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A student grade appeal may be expected to occur on an occasional basis. The philosophy of the College is that such appeals be handled informally if possible. In the cases involving a miscalculation or error in documenting, a Grade Change Form may be completed by the instructor and returned to the Registrar before the mid-term of the semester following the one in which the grade was assigned. However, suppose it is impossible to resolve the matter informally. In that case, a grade appeal must be received in writing in the office of the Registrar by the midterm of the semester/term following the date the grade is issued.
All academic concerns relative to a final grade, except academic dishonesty, are subject to the steps outlined below. Please note that issues of plagiarism must be handled via the Administrative Council. Also, all plagiarism-related issues must be resolved before a grade appeal request can be addressed.
The following procedure for appealing a grade must be followed in the order listed:
· The student should first contact the instructor to request verification of the grade and how it was calculated.
· If resolved satisfactorily, the matter will be considered closed. If the instructor changes the grade, the appropriate procedure for changing grades will be followed.
· However, if the student does not resolve with the instructor, the student should formally appeal to the Department Chair. The Department Chair will confer with the student and the faculty member, independently or jointly, to reach closure. A copy of a grade appeal form must also be filed with the Director of Enrollment and Student Life.
· If closure is not reached at this level, an Administrative Council will review the circumstances presented. The written appeal must state the name of the course, the reasons for the request, the dates involved, the name of the instructor who assigned the grade, and previous attempts at resolving the situation.
· The Chief Academic Officer will forward copies of the student’s request letter, the instructor’s and Department Chair’s grade appeal response form, and any supporting documentation from the student and the instructor to the Administrative Council for a hearing. Members of the Administrative Council will sit as the investigative body. If the Council requests additional information for the hearing, the Chief Academic Officer will coordinate the information collection. After the hearing, a final decision will be made. Suppose the Council decides a grade change is appropriate. In that case, that will be requested by written notification to the Director of Enrollment and Student Life and the grade will be changed effective immediately. However, if the Committee decides that the grade will stand, the student will be notified in writing of that decision.
· The decision of the Administrative Council is final and may not be appealed.
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