Date of Appeal:

GRADE APPEAL FORM
Student Name: P-Number:
Email: Phone:
Instructor Name: Department:
Email: Phone:
Course Name: CRN:
Subject: Number: Section:
Semester: Year: Final Grade:

Reason(s) for Grade Appeal (Check all that apply):

O The assignment of a grade to a particular student on some basis other than their performance in
the course

O The assignment of a grade based on more exacting or demanding standards than were applied
to other students in the course

O The assignment of a grade by a substantial departure from the instructor’s previously
announced standards (for example, using criteria not specified in the syllabus)

O The assignment of a grade to a particular student due to a mathematical or clerical error

Explanation:

*Please attach any documents that are relevant to this appeal*
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Grade Appeal Procedures

A grade appeal may be made based on one or more of the following:
e The assignment of a grade on some basis other than the student’s performance in the course.
e The assignment of a grade based on more exacting or demanding standards than were applied to other students in the
course.
e The assighment of a grade by a substantial departure from the instructor’s previously announced standards (for
example, using criteria not specified in the syllabus).
e The assignment of a grade to a particular student due to a mathematical or clerical error.

Procedure and Timeline
Step 1:
a. The student presents their concerns to the faculty member who assigned the grade. It is recommended that a student
outline the reasons they are appealing the assigned grade (from the criteria above) in person and in writing via email.
b. If aninformal resolution cannot be reached, the student then completes a Grade Appeal Form and delivers it to the
faculty member who assigned the grade. This form can be obtained from the relevant Dean’s Office or the Student
Success Center. The instructor must respond in writing within two weeks of receiving the Grade Appeal Form.

The student must complete Step 1 by the end of week four of the next full academic term (Fall or Spring semester) after the
grade was assigned. If, after working directly with the instructor, the student continues to believe they have been graded
unfairly, or should the instructor fail to respond, they may continue to the next step in the appeal process.

Step 2: The student presents a formal written letter of appeal to the department or program chair, along with a copy to the
course instructor. The formal appeal letter must include the following:
e Astatement of the case in detail, outlining the appropriate criteria for the grade appeal
e Allinformation regarding conference with the course instructor during the Step 1 process, including the Grade Appeal
Form
e Identification, indexing, and attachment of all relevant supporting materials

After reading the written appeal, the department or program chair will consult with both the instructor and the student in
reaching a decision on the appeal.

The student must complete Step 2 by the end of week seven of the same semester, with a written response from the
department or program chair to the student and course instructor within two weeks of receipt of the formal appeal.

Step 3: If the student is not satisfied with the results of the departmental appeal, they may submit the formal written appeal to
the relevant dean. The dean may elect to convene a committee to review the case and return a recommendation. Regardless,
the dean will make the final decision regarding the appeal.

The student must complete Step 3 by the end of week ten of the same semester, with a written decision from the dean to the
student, course instructor, and department chair within two weeks of receipt of the formal appeal. All written records
concerning an appeal that reach this step shall be kept by the Dean’s Office for a period of five years from the date of the
dean’s written decision.

Timeliness

If the student fails to meet the deadlines established above, the appeal will be closed unless (a) there is a written agreement by
all parties for a delay or (b) if the delay was caused by circumstances beyond the student’s control. If, at any step, the student
does not receive a response within the established timeline, they may proceed to the next step in the process for further
consideration of the appeal.

Note: Complaints regarding improper procedure and/or timeliness during the appeal process should be addressed to the Office
of the Provost.
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