CAPPA ACADEMIC GRIEVANCE FORM INSTRUCTIONS

Please read the instructions below Note that any form filed goes to a committee for review, which takes time.
That is why it is not recommended to file an Academic Grievance Form based upon the grade of a single
assignment.

STEP 1 STEP 2

You must first attempt to resolve the matter If the matter cannot be resolved,
with the instructor. this is required. If the > go to the following pages and

dispute is resolved, the matter is over: no complete the student information
further steps are needed. and items 1-5.
STEP 4 STEP 3
Complete item 6 in the form. Send the form | g Send this entire document to the
and all supporting documentatjon to the instructor, who will sign and
correct director below. return it to you.
BS in Architecture,
BS in Interior Design, Master of Student sends form and Dir. Cheryl Donaldson
Architecture, documentation to cdonald@uta.edu
MS in Sustainable Building Technology
BS in Sustainable Urban Design, Student sends form and Dr. Diane Jones Allen
Master of Landscape Architecture documentation to diane.allen@uta.edu
Master of Public Administration, .
Master in City and Regional Planning, Student sends form and D['- David Coursey
Ph.D. in Public Administration and documentation to david.coursey@uta.ed
Public Policy, Ph.D. in Urban Planning u
and Public Policy



http://austin.allen2@uta.edu
http://david.coursey@uta.edu
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STUDENT ACADEMIC GRIEVANCE FORM
PROCEDURES

In attempting to resolve any student grievances regarding grades, it is the student’s obligation first to
make a serious effort to resolve the matter with the instructor with whom the grievance originated.
Individual course instructors retain primary responsibility for assigning grades. The instructor’s judgment
is final unless compelling evidence shows preferential treatment and/or procedural irregularities. If the
student has attempted to resolve the issue with the instructor without success, and there is evidence of
differential treatment and/or procedural irregularities, the process below is followed.

1. The student completes this form and submits it to the school director, department chair, or
program director with any necessary supporting materials.

2. The school director, department chair, or program director forwards all materials to the
appropriate faculty committee.

3. The committee reviews all materials and makes a recommendation whether differential
treatment and/or procedural irregularities occurred. This is sent to the school director,
department chair, or program director who renders a decision whether to uphold the grade
grievance or not.

4. The school director, department chair, or program director notifies the student of the decision
by email, requesting that the student respond by email within 10 working days to state whether
the student agrees with the decision or not. If the student does not respond within 10 working
days, the matter is considered resolved and no appeals can be made.

5. If the student wants to file an appeal, the student sends an email to the Dean, stating why the
student does not agree with the decision. The Dean reviews all materials renders a decision. This
decision is then sent to the student, instructor and school director, department chair, or
program director

6. The Dean’s decision is final and is not subject to any further appeal.

Students have one year from the day grades are posted to initiate a grievance concerning a grade
including presenting evidence of differential treatment and/or procedural irregularities.

STUDENT INFORMATION

Student Name Student ID#

Student Signature Date

Last Update: May 2020



GRIEVANCE INFORMATION

1. Instructor’'s name Course prefix and number

2. Section number Semester Year Grade received

3. Indicate the basis of your grade grievance by checking one/both of the following criteria:

Differential treatment

Procedural irregularity

4. What specific action did you request of your instructor?

5. What was the outcome of the request?

The signature of your instructor is required below, testifying that you and the instructor attempted to
resolve the grade dispute without success. The attempt can be a face-to-face meeting, virtual meeting,
or email correspondence.

Instructor’s Signature: Date:

6. State specifically what action you are requesting now.

Please provide the evidence to support your grade grievance, submitting all additional materials with this
form.

Last Update: Dec 2023
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