
 

 

 

September 29, 2015 

Office of the New York State Comptroller 

Ms. Ann C. Singer, Chief Examiner 

State Office Building, Suite 1702 

44 Hawley Street 

Albany, New York 13901-4417 
 

Dear Chief Examiner, 

This letter represents the Corrective Action Plan that is being implemented by the Williamsville Central 

School District in response to the New York State Comptroller’s Audit dated September 2015 on 

Controlling Access to Student Grading Systems in School Districts. 

The Williamsville Central School District is addressing the three recommendations applicable to our 

district as stated by the Office of the State Comptroller’s audit by initiating the corrective action plan 

outlined in this document.  The implementation timeline for the action items in the corrective action 

plan will vary by item.  All items will be addressed by June 30, 2016. 

1. Modify the System to report historical grade change transactions – The District has implemented 

an audit log report that provides information on all grade change transactions by user in the 

Williamsville Information Tracking System.   

a. A report will be generated on a monthly basis and it will include student name, prior 

grade, adjusted grade, date of grade change, user name making the change, and a 

reason for the grade change.  

b. Review and approval of the grade change report will be completed by the school 

building principal each month.  The report will be sent to the Assistant Superintendent 

for Instruction for a secondary review and approval.   

c. Upon completing the review of the report all documentation will be maintained by the 

District in compliance with grade reporting record retention requirements.  Schools will 

be responsible to maintain the necessary records that support their grade changes.   
 

2. Periodically review the grade changes made by the heightened permission users and determine 

the appropriateness of user access and grade changes – The district will use the audit log that 

was established to address item number one of this report to also check on grade changes made 

by heightened permission users.  This review will occur on a quarterly basis.   The procedures 

below will be used to administer the grade change review process in the district. 

a. A district employee requesting heightened grade change permissions will complete a 

grade change permission form that will be reviewed by their principal.  Upon receiving 

approval from the principal the form will be submitted to the Human Resource 

department.  The Human Resources department will verify employment status and sign-

off on the form.  The form then proceeds to the Assistant Superintendent for 

Exceptional Education and Student Services for approval.  Upon final approval from this 

administrator the form will be processed by an appropriate person in the Instructional 

Technology department to grant the user access to the grading system. 



b. Grade changes made at the school level will require the appropriate school principal to 

approve the changes and sign-off on them. The sign-off process will use a report that 

shows the grade changes completed for each user every month. 

c. A special report will be created for district personnel who possess heightened 

permissions in the district’s grade change system.  A monthly report will be created that 

identifies all system changes made by these individuals that impact student grades.    

d. Review and approval of the heightened user grade change report will be completed by 

the school building principal each month.  The report will then be sent to the Assistant 

Superintendent for Exceptional Education and Student Services for a secondary review 

and approval.  
 

3.  Adopt policy guidance relating to the procedures and requirements for making grade changes in 

the current and prior years. – The District will formalize the procedures that are in place at our 

schools for grade changes.  It will create written procedures that will uniformly be applied to all 

grade changes for both current and prior school years.  Additionally, the District will modify a 

policy on grade changes that will govern the written procedures that will be formalized to 

address grade changes.   

a. The district will initiate a review of the current procedures that are being followed for 

grade changes by our schools.  Based on the review there will be written procedures 

developed that identify the process to be followed when changing grades.  It will 

include: reason(s) for grade changes, documentation for grade changes, district 

employee who made the grade changes, and the inclusion of a sign-off procedure by the 

appropriate principal reviewing and authorizing the grade change. 

b. The district will identify the approved staff who may access the system and provide 

these people with system access at a level that is dictated by their grade change 

responsibility.  This information will be included in the procedure. 

c. The procedure will be distributed to each school and reviewed with all appropriate staff. 

d. An annual review session will be held with staff and principals who are responsible for 

grade changes so that the procedures are followed consistently throughout the district 

as well as allowing for the training of new employees on the correct process to use for 

grade changes. 

e. Upon completion of the district’s procedure for grade changes it will modify the 

appropriate district policy that will provide the guiding principles for grade changes in 

the district.  This policy will be approved by the Board of Education. 

 

The Williamsville Central School District has initiated work to complete the tasks that are necessary to 

implement its corrective action plan.  The district understands the importance on monitoring and 

implementing procedures that formalize our controls over student grade changes.  It is important for 

the district to state that in the past that we have strictly regulated grade changes.  The changes outlined 

in this corrective action plan will strengthen our control over this important educational function.   

 

Sincerely, 

 

 

Scott G. Martzloff 

Superintendent 


