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DESCRIPTION: 
At the end of each semester, instructors must submit their final grades electronically by the deadline date posted from the Registrar’s Office.  The Registrar’s Office (Records) sends a memo to faculty areas outlining the final grade submission deadlines, which the Departmental Assistant circulates to their faculty.  Faculty are to enter student grades through Web for Faculty.  The following circumstances will require instructor follow-up:
· Incomplete grade
· Student not on the class list

· Grade not submitted for a student

· Change of grade
STEPS:

Incomplete grade: An instructor and the student complete an Incomplete Grade (I) Contract when the instructor agrees to give the student more time to complete the course requirements.  An assigned completion date must be indicated on the form.  Please ensure that section D of the form is completed and signed by the student, the instructor and the Dean or Associate Dean.  At the end of the contract the instructor must submit a completed Change of Grade form to the Registrar’s Office to record the student’s final grade.   
Student not on the class list: If a student does not appear on a class list and has been attending the class but not registered, the student must submit a petition to the Registrar’s Office to add this class to receive their grade.  Note that it is the student’s responsibility to pick up the Petition Form from the Registrar’s Office for this process.
Grade not submitted for a student: If a student has not been attending the class and his/her name appears on class list, the instructor will assign the student a grade of UN (Unofficial Withdrawal), not a “W”. 

Change of grade: In order for the student’s grade to be recorded, a Change of Grade Form must be submitted within 10 days from the expiry date of the Change of Grade contract to the Records Department at the Registrar’s Office.   Refer to the form regarding the distribution of this four-copy NCR form.

REFERENCES: 

The College Grading Policy http://www.douglas.bc.ca/about/policies/edu/grading.html
Appeals, Petitions and Formal Complaints http://www.douglascollege.ca/calendar/geninfo/ggenin.html
ATTACHMENTS: 

Incomplete Grade (I) Contract

Web for Faculty Grade Submission Procedure
Change of Grade Form 


