[bookmark: _GoBack]Advisors’ Guide for Grade Forgiveness
The Policy

Advisors can review the current Grade Forgiveness Policy in the Undergraduate Catalog – Academic Regulations – Institutional Grading Policies – Grade Forgiveness Policy: http://catalog.uta.edu/academicregulations/grades/#undergraduatetext.   

Language related to “exclusions” and “replacements” has been modified to “omission” and “substitution,” respectively, within the Grade Forgiveness Policy to avoid confusion with former Grade Replacement and Exclusions policies.  
General Process

1. First-time-in-college freshman students who entered UT Arlington Fall 2013 or after will be able to utilize the Grade Forgiveness Policy.  The student must work with an academic advisor in their major department to complete the grade forgiveness request process.
2. The academic advisor will complete a separate Grade Forgiveness Request Form for each of the two grade forgiveness options available via a workflow in SharePoint.
3. The Grade Forgiveness Request Forms will be available for academic advisors to complete for a student from Census Date of the term or session through the Last Drop Date.  Once the academic advisor has submitted the form, an email message will be sent to the Final Department Approver prompting that approver to review the request and approve or deny in accordance with University and department policies.
4. Once the Final Department Approver has approved or denied the request, the request will be sent to the Office of Admissions, Records and Registration (ARR) for final processing.  ARR will not serve as a gatekeeper for the policy, so the departments must fully vet the student in accordance with University and department policies to ensure consistent administration across campus.
5. The student will receive an email notification once the final approval or denial has been processed by ORR.

Questions related to the processing of a grade forgiveness request can be sent to ARR - forgiveness@uta.edu - for feedback.




Identifying First-Time-in-College Students

Students are identified in MyMav as first-time-in-college (FTIC) by admission type and recruiting category.  Examples:

· ADMIT TYPE = 1 (New Freshman)
· Navigation:  Student Admissions > Application Maintenance > Maintain Applications.  Tab =  Application Data.
· Example: first screenshot below
· RECRUITING CATEGORY 
· AUFR = First-time freshman with no previous college work:  Example - 1001262163 
· AUFC = First-time freshman with previous dual credit college work: Example - 1001163947 
· Navigation:  Student Admissions > Application Maintenance > Maintain Applications.  Tab =  Application School/Recruiting.
· Example of student with multiple recruiting categories:  1000812734

ADMIT TYPE:
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RECRUITING CATEGORY:

AUFR = First-time freshman with no previous college work
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AUFC = First-time freshman with previous dual credit college work
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RECRUITING CATEGORY – Example of student with multiple recruiting categories:
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Using SharePoint to Create Grade Forgiveness Requests

Advisors will access the form on a SharePoint location.  SharePoint can be accessed from home computers with a functional VPN connection to campus.  SharePoint functionality is maximized when used in Internet Explorer.

If issues cannot be resolved with the aids provided on the landing page (see below), questions related to the use and navigation within SharePoint can be sent to recordsandregistrationprocessing@uta.edu.

SharePoint Location:

https://acad.sp.uta.edu/sites/advisors

Figure 1: SharePoint Landing Page for Grade Forgiveness Requests
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For those advisors who have not yet worked in SharePoint, the link circled in red (see Figure 1) may be helpful in:  1) setting up browsers to avoid continuous log-in prompts and 2) addressing frequently asked questions (via the link SharePoint_FAQ in the left menu).  This job aid will also be available on this site as well as in the online Advisor Handbook.
Security Access

For Advising Administrators, if a new academic advisor needs to have access to complete Grade Forgiveness Request Form, please request that access by emailing recordsandregistrationprocessing@uta.edu.  The Advisor will be granted access to the Grade Forgiveness Request Form once he/she has completed the official MyMav Training offered by the University Advising Center.

Given the importance of the advising related to this issue, only staff who have consistent contact with students for advising should complete these requests even though they may have been granted access to the Undergraduate Advising Role to complete other duties that support academic advising.  Likewise, if a department needs to request access for Final Department Approver, please request that access by emailing recordsandregistrationprocessing@uta.edu.  
How to Complete the Form

1. Click on “Create a New Grade Forgiveness Request” in the left menu.
2. Complete the Academic Advisor Information section (see Figure 2).  

