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ACSDG 2022-2023 School Year Class Adjustment Policy
Stepl:
® The requester discusses the class adjustment application with the current class teacher. If the teacher
agrees, please go to Step2. The education principal may be involved in the conversation.

Step2:
® The requester fills out “ACSGD Class Adjustment Application.docx”. Signature is required and dated.
After that, the requester sends the signed form to the current class teacher.

Step3.a:
e The change class processing fee 105 is paid to ACSDG, if the request happens after the second class.

Step3.b

® The current teacher signs the class adjustment form, then email it to the education principal.

e Or the current teacher emails the education principal with the format “xxx, agrees xxx to drop xxxx
class.” The requester-signed form must be attached with this email.

Step4:

e The education principal signs the received class adjustment form, then email it to the registration
principal.

e Or the education principal emails the registration principal with the format “xxx, agrees xxx to drop
xxxx class and move to xxxx class.” The requester-teacher-signed form must be attached with this
email.

Step5:
® The registration principal makes the class adjustment in the system.



