

has full discretion in complying with the student’s/parent’s request. 

 

Due to the urgent nature of determining whether a grade change is merited, the timelines established herein 

shall be considered maximums. 

 

The New America School-LC shall strictly adhere to FERPA in administering this Grade Change Policy. Under 

no circumstances will the identity of the student involved in the grade change request be made known publicly, 

and confidentiality involving the request and the identity of the student will be maintained among those 

personnel involved in addressing and processing the grade change request.  Additionally, the identity of any 

other students whose grades may be used for comparison purposes shall not be disclosed publicly, or to the 

student/parent making the grade change request.  Adherence to FERPA requirements and regulations regarding 

student records and information shall be required of all school personnel. 

 

This Grade Change Policy in no way limits or eliminates the rights afforded to parents under federal regulations 

34 CFR Sections 300.618 through 300.621 under the Individuals with Disabilities Education Act, and 34 CFR 

Sections 99.20 throuh 99.22 under FERPA, both as they relate to amendment of a student’s educational records. 
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