The Christ College of Nursing and Health Sciences

Grade Appeal Form


Formal Process: See flow chart attached and/or policy located in the College Catalogue and Student Handbook for process steps and timelines. Please complete the form and print legibly. Attach required documentation.
Student Name: _______________________________________           Date Filed: _________________

     (printed)
Course: (check one) General Education_____    Nursing _____               Faculty Name: ________________________ 
Student Contact Number(s):  Home: ________________________     Cell: ________________________
Student Email: _____________________________________               Other: _________________________
PROCESS VERIFICATION: The Informal Process or Step 1 must be completed prior to advancing to the Formal Process (Steps 2-6).
STEP 1: Student to complete.
Date of Discussion (step one): ______________ Outcome (or brief summary): __________________________________

_________________________________________________________________________________________________
_________________________________________________________________________________________________

_________________________________________________________________________________________________

STEP 2: To be completed within 3 business days of Step 1 (by the Student).
Registrar (or designee) Review of Form Date: __________               Signature of Reviewer: ____________________
Faculty Notification Date: __________________


     Faculty Signature: ________________________
STEP 3: To be completed within 3 business days of Step 1 and 2 (by the Student).
Grade Appeal Summary: attach a one page typed summary of significant information related to the grade under appeal, rationale or reason for appeal, supporting statements, pertinent dates or other pertinent information. Submit copies to the faculty member and Dean.
Written Appeal Received By:  
Faculty: (date/initials) __________________ Dean or Designee: (date/initials) ________________
STEP 4: To be completed within 3 business days of Step 3 (by the Faculty Member).
Faculty member written response attached. Copies submitted to the student and Dean. If no response within timeframe, the student should resubmit a copy of the documents.
A. Written Response Received By:  
    Student: (date/initials) __________________
    Dean or Designee: (date/initials) ________________
B. Resubmit:   Yes_____    No ______     Date (if yes): __________________
STEP 5: To be completed within 5 business days of Step 4 (by the Assistant Dean or Designee).
Conference date with student, faculty member and Assistant Dean
Date: ________________   Dean Recommendations (or attachment):  _________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

_________________________________________________________________________________________________

STEP 6: To be completed within 3 business days of Step 5 (by the Faculty Member).
Faculty member final decision assigned as a letter grade. 
Course Number/Section: ____________ Grade upheld as follows: ________Grade adjustment to: ____________

Notification Dates by Faculty Member: 

Student: _________
Dean or Designee: __________
Registrar: ______________
Copy to File: ___________ Copy to Student: ________________




NO





Informal Grade Appeal


Process





STEP 1


Student believes that an appropriate grade has not been assigned and brings complaint to the faculty member





STEP 4


Faculty member responds to student in writing within 3 business days (after completion of step 3) of receipt with a copy of the response to the Academic Dean.


 Resubmit if needed. Note date.





Process 


Stopped





STEP 6


Faculty member has 3 business days (after completion of step 5) to notify student and Divisional Assistant Dean or designee in writing of the final decision regarding the grade assignment. The faculty member’s decision is final. The faculty member may accept or decline the recommendation from the divisional assistant dean





If the matter is unresolved at the conclusion of the Formal Grade Appeal Process, the student has 2 business days (48 hrs) to consult the Grievance Facilitator





STEP 5


Academic Dean considers the written statement from the student and the faculty and confers with both in a conference and makes a recommendation within 5 business days (after completion of step 4)





STEP 3 


Student submits a written appeal (non- electronic) to faculty member and Academic Dean within 3 business days (after completion of step 1 &2)








STEP 2


Student obtains form from Registrar and reviews directions with the Registrar. Faculty notified within 3 business days (after Step 1) that an appeal will be filed.








Formal Grade


Appeal 


Process





NO





Is the issue resolved after the response?











YES





Is the issue resolved after discussion?





Process


Stopped





YES





STEP 6


Faculty member has 3 business days (after completion of step 5) to notify student and Academic Dean or designee in writing of the final decision regarding the grade assignment. The faculty member may accept or decline the recommendation from the Academic Dean.


 The faculty member’s decision is final. 





If the matter is unresolved at the conclusion of the Formal Grade Appeal Process, the student has 2 business days (48 hrs) to consult the Grievance Facilitator








PAGE  
3
LJP 7-14-08

CW

