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I. A. Traditional 
Courses (15 weeks):  
By the end of the 1st 
week of the term 
following the final 
grade.  
 
I. B.  Short Term 
Courses (Less than 15 
weeks):  By the end of 
the 4th week following 
the course. 

    

     
     

    
    
    
    
    
                                   NO                    YES                  

    
 YES   
                             

Within 10 working 
days of receipt of 
Appeal Form from 
student. 

                
              NO   

    
       NO   

II. A.  Within 5 
working days of 
receipt of Instructor 
decision.     
     

    
    
    
    
                              NO   
    
                                          YES      
 .                                                     NO            YES  
    
                
    
                  
    

Within 10 working 
days of receipt of 
student’s request for 
school appeal. 
 

          
     
     

    
    

II. B.  Within 5 
working days of 
receipt of Instructor or 
school decision.     
     
     

    
    
    
   YES 

    
    

             NO 

    
    

Within 15 working 
days of receipt of 
student’s request for 
appeal. 

     

 

Instructor completes 
Grade Appeal Form 

Instructional Division 
Appeal Process 

Student obtains appeal 
form from department 

Student contacts 
instructor and provides 
appeal form 

Student Disagrees 
with final grade 

Decision 
about 
changing 
grade

Student  requests school 
appeal 

School completes appeal 
process 

Decision 
about grade 

Student requests 
Instructional Board 
Appeal 

Decision  
about grade 

Grade stays the same, 
instructor and student 
notified.

Grade Change Form 
initiated in school, 
copy to student and 
instructor 

Student accepts grade 

Student accepts grade 

Grade Change not to 
student’s satisfaction 

Grade Change not to 
student’s satisfaction 

Grade Change Form 
initiated in school, 
copy to student and 
instructor 

Grade Change Form 
initiated in school. 
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