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Student Checklist – Grade Review & Appeal Process



Questions About Your Grade 
If you have questions or concerns about a grade, you are encouraged to contact your instructor as soon as marks are posted. You may attend virtual office hours or send a brief email. These discussions are informal, do not constitute a Formal Request for Grade Review, and require no letter, form, or supporting documentation. They are also not a prerequisite for submitting a Formal Request for Grade Review.

Initiating A Grade Review 
Following the discussion, you may accept the grade as posted, agree with your instructor on an appropriate remedy or proceed with a Formal Request for Grade Review in accordance with the process and timelines set out in section 6.1 of the GDipICL Handbook of Academic Regulations, Policies & Procedures. 
 
Timeline Summary: 
	Stage
	Deadline

	1. Student submits Formal Request for Grade Review to onQ course drop box. 
	Within 14 calendar days of grade release on SOLUS.

	2. Instructor renders decision on Formal Request for Grade Review via Feedback box in onQ.
	Within 14 calendar days of receiving the request. 

	3. Student submits Grade Appeal via onQ course drop box (if dissatisfied with Grade Review)
	Within 14 calendar days of the Instructor’s decision. 

	4. Coordinating Instructor / Academic Director adjudicates decision via Feedback box in onQ.
	Within 14 calendar days of receiving the appeal.



Academic Consideration for Extenuating Circumstances
If extenuating circumstances affect your academic work at any point during the course, inform your instructor as soon as possible. Submit the Request for Academic Consideration for Extenuating Circumstances Form by email to your instructor and see section 5.3 of the GDipICL Handbook of Academic Regulations, Policies & Procedures. Do not submit your request for Academic Consideration via onQ unless it is part of your Formal Request for Grade Review or Grade Appeal at the end of your course. If so, include the Academic Consideration form and supporting documentation with your submission to the Grade Review & Appeal drop box in onQ located under Assessments > Assignments in your course.   









Checklist 1: Formal Request for Grade Review

Required before initiating a Grade Appeal, unless Instructor has failed to respond or there is a reason to bypass this step (see GDipICL Regulation 6.1.1) 
Before You Start  
· My final course grade has been posted on SOLUS and it is a B minus (B-) or lower and is either an assessment worth 50% or more of my final course grade, or my final course grade. 
· I am within 14 calendar days of the final grade posting date on SOLUS.
· I understand that this process is different from asking for informal feedback in office hours and a meeting with my instructor is not a prerequisite. 
· I understand that I must still complete all engagement activities. 

What I Must Submit  
· A written submission titled “Formal Request for Grade Review” to the Grade Review & Appeal drop box located under Assessments > Assignments in onQ.   
· Clear explanation of why I am requesting a review. 

Grounds I Am Relying On (select all that apply): 
· If I am requesting a Formal Request for Grade Review on Procedural Grounds, I understand that I must identify a specific procedural error in how my grade was determined. A general disagreement with my grade or dissatisfaction with the outcome is not sufficient.  
· I have identified the exact assignment(s) or graded component(s) being challenged;
· I have identified the specific rubric criterion or grading element in question;
· I have clearly described the alleged error (ie. Misapplication of rubric, incorrect weighting, calculation issue);
· I have explained why this is an error, with direct reference to the course outline;
· I have cited the score and feedback provided by the instructor and explained how it is inconsistent with the rubric or grading scheme.  
· I have provided an itemized list of all graded assessments in the course and the grade accorded to each of those assessments.  
· I have provided my final grade as published in SOLUS.
· If I am requesting a Formal Request for Grade Review on Qualifying Extenuating Circumstances, I understand that I must identify the extenuating circumstances and explain how it affected my academic performance on the assessment or the course component being reviewed.  
· I have identified the specific qualifying extenuating circumstance that affected my academic performance( ie. Documented illness or injury, personal or family crisis, grief/loss, distressing event, etc.);
· Explained how the extenuating circumstance affected my ability to complete or perform on the assessment; 
· Explained the timing of the extenuating circumstance and how it relates to the date or period in which the affected assessment was completed; 
· Completed and attached the  Request for Academic Consideration for Extenuating Circumstances form;
· Attached supporting documentation that relates directly to the relevant extenuating circumstances and assessment date or period, or clearly indicated if the required documentation is forthcoming.

Checklist 2: Grade Appeal

Before You Start  
· I previously completed a Formal Request for Grade Review and was refused, or
· 14 calendar days passed with no response from my instructor, or
· I believe that a Formal Request for Grade Review is not appropriate under the particular circumstances, and have provided a rationale as to why the review was not requested. 
· I am submitting a Grade Appeal within 14 calendar days of the instructor’s refusal, or posting of my final grade in SOLUS where the Formal Request for Grade Review stage is bypassed. 
· I submitted my appeal outside of the 14 calendar day timeline and I am requesting an extension of time with a clear explanation for the reasons for delay. 

What This Is
· A formal escalation.
· A de novo review by the Coordinating Instructor or Academic Director. 

I Understand That
· All my assessments in a course are reviewed in a grade appeal and that my final grade may be increased, decreased, or remain the same. 
· Disappointment with my grades is not grounds for appeal. 

Grounds I Am Relying On (see page 2). 
· Procedural Grounds and/or
· Qualifying Extenuating Circumstances.

What I Must Submit
· A written submission titled “Grade Appeal” to the Grade Review & Appeal drop box located under Assessments > Assignments in your course in onQ.   
· Clear explanation of why I am requesting a Grade Appeal. 
· Any additional supporting documentation. 






Further Appeal

After receiving a decision from either the Coordinating Instructor or GDipICL Academic Director, further appeal of an assigned grade in a course is directed to the School of Graduate Studies and Postdoctoral Affairs (SGSPA) via email to sgspa.aia@queensu.ca. 

Further appeal at this stage is only on the basis of a specific procedural error(s) made in the program grade review procedures, or based on extenuating circumstances, in accordance with Steps #3, #4 and #5 as set out in “Appeal against Academic Decisions” in the School of Graduate Studies and Postdoctoral Affairs General Regulations.

All inquiries and follow up concerning grade appeals at this stage should be directed to SGSPA. 

See: General Regulations < Queen's University
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