City University European Programs

Grade Grievance Form

This form must be submitted no later than five (5) weeks after the disputed grade has been posted. The form should be forwarded to the Grade Grievance Director with all pertinent exhibits.

Directions (student & instructor):

· Student must first discuss the disputed grade with the instructor to seek a mutually satisfactory resolution.

· If an acceptable resolution is not reached, student may fill out a Grade Grievance Form and send it to the Grade Grievance Director with the following attachments: (1) letter to the Grade Grievance Director stating the reason for the grade dispute; (2) course syllabus or Distance Learning Guide and any supplements or changes provided by the instructor; (3) all exams; (4) all research papers; (5) all assignments; (6) all documented communication with instructor (e-mail, letters, phone contact).

· Receipt of the grade grievance will be acknowledged in writing and a copy of all documents sent to the instructor.

· The instructor has ten (10) days to respond in writing by providing the following: (1) grading procedures and highest points possible for each assignment or examination, the points actually earned by the student in each, and how the final grade was determined; (2) copies of any student work; and (3) documentation of all communication with the student.

· All back and forth communication between student and instructor will be handled through the Grade Grievance Director and/or Coordinator.

· When receipt of all documents and communication is complete, the Director will review the case file and consult appropriate academic individuals as needed. One of the following final decisions will be communicated to both student and instructor.

· Uphold the grade as initially assigned.

· Request that the instructor change the grade.

· Submit a change of grade to the Registrar.

Student:
Student No.:

Student email:
Student phone:

Instructor:

Instructor email:
Instructor phone:

Course & Site:
Quarter:
Grade:

Student signature:
Date:

Modified CUF 368 OP Rev 01/02
