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3. Grade Appeal Policy and Procedure

a. Guidelines
1) The faculty has the sole right and responsibility to provide careful

     evaluation and timely assignment of appropriate grades as outlined in 

     the Student Handbook, Nursing Program Handbook and College   

     Catalogue relative to assessments and final grades. 

2) In the absence of compelling reasons, such as a faculty member or 

    clerical error, prejudice or capriciousness, the grade assigned by the 

    faculty member of record is to be considered final.

3) A student who believes that an appropriate grade has not been      

    assigned should follow the steps and timeline for the Grade Appeal   

    Procedure as outlined below to resolve the matter. 

4) If the matter is unresolved at the conclusion of the formal process for grade                                 appeal, the student has 48 hours (2 business days) to consult the Grievance 

    Facilitator. 
i. The Grievance Facilitator or designee determines if the matter 

   warrants activation of the Grievance Procedure by the student. 
                                  ii. The Grievance Procedure is detailed in the Student Handbook.
b. Procedural Overview

1) Terminology:

a) Academic Dean or designee: refers to the division in

                                        which the course being appealed is offered and the individual 

                                        responsible for the division.




b) Faculty: refers to the person responsible for teaching and / or 

                                        assigning grades within / for a course.




c) Assessments: refers to assigned homework, quizzes, exams, or 

other methods of determining/facilitating student learning, 

meeting of course/program outcomes as directed by the faculty 

for the course.

                                   d) Final grade: the cumulative course grade assigned by the faculty 

                                       of record and recorded per the guidelines outlined in the College  

                                       Catalogue.



           e) Informal Process: refers to Step 1 of the Grade Appeal 

                                       Procedure. This is a scheduled/planned discussion between the 

                                       student and the faculty member.



            f) Formal Process: refers to Steps 2-6 of the Grade Appeal 

                                       Procedure, requires a Grade Appeal Form and a non-electronic 

                                       written statement to be completed within the defined timeline.


g) Grievance Facilitator or designee: 

h) Registrar or designee:

2) Timeline: an appeal must begin by the end of the 3rd business day after 

     the grade has been posted and begins with Step 1 of the Procedure.  

3) Completion of the Grade Appeal Form is required for Steps 2-6 in order to 

     initiate the Formal Process, provide notice to all parties, support 

     verification of meeting the timeline and adherence to the policy and 

     procedure.

c. Procedural Steps

A student may appeal a grade by initiating the following procedural steps by the end of the 3rd business day following posting of the grade:

Step 1- Informal Process: The student should discuss the concerns with the faculty  member, stating the reasons for questioning the grade. 
a. Must be completed prior to initiating Step 2. 
b. If the discussion does not resolve the matter, the student should proceed to Step 2 initiating the Formal Process of appeal within 3 business days after the conclusion of the discussion.
Step 2- Formal Process: The student shall go to the college Registrar’s Office to obtain   the Grade Appeal Form and review the directions with the Registrar or designee. 
Step 3:
The student shall carefully formulate a non-electronic appeal in writing and submit it to the faculty member with a copy to the Academic Dean or designee within 3 business days of completing Steps 1 and 2. 
Step 4: 
The faculty member shall respond to the student in writing within 3 business days from the date of receipt of the student’s written appeal and submit a copy to the Academic Dean or designee.
a.   The faculty member should explain the grading procedures and how the grade in question was determined as well as other issues raised in the student’s statement.

b.   If the student does not receive a written response by the end of the 3rd
business day, the student shall resubmit the written appeal noting the date on the form.
Step 5: 
The Academic  Dean or designee has 5 business days (after completion of Step 4) to consider the student’s written statement, the faculty member’s written statement, and confer with both the student and the faculty member in a conference session. 
a.   The Academic Dean or designee does not have the authority to change the grade. 
b.   The Academic Dean or designee may inform the faculty member and the student in writing of his/her recommendation. 
c.   If a grade change is recommended, the faculty member may decline to accept   the recommendation.
Step 6: 
The faculty member has 3 business days after completion of Step 5 to notify the student and the Academic Dean or designee in writing of the final decision regarding grade assignment. The faculty member’s decision is final.
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