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RECOMMENDATION: 

The Academic Senate recommends approval of Policy 1605 as revised by the Academic Affairs 
Committee.  The revision addresses the modifications requested by the President’s Response to AS-
2804-189-AA plus includes additional corrections to the policy. 
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Academic Affairs Committee Response to the comments from the Office of the President 
 
Step  1A:  we did not change the statement from in writing to face-to-face.  Given the 
challenges COVID presents, and the difficulty this creates for recent graduates, active duty 
military, and study abroad students, and the difficulty of providing evidence of face-to-face 
contact, in writing seemed more appropriate.  We also shortened the time to first 4 weeks to 
accommodate the changes to the time requested to the time line in step 1b (now step 2). 
 
We prefer the five steps to step 1 a and 1b. It confused us.  We felt simplicity is essential right 
now. 
 
Step 1B- Step 2- We accepted 5th week but changed it to fifth full week to avoid confusion in 
fall.  Fall remains insanely confusing even to me after almost 20 years here.  I truly wish we 
could just start on a Monday.  However, as noted we adjusted Step 1A because it seemed 
impossible otherwise. 
 
Endnote change is acceptable.  It is simply a date update. 
 
Step 3- we adjusted the language to refer to explicit senate policy, rather than “with 
documentation.”  We felt the request was appropriate but perhaps still did not provide enough 
guidance.  Hence, we edited the statement instead to refer directly to the policies in play for  
additional guidance.  We ask the senate to insert the correct Policy number when it is formally 
approved.   
Step 5- we added the statement “However, if there is an allegation of improper procedure, this may be 

reported to the Provost or their designee.” Because as it turns out, this is appropriate. Concern was 
raised that if someone on the committee violates procedures, students should be aware that they have 
some recourse. 

 
We agree with the removal of the problematic and confusing chart.  Thank you.  Simplicity!!!! 
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CALIFORNIA STATE POLYTECHNIC UNIVERSITY, POMONA 
POLICY NO. 16051: GRADE APPEALS POLICY AND PROCEDURE 

 
Under the provisions of Executive Order 1037, “Grading Symbols, Minimum Standards Governing 
the Assignment of Grades, Policies on the Repetition of Courses, Polices on Academic Renewal, 
and Grade Appeals”, students may appeal grades that they consider to be unfair.   
 
The Executive Order governs the assignment of grades by faculty and requires an appeal 
procedure to ensure that the rights and responsibilities of faculty and students are properly 
recognized and protected. Occasionally, a circumstance will prevent assignment of an earned 
grade or will cause an assigned grade to be questioned by a student.   
 
The following policy has been adopted by Cal Poly Pomona to provide the mechanism to deal 
with such unusual occurrences: 
 
• Course grades assigned by instructors are presumed to be correct. It is the responsibility 

of the student who appeals an assigned grade to demonstrate 1) clerical error; 2) 
capriciousness in the assignment of the grade; 3) that a reasonable accommodation for a 
documented disability was requested and not appropriately provided; or 4) that the grade 
was assigned in violation of the Systemwide Policy Prohibiting Discrimination, 
Harassment & Retaliation, Sexual Misconduct, Dating & Domestic Violence, & Stalking 
Against Students2. Otherwise, the judgment of the instructor is final. 

 
• A student who believes that a course grade has been assigned inappropriately must take 

action during the semester following assignment of the grade3, unless they allege that the 
grade was assigned in violation of the Systemwide Policy Prohibiting Discrimination, 
Harassment & Retaliation, Sexual Misconduct, Dating & Domestic Violence, & Stalking 
Against Students, in which case action should be taken after resolution of the systemwide 
procedure for handling such complaints2.  Students must follow the proper steps in the 
appeal process, observing the time limits for completion of various steps in the process 
as follows: 

 
 Step 1: The student should communicate with the instructor in writing during the first 4 full 

weeks of the semester following the assignment of the grade. If the instructor is not 
currently on the faculty at the time of the appeal, the University shall attempt to contact 
the instructor on behalf of the student.  If a grade has been assigned in error, the 
instructor can quickly correct the error by submitting a change of grade request to the 
Registrar’s Office Grade Change Request via the online grading system. 

 
 Step 2: If the grade dispute is not resolved with the instructor, and the student still intends 

to appeal the grade, the student must appeal to the next level as soon as possible, but no 
later than the fifth full week of the same semester. In most cases, the student should 
appeal to the chair of the academic department that offered the class. If the instructor is a 
department chair, the student should appeal to the dean of the college that offered the 
class. If the instructor is a dean, the student should appeal to the Provost. The person to 
whom the student appealed will discuss the issue with the instructor and respond to the 
student, usually within two weeks, but no later than the end of the 6th full week of the 
semester.   

