
Grade Appeal Policy 

Instructors’ assignment of grades is considered definitive. Grades can only be overturned if it has 
been determined that one or more of the following has occurred: 

- A grade was assigned based on factors other than performance in the course. 
- The student was held to different standards than those applied to other students. 
- A grade was arbitrarily assigned to the student. 

Students are permitted to appeal any grade, but an appeal does not guarantee a change in grade. 
Incomplete grades are not subject to the grade appeal process.  Appeals must follow the 
prescribed steps in order – skipping steps or communications is not permitted. 

Grade Appeal Procedures 

1. The first point of contact must be the faculty member.  The student is required to directly 
communicate the alleged problem to their instructor and provide their justification.  
Should the student not be satisfied, they can begin the first-level appeal process. 
 

2. Students that wish to appeal a grade must complete the Grade Appeal Packet (GAP).  
This packet contains all the evidence a student wishes to present to support their position 
and is available on the WTC website.  As part of the submission, proof of direct 
communication with the instructor addressing the alleged issue(s) is necessary – appeals 
without an instructor signature or clear email communication included are automatically 
denied.  Students appealing a Fall, Fall Flex or Midwinter grade must do so by February 
15 of the following Spring semester.  Students appealing a Spring, Spring Flex, or 
summer grade must do so by September 15 of the following Fall semester. 
 

3. First-level appeals are to be submitted (via online form or email) to the Dean of 
Instructional Affairs using the GAP.  The GAP is given to the Division Chair (DC) of the 
division in which the instructor is part of.  If the DC is the instructor whose grade is being 
appealed, the DC of another division will act as the first point of contact for the 
remainder of the appeal. 
 

4. The GAP is verified as complete and timely by the DC.  If necessary, additional 
information from the student can be requested. The affected faculty member is contacted 
via email by the DC to provide a written explanation supporting their grade and 
addressing the student’s complaint.  On-contract faculty members and those with active, 
in-session courses have 5 business days to respond.  Off-contract faculty members have 
10 business days to respond.  If the faculty member is off contract, the student is to be 
informed of the additional time that may be required to complete the appeals process.  
Should a faculty member not respond within the appropriate time limit, the DC is to 
collect what information is possible (grades, etc.) Once all possible information has been 
collected, the DC will inform both the student and instructor that the appeal is being 
evaluated.   



 
5. The DC will evaluate all collected evidence and decide on whether the grade should be 

overturned.  They will produce and send a report within 5 business days of informing the 
student and faculty member that data collection has completed.  This report will outline 
the complaint, present the collected evidence, and provide justification for the decision.  
If both student and faculty member are satisfied with the outcome, the appeal is closed 
and the grade change (if any) is reported to the Registrar and the Dean of Instructional 
Affairs.   
 

6. Once email notification of the first – level appeal outcome is received, the faculty 
member or student has 24 hours to appeal the decision by contacting the DC via email 
with justification.  If the faculty member did not respond to the DC’s request for 
information he/she is not permitted to make a second-level appeal. 
 

7. Second-level appeals are handled by the Grade Appeals Committee (GAC). The GAC is 
composed of two faculty members, two students who are members of Phi Theta Kappa or 
the National Society of Leadership and Success and the Dean of Instructional Affairs or 
designee who will chair the committee.  DCs, regardless of their division, are not 
permitted to sit on the GAC.  The chair of the committee will only vote in the event of a 
tied vote. 
 

8. If a second-level appeal is requested, the DC will contact the Dean of Instruction Affairs.  
The Dean of Instructional Affairs will find faculty and student volunteers to serve on the 
committee and inform the appealing student, faculty member and DC of the hearing date 
and time.  The DC will bring all evidence including but not limited to the GAP, collected 
communications, their prepared first-level report and decision, the justification provided 
for the second-level appeal, and any additional evidence provided.  The faculty member 
and the student are allowed to speak on their own behalf at the hearing. 
 

9. Hearing procedure: 
The chair shall read a summary of the grade appeal. 
The DC will provide the committee with the evidence and rationale behind the first-level 
appeal decision and the justification for a second – level appeal. 
The faculty member, if present, will be called into the hearing to make his/her case. 
The student, if present, will be called into the hearing to make his/her case. 
The committee is allowed to ask questions after each witness makes their case. 
 

10. Once the hearing is over the GAC will deliberate in closed session to evaluate and 
discuss the provided evidence.  After deliberation, a poll of the GAC is taken with a 
simple majority carrying the decision.   
 

11. The student, faculty member, and DC are informed of the vote and decision by the Dean 
of Instructional Affairs.  The decision is final and cannot be further appealed.  


