
STUDENT-INITIATED GRADE CHANGE REQUEST FORM
Indiana University Southeast

Student’s Name |____________________________________________|         Univ ID |_______________________|   
			     Print		  	                                                                      (Ten-Digit University ID Number)

Preferred E-Mail Address: |________________________________________| 	Phone:  |_______-_______-___________|

Local Address (street, city, state, zip code): |________________________________________________________| 

|_______________________________________________________________________________________________| 


IMPORTANT:  For your request to be considered, you must attach a typed, detailed explanation of the reasons(s) for your request, with supporting documentation.  
· I have read and understand the IU Southeast “Student-Initiated Grade Change Request Process.”
· The information provided is a full disclosure of all information related to my case.             To the best of my knowledge, all information provided is accurate.
Return form and all documentation to the appropriate school (ex. Arts and Letters, Business, etc)
I 

|________________________________________|       |______-_______-_______|
                                 Student’s Signature				             Date
		
Circle Term:  Spring		Summer I 	Summer II 	Fall  	Year:  _________
Class #    Subject   Catalog #
(5-digit)   (Eng-W)     (131)	            Course Title				Instructor
______    ______   ______ 	______________________________ ______________________ 


INSTRUCTOR COMMENTS:

_____________________________________________________________________________________________

	_____________________________________________________________________________________________

	INSTRUCTOR RECOMMENDED ACTION:	APPROVED	_____		DENIED	_____
	     
|________________________________________|       |______-_______-_______|
                     Instructor’s Signature				                        Date

 (
DEAN/DIRECTOR’S 
COMMENTS
:
____________________________________________________________________________________
_________________________
____________________________________________________________________________________
_________________________
 ACTION
 OF THE DEAN/DIRECTOR
:
 
APPROVED
_____
DENIED
_____
      |________________________________________|       |______-_______-_______|
      
     
 Dean/Director’s Signature
      
     Date
)













Notes: 
1. If the grade change is approved, the instructor will make the change through eGrade Change online (OneStart).
2. The original form is to stay with the school processing the grade appeal. A copy of the form should go the student’ school and the Office of the Registrar.

02/11 Office of the Registrar, IUS


GRADE APPEALS PROCESS
INDIANA UNIVERSITY SOUTHEAST

GENERAL INFORMATION

The grade assigned by the course Instructor at the end of a term is the student’s grade for that course.  Only in exceptional cases will this final grade be changed.  Such requests are normally initiated by the instructor to correct an error in the calculation or recording of a grade. 

If a student disputes his/her final course grade, the following process, which occurs within the School that offered the course, applies.  The only valid reasons for requesting consideration of a grade change are:  
1. Miscalculation of grade (human error).  
2. Procedural error (e.g., failure to follow announced grading procedures). 
3. Non-academic reasons (e.g., discrimination that is banned by University policy)

GRADE CHANGE REQUEST PROCESS 

1. The student must discuss the matter with the Instructor within 14 calendar days of the start of the next academic term (including summer sessions). In the event that the faculty member does not respond within 14 calendar days, the student should proceed to step 2. After discussing the matter with the student, the Instructor must inform the student of his or her decision in 14 calendar days.  

2. If the issue is not resolved to the student’s satisfaction, the student submits a Grade Change Request form (appeal) to the Office of the Dean of the School that oversees the course within 7 calendar days of being informed of the Instructor’s decision. The form may be obtained at the Registrar’s office or online at: www.ius.edu/registrar.  The form must have attached documentation supporting the claim.  Student-initiated grade appeals will be considered only if accompanied by a detailed explanation of the issue with supporting documentation. The personnel in the Office of the Dean will initiate the review process appropriate to the school. 

3. If the school-based review process cannot resolve the matter, the student and the Dean will be informed, and the Dean will initiate a review of the student’s request.  As part of this review, the dean will discuss the appeal request with the student, the Instructor, and/or the Program Coordinator.  In an appeal to the dean, the burden of proof rests with the student.  

4. The Dean must notify the student in writing of the outcome/decision (within 14 calendar days of the beginning of the review by the dean).  The Dean’s decision is final.  

TIME LIMITATIONS

· Exceptions to the specified time limitations will only be considered in an extremely serious and documented circumstance (e.g., prolonged hospitalization, military deployment) that literally prevented the student from filing the petition or the faculty member from responding within the stated time period.
· The total review process from faculty-student discussion to final outcome should take no longer than 45 calendar days.
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