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Policy Statement: 

A student who wishes to appeal a grade is advised: (1) to contact the University Registrar to 
ensure that no system error occurred during the grading process, and (2)  

Before a formal grade appeal will be considered, the student must meet with the Instructor 
of record. This meeting is a required condition for advancing any appeal. Students who are 
unable to meet with the Instructor due to a documented concern must meet with the 
Department Chair, or the Academic Dean when the Chair is also the Instructor of record. 
No formal grade appeal will be accepted without documentation confirming this meeting 
has taken place. 

Procedures Phase One: Initial Filing and Conferences 

 1. The student obtains guidelines from the Academic Dean of the college in which the 
course was offered. They will state that Form No.1, Student Information, must be filed with 
the Instructor, the Department Chair, and the Academic Dean within 21 days from the date 
of the Registrar's date of record.  

2. The Instructor schedules a conference with the student within ten (10) business days of 
having received Form No. 1. Within one week of the conference, Form No. 2, Conference 
with Course Instructor, must be submitted to the Dean and to the student, indicating the 
Instructor's disposition of the appeal.  

Phase Two: Review by the Academic Dean 

Upon receipt of a complete and timely appeal, the Academic Dean shall conduct a formal 
review of the appeal. The Dean's review will include, but is not limited to: 

• A review of all submitted documentation provided by the student; 

• A written response obtained from the Instructor of record addressing the basis of 
the appeal; 

• A review of all relevant course materials, grading criteria, and syllabi. 

 



2. Dean's Disposition 

The Academic Dean shall issue a written disposition to both the student and the 
Instructor of record within 15 business days of receiving a complete appeal submission. 
The Dean's written disposition shall: 

• Clearly state the finding and the rationale supporting the decision; 

• Identify any corrective action required, if applicable; 

• Confirm the effective date of any grade change, if warranted. 

The decision of the Academic Dean is final and constitutes the conclusion of the 
formal grade appeal process. No further institutional appeal is available following the 
Dean's disposition. 

 

Related University Policies: 
Promotion of Faculty 
Records Management and Archives 
Tenure 
 

Related University Standing Committees: 
None 
 

History: 
04/10/04 - Approved by the Vice President for Academic Affairs 
07/28/2026 – The President of the University approved revisions as recommended by 
the Academic Council at their May 13th , 2026 meeting. 
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