Term Final Grade Appeal Form
PCC academic processes and procedures may be found online Student Rights and Responsibilities Students are
required to refer to and follow the Grade Appeal Procedures prior to submitting this formal Appeal. Use this form
to appeal a final course grade when there is a belief that the Right to Protection from Improper Evaluation has been
violated. If you are unable to resolve your grade concern with your instructor, you may submit a Grade Appeal. See the
reverse side of this form for the complete process.
Student Name

PCC ID G0
Telephone

MyPCC Email @pcc.edu
Term Course was taken

Year

Summer

Fall

Winter

Spring

Campus
Cascade

Southeast

Rock Creek

Course ID

CRN

Sylvania

Distance Learning

Instructor

Final Grade Received

Grade Request

Use a separate sheet of paper to describe the steps you have taken to resolve the grade concern with instructor.
Answer the following questions:
1. Have you communicated your concern with your instructor for an explanation of how
the grade was determined?

Yes

No

2. Have you sent an email to your instructor for an explanation in writing (Staff Directory)?

Yes

No

3. Has your instructor responded to your request in writing?

Yes

No

4. If so, did your instructor address your concerns?

Yes

No

5. If your instructor did not respond, did you contact the Faculty Department Chair,
or Division Dean?
6. Explain why you believe you were graded improperly.

Yes

No

7. What were the alleged discrepancies in points, and/or grades?
8. Include a copy of the course Syllabus with your appeal.
Along with your explanation, include all email communications with your instructor (or other persons) with your appeal.
Return this form, along with support documentation (as outlined above), to the campus where your course was taught
Dean of Student Development Office.
Please print or Save File As a different name and email to your campus Dean of Students office.

Campus Dean of Student Development Offices
Cascade
CA SSB 209
971-722-5292
dos.ca@pcc.edu

Rock Creek
RC 9 115
971-722-7215
dos.rc@pcc.edu

Southeast
SE SCOM 116
971-722-6191
dos.se@pcc.edu

Sylvania
SY CC 247
971-722-4529
dos.sy@pcc.edu

Distance Learning: Students may contact any of the above campus offices for referral to the correct campus office

Updated by KAT 9/2018
dos.sy@pcc.edu

Portland Community College
Grade Appeal Policy and Procedure | ~ Adopted July 2013 ~

Purpose
As set forth in PCC's Policy on Student Rights (Section 2.a), students have the right to protection from improper academic evaluation. The Grade Appeal Procedure provides the
student with a process for appealing a final course grade when he or she believes that an improper evaluation has occurred. "Improper evaluation" is defined as
1) The evaluation standards and grading criteria contained in the course syllabus were not followed by the instructor or
2) The final grade was imposed in an arbitrary or capricious manner.

Scope
1.

2.

The Grade Appeal Procedure only applies to disputes about posted final course grades. Concerns about grades given for assignments or examinations during the term,
or concerns or complaints about instructional quality should be addressed through the Complaint Procedures may be found as a link at:
Student Rights and Responsibilities
The Grade Appeal Procedure does not invalidate the requirements mandated by any department, program, and/or the curriculum of any particular course. Specific
course assignments, instructor-specific policies, or other formal course-related materials cannot be challenged or appealed through this process. This process applies
only to assertions of improper final evaluation as described above.

Authority
1.
2.

The instructor and/or the appropriate academic Division Dean has the authority to authorize a change to a final course grade as an outcome of this appeal process.
The Dean of Student Development will serve as steward of the Grade Appeal Procedure. When the appeal process is concluded, all documentation will be
forwarded to the campus Dean of Student Development, who will maintain such documentation in accordance with appropriate retention schedules.

Student Protections
1.

2.

3.