Figure 2: Grade Forgiveness Request – Academic Advisor Information
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a. Items with a red asterisk must be completed for the form to submit.
b. Do not complete this form for a student that is not currently within your major.
c. Do not complete this form under another academic advisor’s name and authority.
d. Do not complete this form for a student whose admit term (first term at UT Arlington) was prior to Fall 2013.

3. Complete the Student Information section (See Figure 3).

a. Items with a red asterisk must be completed for the form to submit.
b. UTA Email:  Advisors must only enter the UTA Email address for the Student Information email.  Students will receive email notifications related to the approval or denial of their request which will contain FERPA-protected information.  Therefore, only the UTA email should be submitted on this form.
c. Current Academic Plan: Select the student’s current academic plan from the drop down menu provided.  Advisors will only be able to select academic plans available to students from a particular college/school.
d. Is the student currently enrolled?: Select “Yes” if the student is:  1) enrolled in the current term or 2) if grades have posted at the end of the term and the student is enrolled for the following term.  Select “No” option if the student is: 1) not currently enrolled at UTA and it is prior to official grades posting at the end of a term or 2) if grades are official at the end of a term and the student is not enrolled in the immediate following term.  If advisors click “No,” the form will not submit for further processing (see Figure 6). 
i. Note: Once grades are deemed official by ARR, academic advisors will have access to complete the request forms, however, business practices dictate that ARR will not begin processing Grade Forgiveness Requests until Census of the next term to ensure the student is officially enrolled at that time as well.  
ii. Note:  Students who may be able to improve their academic standing after completing a grade substitution once grades have posted may be a good candidates for Early Readmission consideration pending a post-Census grade change if the new grade can be verified and will make a difference in academic standing.



Figure 3: Grade Forgiveness Request – Student Information
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e. Student Admit Term: Select the term and the year from the drop down menus. Advisors will not be able to submit a form for a student who entered prior to Fall 2013.  Advisors can verify the Admit Term in MyMav > Campus Community > Student Services Center > Academics tab > Admit Term (See Figure 4).  If the student was admitted prior to Fall 2013, advisors should review the Grade Exclusion or Replacement Policies for consideration.



Figure 4: MyMav>Campus Community>Student Services Center>Academics tab>Admit Term
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f. Did this student enter UTA as a first-time-in-college student…?:  Select “Yes” or “No.”  

i. To determine if a student was admitted as a New Freshman or Freshman Transfer Student to be eligible for this policy, advisors will have to check in MyMav for the student application information at:
ii. MyMav> Student Admissions > Application Maintenance > Maintain Applications > Application Data tab
iii. Advisors should select “Yes” if the Admit Type is New Freshman (see Figure 5).  Also, select “Yes” if the student lists as a New Transfer with an Academic Level of Freshman and it is the end of the first term on campus (see Figure 6).  The Academic Level defaults to Freshman level until transcripts are received and evaluated by UTA, so if the student has been here for one full term and is listed as a Freshman in this field, it is verified that the student was a freshman transfer student.
iv. Advisors will select “No” if the student lists as a New Transfer with an Academic Level of Sophomore or above.
g. If advisors select “No” for key items, the form will prevent advisors from submitting the form as the student is not eligible for the grade forgiveness options (see Figure 7).



Figure 5: MyMav>Student Admissions>Application Maintenance>Maintain Applications>Application Data – New Freshman 
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Figure 6: MyMav>Student Admissions>Application Maintenance>Maintain Applications>Application Data – Freshman Transfer
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Figure 7: Grade Forgiveness Request – Student Information – Not Allowed to Submit Messages
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4. Once the advisor has completed the Student Information section, the Request Form will populate with an option to select Grade Omission or Grade Substitution (see Figure 8).
a. Select Grade Omission or Grade Substitution and then “Submit” for the next section of the form to become available.
Grade Omission 

