How To Complete a Grade Appeal

Navigate to the Student Workflow Portal. Only tabs that are necessary for your
role will be visible.
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2 Filter for a specific status or search to find a specific student. Click on the student
name to view the Grade Appeal request.
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Click on the
student name to
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3 The Dashboard will show you the grade appeal process information, full grade
appeal and approvals thus far. You will see tabs relevant to your role for this
student.
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Students have the ngit t0 appez! a final eourse grade within fifteen (15) class days after the pasted date of the tﬁ‘fi"ff“.‘f"&i:;‘f %} UBIEI:
grade. The procedure prescrbed for a student %o exercise the Aght to appeal a grade Is as follows: senience wih GMs Ea-av-Hoee 01

Advisor-Nene b3sed ontha valua o'

1. First, the student must QO to the Instructos or staff membes with whom the probiem oniginated and attempt
%0 resolve the problem at thes level. if the gnevance is determined to be an acadsmic or giade appeal, the
student must fcilow the stegs outlined ,n this form.

2. The student inltiates the appeal by completing the blogiaphical and desariptive information on the fiist page
of the Grede Appesl Form and submiting & to the Istiuctor of the diass In which the grade was assigned.

3. The Instuctor reviews the cescription of the probiem and any related Supporting evidence documented on
the fonn, offers to meet with the student. and renders a decisicn to efther uphold or amend the grade. The
Instiuctor reeords the decision on the form and reports this to the student. Based on the irstructor’s
decision, the student indicates on the farm whether to accept the instructor’s decision or 1o conliswie the
appeal process.

4. 1f the student wshes to continue the appeal, they have the night to appeal the instructar's dectsion to the
appropnate SUPeNvising department ¢halr, who will respond with a geasion to Uphald or gvertum the
Instructor’s deasion. IF the student st feels the tssue s uswesoived, they may appeal the deparomerk chair's
decision to the appropriate supervising academic dean, who will respand with a dedsion to uphold or
overtuin the depariment chalr’s decision. if the ssue semains unresoived, the student may eontinue the
appeal process o the Chief Academic Offioet basad on the tme frames and saquence speafied n the Grade
Appeal Form. The Chief Acxdesmic Offiser will Issue a final deasan.
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Instructor

Once on your tab, Click "Edit", complete the fields to approve or deny the grade

appeal.
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Subeitting this form wifl set this request status to pending student appeal where it will await an escalation response
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5 Once the form is complete, Click "Save"
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Department Chair

Once on your tab, Click "Edit", complete the fields to approve or deny the grade

appeal.

Carrasco, David - BAR-115-D01 326523
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7 Click "Save" once the full form has been completed.
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Academic Dean

Once on your tab, Click "Edit", complete the fields to approve or deny the grade

appeal.
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Chied Academic Officer

326523

DERARTMENY CHAIR RESPOMSE 1
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9 Click "Save" once all fields on the form are complete.
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Chief Academic Officer

10 Once on your tab, Click "Edit", complete the fields to approve or deny the grade
appeal.
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11  Click "Save" when all parts of the form are complete
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12  Click "Dashboard" to view the full Grade Appeal and status.
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