A student may have a support person of his/her choice (such as a PCC counselor or advisor, or student government representative) throughout the appeal process.
The support person is not permitted to present the appeal, but may advise the student throughout the appeal process. The Dean of Student Development Office can
assist the student with identifying a support person, or arranging for assistance with language translation, if needed.
Both PCC and the student may seek legal advice at their own expense; however, neither PCC, nor the student may be represented by a lawyer during any meeting
pertaining to the Grade Appeal Procedure. Concerns involving harassment or discrimination on the basis of race, color, religion, sex, sexual orientation, age, national
origin, disability, veteran status, or other legally protected status should be directed to PCC’s Office of Equity and Inclusion (OEI).
The OEI and the academic division considering the grade appeal may engage in parallel investigations if the College determines parallel investigations are appropriate.

Procedures
Step 1: Attempt to Resolve the Final Grade Concern with the Instructor

1.

2.

If the student believes his or her grade was a mistake, he or she must first directly communicate with the instructor about the final grade by sending a written inquiry to
the instructor requesting an explanation of how the grade was determined and stating his/her questions and concerns about the grade assigned. The communication should
include specific reasons why the student believes he or she was graded improperly, and supporting evidence, such as statements in the course syllabus, alleged
discrepancies in points or grades received, emails to and from the instructor, etc. This written inquiry must be received by the instructor within 14 calendar days of the final
course grades being posted, or the student forfeits the right to appeal the grade.
Upon receiving a written inquiry regarding a final course grade, the instructor is expected to respond to the student’s inquiry in writing within 14 calendar days of the
documented date of the student’s inquiry. If the instructor is unable to respond within 14 days of the documented inquiry, the Department Chair or Division Dean may
initiate an appropriate response if the inquiry is made known to them by the student. For instructor and department contact information, see the Staff Directory and the
Department Chair Directory. The campus Dean of Student Development offices can assist if questions remain after the student receives explanation from the instructor;
the student is encouraged to discuss those concerns in person with the instructor.

Step 2: Submit a Grade Appeal Form to the Dean of Student Development
1.

2.

3.

If the student's concern is not resolved through Step 1, the student may submit a Grade Appeal Form, with supporting evidence, to the campus Dean of Student
Development or designee within 30 calendar days of the student’s documented inquiry to the instructor in Step 1. The Dean of Student Development or designee will
review the Grade Appeal Form and determine the next steps, which may include, but are not limited to:
1) Referral of the appeal to the instructor’s academic Division Dean or other immediate supervisor for review, investigation, and response;
2) Request for additional information and supporting documentation from the student, or
3) A decision not to proceed with the appeal if the academic evaluation being contested does not fall within the scope of this policy.
Once sufficient information and documentation has been received from the student and the appeal has been deemed appropriate, the Division Dean or other immediate
supervisor will investigate the final course grade in question, make a decision about the appropriateness of that grade under the standards described above, and
communicate the decision in writing to the student. A copy of the written decision will also be sent to the Dean of Student Development.
Generally, Step 2 will be completed within 14 calendar days of receipt of the Grade Appeal Form, unless more time is needed to investigate.

Step 3: Appeal Decision to Dean of Instruction
1.

2.

The student may appeal the decision in Step 2 only on the grounds that
1) The procedures outlined in this policy were not followed; or
2) Relevant evidence concerning the final course grade becomes available that was not available during Step 2. An appeal must be made within 14 calendar days of
receipt of the division dean’s written decision. The student must submit written justification for further review and provide evidence that there are grounds for the
appeal to the Dean of Instruction.
The Dean of Instruction will objectively investigate how the grade appeal process was conducted in Step 2, and/or consider relevant evidence that was not available or not
considered during Step 2, make a final decision on the appeal, and communicate it in writing to the student, with a copy to the Dean of Student Development.

Campus Dean of Student Development Offices

Cascade
CA SSB 209
971-722-5292
dos.ca@pcc.edu

Rock Creek
RC 9 115
971-722-7215
dos.rc@pcc.edu

Southeast
SE SCOM 116
971-722-6191
dos.se@pcc.edu

Distance Learning: Students may contact any of the above campus offices for referral to the correct campus office

Sylvania
SY CC 247
971-722-4529
dos.sy@pcc.edu
Updated by KAT 8/2018
dos.sy@pcc.edu

