
       

          PROCEDURE 501-2 

 

Formal Grade Appeal Process 
 

If a student believes an error in a grade has occurred, the student should formally initiate a 

review of the final course grade no later than three weeks after the beginning of the next 

semester (fall or spring). 

1. The student should must verify with the instructor the accuracy of the recorded 

gradebook scores and the listed grade as the first step in the process. If the issue is not 

satisfactorily resolved, the formal appeal process is to be initiated at this point.  

2. The student must submit the grievance petition form, within the first 3 weeks of the 

new semester to the Vice Chancellor of Academics. The Vice Chancellor of 

Academics will defer to the Division Chair, who has the responsibility to confer with 

the instructor concerning the documentation of the grade for its completeness and 

accuracy. The Division Chair will notify the student in writing of the grade status 

within ten (10) business days of receiving the student’s request. 

 
3. If the student wishes to further appeals, the student must submit a second 

grievance petition form to the Vice Chancellor of Academics requesting a formal 

review by mid-term. All information from the initial petition must be included. 

The Vice Chancellor of Academics has the responsibility to research the situation 

and will respond in writing within 10 business days of receiving the student’s 

request.   

4. If the student is unsatisfied and wishes to further appeal, the student should contact 

the Vice Chancellor of Academics requesting a hearing by the Student Appeals 

Committee. At the hearing, the instructor and the student may both make individual 

presentations, and the Student Appeals Committee may ask questions and seek 

clarification. The committee will make the final decision, and the Vice Chancellor 

of Academics will provide the final written decision. In the event of a grade change, 

the final grade will be recorded by the Registrar as directed by the Vice Chancellor 

of Academics. 

 
This procedure shall be completed by the end of the semester in which the grade is 

appealed. 
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