  

1 Revised AY 2020-2021 
2 Executive Order 1097 or its successor. 
3 The grade appeal process is suspended during the summer term when fewer students and faculty members are 
expected to be on campus.  Thus, grade appeals for both spring and summer grades should take place during fall 
semester.  The grade appeal process is also suspended while a faculty member is on leave or sabattical, and should 
instead take place the first semester that the faculty member is back. 
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Step 3: If the student is still not satisfied after receiving the response from this second 
level of appeal, they may submit a formal grade appeal no later than the end of the 7th 
full week of the same semester to the University Course Grade Appeal Committee 
through the Office of Student Success.  The University Course Grade Appeal Committee 
will be formed according to the procedures set in Policy No. XXXX, and will include 
student representation.  This committee will handle grade appeals in a manner compliant 
with FERPA and HIPAA regulations.  Additional information on preparing a written grade 
appeal is available from the Office of Student Success. 

  
 Step 4: The Chair of the University Course Grade Appeal Committee will forward the 

student’s statement to the instructor as soon as possible. The instructor will be asked to 
respond in writing by a specified date (normally within two weeks). The student’s 
statement and the instructor’s response will then be reviewed by the entire Grade Appeal 
committee, normally within two weeks of receipt of the instructor’s response.   

 
The Committee will take one of the following actions: 

 
a. Request additional information from the student and/or the instructor. 
 
b. If the University Course Grade Appeal Committee finds that the student has 
grounds for complaint based on clerical error, caprice, not receiving reasonable 
accommodation for a documented disability, or a violation of the Systemwide Policy 
Prohibiting Discrimination, Harassment & Retaliation, Sexual Misconduct, Dating & 
Domestic Violence, & Stalking Against Students, then the instructor of record will be 
asked to reevaluate the grade. If the instructor refuses to reevaluate the grade or the 
instructor’s reevaluation does not meet the expectations of the committee, then the 
chair of the academic department that offered the class shall be asked to find a 
qualified faculty member with academic training comparable to the instructor of 
record to evaluate the student’s work and assign a grade. If the instructor is a 
department chair, the dean of the college that offered the class shall be asked to find 
a qualified faculty member to complete this task; and if the instructor is a dean, the 
Provost will be asked to find a qualified faculty member to complete this task. 
 
c. Recommend to the instructor that the grade be maintained as given. 
 
d. Call for a formal hearing. 

 
Step 5: When the Committee has made its recommendation, the student will be notified 
of it in writing, and be given a copy of the instructor’s written response to the student’s 
statement. This grade appeal procedure may take six to eight weeks to complete, and 
therefore should finish by the end of the 15th week. The outcome of the formal grade 
appeal procedure is final; there is no higher level of appeal.  However, if there is an 
allegation of improper procedure, this may be reported to the Provost or their designee. 
 

The University Course Grade Appeal Committee will submit a report detailing the number and 
disposition of cases heard to the President and the Academic Senate annually. 

Commented [NB1]: EC to fill in the blank. 
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Modification Requested Adopted Report Language Committee Comments Committee Adjusted Policy 

Step 1a: The student should speak face-to-face with 
the instructor the first five weeks of the semester 
following the assignment of the grade. Note: If the 
grade is assigned in the spring semester, the student 
should follow these procedures in the following fall 
semester. If the instructor is on leave, on sabbatical, 
or is not currently on the faculty including FERP 
faculty at the time of the appeal, the University shall 
attempt to contact the instructor on behalf of the 
student. 1 

Step 1: the student should communicate in writing 
with the instructor during the first five weeks of the 
semester following the assignment of the grade.  
Note: If the grade is assigned in the spring semester, 
the student should follow these procedures in the 
following fall semester. If the instructor is on leave, 
on sabbatical, or is not currently on the faculty 
including FERP faculty at the time of the appeal, the 
University shall attempt to contact the instructor on 
behalf of the student. 12 

The committee did not change the statement from in writing to 
face-to-face.  Given the challenges COVID presents, and the 
difficulty this creates for recent graduates, active duty military, 
and study abroad students, and the difficulty of providing 
evidence of face-to-face contact, in writing seemed more 
appropriate.  The committee shortened the time to first 4 weeks 
to accommodate the changes to the time requested to the 
timeline in step 1b (now step 2). 
 
The committee prefers five steps to step 1 a and 1b. It confused 
us.  We felt simplicity is essential right now. 
 
Endnote change is acceptable.  It is simply a date update. 

Step 1: The student should communicate with the instructor in 
writing during the first 4 full weeks of the semester following the 
assignment of the grade. If the instructor is not currently on the 
faculty at the time of the appeal, the University shall attempt to 
contact the instructor on behalf of the student.  If a grade has 
been assigned in error, the instructor can quickly correct the 
error by submitting a change of grade request to the Registrar’s 
Office Grade Change Request via the online grading system. 

Step 1b: If the grade dispute is not resolved with the 
instructor and the student intends to appeal the    
grade, the student must appeal to the next level as 
soon as possible, but no later than the fifth week of 
the following semester. In most cases, the student 
will appeal to the chair of the academic department 
that offered the class. If the instructor is a 
department chair, the student should appeal to the 
dean of the college that offered the class. If the 
instructor is a dean, the student should appeal to the 
Provost. The person to whom the student appealed 
will discuss the issue with the instructor and respond 
to the student, usually within two weeks. 

