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PROCEDURE 
 
Assignment of grades is the responsibility of the instructor and presumes fairness and best 
professional judgment.  Reviewing a grade implies the instructor will share with the student the 
grades earned by the student and the instructor’s method of calculating the student’s final 
grade.  If an error has occurred in the calculation of the grade, the instructor will submit a 
grade change form to the appropriate office for processing, and will provide a copy to the 
student. 
 
A grade review should be resolved by conference between the student and the instructor who 
assigned the grade.  If the instructor is not available, the student should contact the Division 
Dean for the area in which the course was taught.  The student should call or email the 
instructor or dean prior to meeting so necessary information will be available.  No grade 
changes may be made after one calendar year.  (For information concerning the student 
appeal and grievance process refer to TCL Student Code.) 


