
Faculty Grade Change Process Following an Academic 
Integrity Resolution 
When a student is found responsible for an academic integrity violation that includes a 
grade-related sanction, the Office of Undergraduate Academic Integrity (OUAI) will notify 
both the student, the faculty member, the Department Head and/or Associate Dean once 
the case has been resolved. 

Please follow the steps below to implement the assigned grade penalty. 

Step 1: Student Receives the Outcome Letter 
The student will receive an official outcome letter from OUAI through Maxient. This 
letter outlines the findings, assigned sanctions, and any applicable grade penalty.  

Step 2: Faculty Member Receives the Grade Change Memo 
After the student has received the outcome letter, the faculty member will receive a 
corresponding memorandum via Maxient. The memo will include the student's case 
resolution, the assigned academic grade penalty and educational sanction, 
instructions for submitting the grade change, and a link to the Grade Change 
Confirmation Form.  

If the student receives a F* as the grade penalty, the Registrar will apply the grade 
change at the end of the semester. If the student receives a lowered course grade, the 
faculty member, Department Head and/or Associate Dean should update within 10 
business days of receiving the Faculty Memo. 

Please do not implement the grade penalty until you have received the official 
memorandum from OUAI. 

Step 3: Update the Student's Grade 
If the academic integrity case is resolved before the university's published grade 
submission deadline, update the student's grade by logging into HokieSPA and alter the 
grade under the grade submission worklist. 

Faculty may modify submitted grades until the published grade submission deadline. 



Step 4: Submit a Grade Change (After the Grade Submission Deadline) 
If the case is resolved after the published grade submission deadline, grade changes 
can no longer be completed in HokieSPA. 

In these cases, the faculty member must submit the grade change through the 
appropriate course offering department using the university's established grade change 
process. You must complete and submit a formal Grade Change Approval Form to the 
registrar. This requires a signature from your Department Head and Dean. 

Please consult your department if you have questions regarding departmental 
procedures. 

 

Step 5: Confirm the Grade Change 
Once the student's grade has been updated, either the faculty member or the 
appropriate departmental representative should complete the Grade Change 
Confirmation Form.  

This form should ONLY be used if the student has received a grade penalty that is 
less than the F*. 

The confirmation notifies OUAI that the grade penalty has been applied and allows us to 
accurately update the student's academic integrity case. 

 

OUAI will review the submitted confirmation, the students' grade in Banner, and finalize the 
student's case after the grade change has been verified. If the faculty member and/or 
department head fail to submit the grade change within 10 business days, they will receive 
an additional email notification to update the students' grade. 

If you have questions regarding the assigned grade penalty or the grade change process, 
please contact honorsys@vt.edu before submitting the grade change. 

Thank you for continuing to uphold Virginia Tech's commitment to academic integrity. 

 

https://www.google.com/url?sa=i&source=web&rct=j&url=https://www.registrar.vt.edu/content/dam/registrar_vt_edu/documents/Updates/forms/Assignment-of-Authorization-for-Grade-Change-Entry-and-Approval.pdf&ved=2ahUKEwi2rY_l3tKVAxURMVkFHRxDEXMQy_kOegoIAAgACAAICBAE&opi=89978449&cd&psig=AOvVaw1_foCOTPgWc51JuJ3D7XXl&ust=1784138180540000
https://forms.office.com/Pages/ResponsePage.aspx?id=hGiVYK0Q-kCGPU8yweOjelGvcQfhV5FNj0CJnjF4xv5URUo1TkU2TklXNFNWNVc1STRLVUtLVjM0SS4u
https://forms.office.com/Pages/ResponsePage.aspx?id=hGiVYK0Q-kCGPU8yweOjelGvcQfhV5FNj0CJnjF4xv5URUo1TkU2TklXNFNWNVc1STRLVUtLVjM0SS4u
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