Step 2: If the grade dispute is not resolved with the 
instructor and the student intends to appeal the    
grade, the student must appeal to the next level as 
soon as possible, but no later than the seventh week 
of the following semester. In most cases, the student 
will appeal to the chair of the academic department 
that offered the class. If the instructor is a 
department chair, the student should appeal to the 
dean of the college that offered the class. If the 
instructor is a dean, the student should appeal to the 
Provost. The person to whom the student appealed 
will discuss the issue with the instructor and respond 
to the student, usually within two weeks. 

The committee accepted 5th week but changed it to fifth full 
week to avoid confusion in fall since fall starts mid-week. 
However, as noted we adjusted Step 1 because it seemed 
impossible otherwise. 
 
Changed from step 1b to step 2. 
 

Step 2: If the grade dispute is not resolved with the instructor, 
and the student still intends to appeal the grade, the student 
must appeal to the next level as soon as possible, but no later 
than the fifth full week of the same semester. In most cases, the 
student should appeal to the chair of the academic department 
that offered the class. If the instructor is a department chair, the 
student should appeal to the dean of the college that offered 
the class. If the instructor is a dean, the student should appeal to 
the Provost. The person to whom the student appealed will 
discuss the issue with the instructor and respond to the student, 
usually within two weeks, but no later than the end of the 6th 
full week of the semester.   
 

Step 2: If the student is still not satisfied after 
receiving the response from this second level of 
appeal, the student may submit a formal grade 
appeal with supporting documentation no later than 
Friday of the 7th week of the semester term to the 
University Course Grade Appeal Committee through 
the Office of Student Success. 

Step 3: If the student is still not satisfied after 
receiving the response from this second level of 
appeal, the student may submit a formal grade 
appeal not later than Friday of the 7th week of the 
semester term to the University Course Grade Appeal 
Committee through the Office of Student Success. 

The committee adjusted the language to refer to explicit senate 
policy, rather than “with documentation.”  We felt the request 
was appropriate but perhaps still did not provide enough 
guidance.  Hence, we edited the statement instead to refer 
directly to the policies in play for additional guidance.  We ask 
the senate to insert the correct Policy number when it is 
formally approved.   
 

Step 3: If the student is still not satisfied after receiving the 
response from this second level of appeal, they may submit a 
formal grade appeal no later than the end of the 7th full week of 
the same semester to the University Course Grade Appeal 
Committee through the Office of Student Success.  The 
University Course Grade Appeal Committee will be formed 
according to the procedures set in Policy No. XXXX, and will 
include student representation.  This committee will handle 
grade appeals in a manner compliant with FERPA and HIPAA 
regulations.  Additional information on preparing a written grade 
appeal is available from the Office of Student Success. 
 

Step 3: The Chair of the University Course Grade 
Appeal Committee will forward the student's 
statement to the instructor. The instructor will 
submit a written response within 2 weeks in writing. 
The student's statement and the instructor's 
response will then be reviewed by the Grade Appeal 
committee, normally within two weeks of receipt of 
the instructor's response. 

Step 4: The Chair of the University Course Grade 
Appeal Committee will forward the student's 
statement to the instructor. The instructor will 
submit a written response within 2 weeks in writing. 
The student's statement and the instructor's 
response will then be reviewed by the Grade Appeal 
committee, normally within two weeks of receipt of 
the instructor's response. 

 Step 4: The Chair of the University Course Grade Appeal 
Committee will forward the student’s statement to the 
instructor as soon as possible. The instructor will be asked to 
respond in writing by a specified date (normally within two 
weeks). The student’s statement and the instructor’s response 
will then be reviewed by the entire Grade Appeal committee, 
normally within two weeks of receipt of the instructor’s 
response.   
 

Step 4: When the Committee has made its 
recommendation, the student will be notified of it in 
writing, and be given a copy of the instructor’s 
written response to the student statement.  This 
grade appeal procedure may take six to eight weeks 

Step 5- we added the statement “However, if there is 
an allegation of improper procedure, this may be 
reported to the Provost or their designee.” Because 
as it turns out, this is appropriate. Concern was raised 
that if someone on the committee violates 

Step 5- The committee added the statement “However, if there 
is an allegation of improper procedure, this may be reported to 
the Provost or their designee.” Because as it turns out, this is 
appropriate. Concern was raised that if someone on the 

Step 5: When the Committee has made its recommendation, the 
student will be notified of it in writing, and be given a copy of 
the instructor’s written response to the student’s statement. 
This grade appeal procedure may take six to eight weeks to 
complete, and therefore should finish by the end of the 15th 
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to complete.  The outcome of the formal grade 
appeal is final; there is no higher level of appeal. 

procedures, students should be aware that they have 
some recourse. 
 

committee violates procedures, students should be aware that 
they have some recourse. 
 

week. The outcome of the formal grade appeal procedure is 
final; there is no higher level of appeal.  However, if there is an 
allegation of improper procedure, this may be reported to the 
Provost or their designee 

Additional information on preparing a written grade 
appeal is available from the Office of Student 
Success. 

Additional information on preparing a written grade 
appeal is available from the Office of Student Success. 

 The University Course Grade Appeal Committee will submit a 
report detailing the number and disposition of cases heard to 
the President and the Academic Senate annually. 
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