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GRADE APPEAL CHECKLIST AND PROCESS 
Getting ready to file a grade appeal?  Use this checklist to ensure you have taken the necessary steps 
and understand the appeal process. 
 

� Discuss your concerns regarding your final grade with the instructor. 
� Request the instructor review your grade based on a perceived error.  Sign the informal grade 

appeal section of the appeal form, submit it to the instructor with your statement of rationale 
and supporting documents, and have the instructor complete their potion of the same section.  
This must be done within 15 class days of the next regular semester.  

� The instructor will return the form to you, as well as the department chair within five class days. 
� If the instructor reviews and changes the grade, the instructor will turn in the form, supporting 

documents and a change of grade form to the Registrar’s office. 
� If the instructor reviews your evidence and chooses not to change the grade, you can choose to 

pursue a formal appeal based on arbitrary and capricious grading (see definition below) by 
submitting your signed appeal with both sides completed to the dean/director of the college 
along with all relevant documentation and evidence.  Your appeal MUST include: 

o The Grade Appeal Form with both the Informal Appeal and Formal Appeal sides 
completed 

o Syllabus for the class 
o Documentation of your reasoning for appealing the final grade and evidence of arbitrary 

and capricious grading by the instructor.  This may include: 
 Timeline of issues related to the appeal 
 Email conversations related to the appeal 
 Letters from witnesses to the behaviors or actions of the instructor that were 

arbitrary or capricious 
 
GRADE APPEAL SUGGESTIONS: 

• Talk with the instructor early on about your concerns.  Most issues can easily be handled and 
corrected if addressed early in the semester rather than waiting till the end when it is not 
possible to resolve or change things that have happened several months prior. 

 
• Have you reviewed the University’s Grade Appeal policy based on the Board of Regents policy? 

http://www.uaf.edu/uafgov/faculty-



3. the assignment of a course grade by a substantial, unreasonable and unannounced 
departure from the instructor's previously articulated standards. 

 
• Meet with either a representative from ASUAF or the Academic Appeals Advisor located in the 

Academic Advising Center to help navigate the process and procedures required to complete an 
appeal of grade. ASUAF can also provide an advocate of support during the committee hearings.   

 