5-A.  Items with a red asterisk must be completed for the form to submit (see Figure 9).  

a.  Only 1000 and 2000 level courses can be omitted from the overall cumulative GPA calculation. Advisors who enter a 3000 or 4000 level course will not be able to submit the form, and the Course Number Box will highlight with a red-dashed line.

b.  Only courses with a letter grade of “D” or “F” can be omitted.

b. There are 5 items that an academic advisor should verify in completing the grade omission to ensure compliance with the policy.  If an academic advisor cannot verify and check off each of the 5 boxes, the Request should not be submitted.  Some of these issues are very important to discuss with the student, as well.  For instance, students can only omit a grade for a course if that course is no longer needed for a particular major degree plan.  The advisor must verify that the student has changed from the previous major to a new major (e.g. check Unofficial Transcript Academic Plan History for changes) in which that course is no longer needed to complete the degree.  The student must also understand that the student cannot return to the previous major (or any major requiring that course) once the omission has been completed…so no gaming the system. 

Figure 8: Grade Forgiveness Request – Omission or Substitution
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Figure 9: Grade Forgiveness Request – Grade Omission
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d.  Discuss each of the items under Further Policy Advising with the student and check off the boxes as the discussion item is completed (see Figure 10).  Best practice dictates that students are fully aware of the repercussions of this request and what will and will not happen as a result of an approval of this request.  This advising is best done in person, however, if the student is not present when the Request is complete as a result of distance advising, be sure the student has read these issues and acknowledges their understanding in writing before submitting this form to protect the advisor’s actions.  Note: The same “Further Policy Advising” options will be at the end of a Grade Substitution Request, as well.

e.  Once the form has been fully completed, the Advisor can click “Submit” at the end.  Refer to the “General Process” section for next steps.



Figure 10: Grade Forgiveness Request – Further Policy Advising
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Grade Substitution 

5-B.  Items with a red asterisk must be completed for the form to submit (see Figure 11).  

a. Only 1000 and 2000 level courses can be substituted. Advisors who enter a 3000 or 4000 level course will not be able to submit the form and the Course Number Box will highlight with a red-dashed line.

b. Only courses with a letter grade of “D” or “F” can be substituted.

c. When a course substitution is completed, the student should have already successfully completed the course and earned a grade of A, B, C, or D. If the student withdraws from or earns an F in the course, it is not considered a successful completion of the course and should not be submitted for grade substitution.  If the student successfully completes the course on the third attempt at the course (i.e., receives a letter grade of A, B, C, or D), a substitution can be requested. 

d. There are 5 items that an academic advisor should verify in completing the grade omission to ensure compliance with the policy.  If an academic advisor cannot verify and check off each of the 5 boxes, the Request should not be submitted.  

e. Discuss each of the items under Further Policy Advising with the student and check off the boxes as the discussion item is completed (see Figure 10).  Best practice dictates that students are fully aware of the repercussions of this request and what will and will not happen as a result.  This advising is best done in person, however, if the student is not present when the Request is complete as a result of distance advising, be sure the student has read these issues and acknowledges their understanding in writing before submitting this form to protect the advisor’s actions.  Note: The same “Further Policy Advising” options will be at the end of a Grade Omission Request as well.

Figure 11: Grade Forgiveness Request – Grade Substitution	
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f. Once the form has been fully completed, the Advisor can click “Submit” at the end.  Refer to the “General Process” section for next steps.
For Final Department Approvers

1.  Final Approvers will receive an email such as the one depicted in Figure 12.

2. The Final Approver must click on the blue link “Grade Forgiveness Request” in the email to access a request to access the approval process for a particular student.

3. The Final Approver will see the information supplied by the Academic Advisor (see Figure 13). The Final Approver should complete the necessary verification that the student is eligible for the grade forgiveness in accordance with the University policy as well as Department policy and select “Yes” or “No” from the drop down menu. Then supply comments related to the decision, especially if a “No” (denial) is provided.

4. Click “Submit.”

Figure 12: Final Approver Notification Email	
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Figure 13: Final Department Approver View	
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Student Notifications

1. Students will receive an email (see Figure 14) indicating that an academic advisor has submitted a grade forgiveness request for them.
2. Students will receive an email once the final decision has been approved by the Final Department Approver and ARR has completed their processing.








Figure 14: Student Notification of Grade Forgiveness Request Filing
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University of Texas at Arlington

'7%‘ Grade Forgiveness Request [cee)

Use this electronic form to submit a request for a grade forgiveness option in accordance with the Grade
Forgiveness Policy. As the policy states, each first-time in college student has the option for grade forgiveness for 2
courses at the 1000-2000 level. Advisors must submit a separate form for each course. Please direct any questions
to the Office of Records or the job aid entitled, “Advisors Guide to Grade Forgiveness.”

Academic Advisor Information

This form must originate from an Academic Advisor in the department of the student’s current major. If the student
is not currently in your major, please refer the student to the Academic Advisor in the current major department or
change the student’s major before completing this form.

Advisor Name (first last)*:
Advisor Phone:

Advisor Email*:

Advisor Major Dept*: E

Student Information

UTA Email*:
Current Phone:
Current Academic Plan:

Is this student currently enrolled? ¢ yeg

“ No

#125%
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courses at the 1000-2000 level. Advisors must submit a separate form for each course. Please direct any questions
to the Office of Records or the job aid entitled, “Advisors Guide to Grade Forgiveness.”

This form must originate from an Academic Advisor in the department of the student’s current major. If the student
is not currently in your major, please refer the student to the Academic Advisor in the current major department or

Academic Advisor Information

change the student’s major before completing this form.

Advisor Name (first last)*:  Dawn Remmers

Advisor Phone: 27162

Advisor Email*:  dremmers@uta.edu

Advisor Major Dept*:  University College

Name*:

Maverick ID Number*:
UTA Email*:

Current Phone:
Current Academic Plan:

Is this student currently enrolled?

Student Admit Term*:

Did this student enter UTA as a
first-time-in-college student, or
as a freshman transfer student
with 24 hours or less in transfer

work?*

According to the Grade Forgiveness Policy, students can complete 2 grade substitutions OR 1 grade substitution
and 1 grade omission. Reminder: Advisors will submit a separate form for each course.

Student Information

Blaze Maverick

1000555555
blazemaverick@mavs.uta.edu
555-555-5555

EXSS_UCOL EXSS - University College

® Yes
“ No

Fall  [v]2013 [7]

i@ Yes

“ No
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courses at the 1000-2000 level. Advisors must submit a separate form for each course. Please direct any questions
to the Office of Records or the job aid entitled, “Advisors Guide to Grade Forgiveness.”

Academic Advisor Information

This form must originate from an Academic Advisor in the department of the student’s current major. If the student
is not currently in your major, please refer the student to the Academic Advisor in the current major department or
change the student’s major before completing this form.

Advisor Name (first last)*:  Dawn Remmers

Advisor Phone: 27162

Advisor Email*:  dremmers@uta.edu

Advisor Major Dept*:  University College E

Name*:

Maverick ID Number*:
UTA Email*:

Current Phone:
Current Academic Plan:

Is this student currently enrolled?

Student Admit Term*:

Did this student enter UTA as a
first-time-in-college student, or
as a freshman transfer student
with 24 hours or less in transfer

work?*

Student Information

Blaze Maverick
1000555555
blazemaverick@mavs.uta.edu

555-555-5555

EXSS_UCOL EXSS - University College [~]

C Yes  Student must be enrolled to complete this transaction.
® No

Fall  [v]2013 [7]

C Yes  Studentswho enter UTA as a transfer with 24 hours or more of transfer
@ No  courseworkare not eligible for this policy.
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Advisor Major Dept™:  University College

UTA Email*:

Current Phone:
Current Academic Plan:

Is this student currently enrolled?

Student Admit Term*:

Did this student enter UTAas a |
first-time-in-college student, or

Student Information

Blaze Maverick

1000555555
blazemaverick@mavs.uta.edu
555-555-5555

EXSS_UCOL EXSS - University College

® Yes
“ No

Fall  [v]2013 [7]

Ives
“ No

as a freshman transfer student
with 24 hours or less in transfer
work?*

According to the Grade Forgiveness Policy, students can complete 2 grade substitutions OR 1 grade substitution
and 1 grade omission. Reminder: Advisors will submit a separate form for each course.

A grade substitution should be used when the student has 1) retaken the course, 2) successfully completed it, and 3)
wants the new grade to substitute for the former grade in the cumulative GPA calculation.

A grade omission should be used when the student has 1) changed his/her major, 2) no longer needs that course for
the major field of study, and 3) wants to omit that grade from the cumulative GPA calculation.

Please select the appropriate option for this Grade Forgiveness course request:
 Grade Omission  Grade Substitution
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Course Information - Grade Omission
A grade omission should only be used when the student has 1) changed his/her major, 2) no longer needs that
course for the major field of study, and 3) wants to omit that grade from the cumulative GPA calculation. Only one
grade omission can be complete per student.

Reminder: A major field of study course that also completed a Core Curriculum requirement can be omitted if the
new major does not require that course for the major field of study.

Please provide the information below and then click, “Submit.”

Course Prefix* Course Number* Semester Course Taken* Grade Received*

MATH 1426 Fall  [+] 2013 [+] D [~]

Verify each of the following items and check the box to acknowledge that these conditions have been met*:

[ The course for omission is not needed for the student’s current major academic plan.
[ The course is a 1000 or 2000 level course only.

[ The student has not utilized more grade substitution/omission combinations than the policy permits. Allowable: two
grade substitutions or a combination of one grade substitution and one grade omission.
[+ Only one grade omission is being requested.

5] Has the student changed his/her major since taking this course?

If you cannot check all of the boxes above, the course is not eligible for omission and cannot be submitted for further review.

Further Policy Advising

Verify that you, as the Academic Advisor, have advised the student on the following issues related to the Grade Forgiveness
Policy*:

[~ Student should understand that he/she would not be able to change to any major that required the course
that is being omitted, if applicable.

™ Not applicable.

[~ Student should understand that he/she would not be able to complete credit for a course via credit by exam
after utilizing grade substitution or omission.

r Student should understand that courses that are substituted or omitted cannot be used toward the total
hours or requirements needed to earn a degree.

[~ Student should understand that courses that are substituted or omitted are not removed from the student’s.
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Further Policy Advising

Verify that you, as the Academic Advisor, have advised the student on the following issues related to the Grade Forgiveness
Policy*:

[v Student should understand that he/she would not be able to change to any major that required the course
that is being omitted, if applicable.

™ Not applicable.

v Student should understand that he/she would not be able to complete credit for a course via credit by exam
after utilizing grade substitution or omission.

v Student should understand that courses that are substituted or omitted cannot be used toward the total
hours or requirements needed to earn a degree.

[ Student should understand that courses that are substituted or omitted are not removed from the student’s
official transcript; they are only removed from the student’s GPA. These semester credit hours still impact
Excessive Hours policies. Grades earned in substituted and omitted courses will also impact Latin Honors
calculations for graduation.

[ Student should understand that once a grade substitution or omission has been filed and applied to the
transcript, it cannot be reversed.

[ Student should understand that utilizing grade substitution and omission merely repairs the impact on the
current cumulative grade point average. Substantive behavior changes need to be addressed for success in
future courses.

[v  Student should understand that grade substitutions and omissions cannot be applied to students’ transcripts
after they have graduated from UT Arlington.

[ Students who are on financial aid or scholarships have a responsibility to verify the impact of a grade
substitution or omission on their aid.
I Not applicable.

[~ Student athletes have a responsibility to verify the impact of a grade substitution or omission on their
eligibility.
" Not applicable.

[~ International students have a responsibility to verify the impact of a grade substitution or omission on their
visa requirements.
{7 Not applicable.

Submit
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Course Information - Grade Substitution
A grade substitution should be used when the student has 1) retaken the course, 2) successfully completed it and
has a new final grade posted for the course, and 3) wants the new grade to substitute for the former grade in the
cumulative GPA calculation.

Reminder: Advisors will submit a separate form for each course.

Please provide the information below and then click, “Submit.”

Course Course Semester Course First  Grade in Course when Semester Course Second
Prefix* Number* Completed* First Completed Completion (received A, B,
(received D or F grade) G, or D grade)*

HIST 1311 Fll 7] F [=]  spring [+] 2014 [+]

Verify each of the following items and check the box to acknowledge that these conditions have been met*:
[v The course is a 1000 and 2000 level course only.

[ The student has not utilized more grade substitution/omission combinations than the policy permits. Allowable: two
grade substitutions or a combination of one grade substitution and one grade omission.

[ Agrade of A, B, C, or D has posted to the student’s official transcript for the second attempt of the course.
[ The course for substitution is not listed or taken s a Pass-Fail course.
{¥HIf itis a topics-based course, the course topic must be the same but instructors may vary.
If you cannot check all of the boxes above, the course is not eligible for substitution and cannot be submitted for further

review.

Further Policy Advising

Verify that you, as the Academic Advisor, have advised the student on the following issues related to the Grade Forgiveness
Policy*:
[~ Student should understand that he/she would not be able to change to any major that required the course
that is being omitted, if applicable.
¥ Not applicable.

v Student should understand that he/she would not be able to complete credit for a course via credit by exam
after utilizing grade substitution or omission.
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From: UTA Advisors <No-replySharePoint@uta.edu> Sent: Mon 12/2/2013 1203 PM
To: Brant, kell
c
Subject: Grade Forgiveness Request for Blaze
’ ’ ' . ' o ) ®
Please review the Grade Forgiveness Request submitted by Kelly Brant on behalf of Blaze. Within the form, please select either Yes or No to indicate your approval and then click ~ ~
Submit.
If you have any questions, please forward this message to forgiveness@uta.edu.
Thank you.
[Please do not reply to this auto-generated message]

©  see more about: UTA Advisors. ny -
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Advisor Name:
Advisor Phone:
Advisor Email:

Advisor Major Dept:

Name:

Maverick ID Number:
UTA Email:

Current Phone:
Current Academic Plan:

Is this student currently
enrolled?

Student Admit Term:

Did this student enter UTA as
afirst-time-in-college
student, or as a freshman
transfer student with 24
hours or less in transfer
work?

University of Texas at Arlington
Grade Forgiveness Request

Academic Advisor Information

Kelly Singleton

kbrant@uta.edu

University College

Student Information
Bubba

1000536688

knclark@uta.edu

ADVT_UCOL ADVT - University College

Yes

Fall 2013

Yes

[ Close |
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Maverick ID Number:

UTA Email:

Current Phone:

Current Academic Plan:

Is this student currently
enrolled?

Student Admit Term:

Did this student enter UTA as
afirst-time-in-college
student, or as a freshman
transfer student with 24

hours or less in transfer
work?

1000536688

knclark@uta.edu

ADVT_UCOL ADVT - University College

Yes

Fall 2013

Yes

Course Information - Grade Omission

Course Prefix

MATH

Course Number Semester Course Taken

1302 Fall 2013 D

submitted by kbrant 2013-12-05T08:07:33

Grade Received

To be completed only by Dean or Department Chair

Approver Name:  Remmers, Dawn R

Do you approve this  yes
request?

Comments (optional):  verified in compliance with policy. drr

Submit J

Close
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From: UTA Advisors <No-replySharePaint@uta.edu> Sent: Mon 12/2/2013 1203 PM
To: Brant, Kelly
e Clark, Kristen N
Subject: UTA Grade Forgiveness Request
) ) ®
A Grade Forgiveness Request was initiated on your behalf by Kelly Brant for the following course: "
Math 1302
This request will be approved or denied by the time of final grade posting this semester, and you will receive another message at that time.
Please contact your advisor if you have any questions.
[Please do not reply to this auto-generated message]

©  see more about: UTA Advisors. K -





