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DIRECTIONS FOR SUBMITTING A GRADE APPEAL 

 
 As stated in the CNU University Handbook: 

Schedule an appointment with the appropriate Academic Dean or Department Chair.
File the formal, written appeal of the course grade with the chair of the relevant department.
The appeal must be filed no later than the third week of classes of the fall semester to appeal 
spring and summer grades, no later than the third week of classes of the spring semester to appeal 
fall semester grades.
If the instructor whose grade is being appealed is the department chair, the faculty member of the 
department who is senior in terms of years of membership on the University faculty assumes the 
duties of department chair.
Submit two copies of the completed appeal form and other evidence to the department chair, who 
will send one copy to the instructor within two academic days of its receipt. The student should keep 
a third copy of the completed form and submissions for the student’s own records.
Evidence can include: 

Course syllabus and other written guidelines relevant to the course and assignments
Evaluated written assignments or tests
Written evaluation of the students oral or skill performance

GRADE APPEAL PROCEDURE 

 
 As stated in the CNU University Handbook: 

The instructor may submit any relevant documentation to substantiate the grade. A copy of this 
evidence is forwarded to the student within five (5) academic days.
The student and department chair will discuss the case set forth by the student and the evidence 
supporting the grade appeal.
The department chair will discuss the appeal with the instructor. It is the student’s responsibility to 
show that the student has earned a grade other than that submitted.
The department chair makes a decision based on all evidence and documentation and communicates 
that decision in writing to both instructor and student within three academic weeks of the date the 
Appeal Form is filed.
The decisions which can be made by the department chair are either to deny the appeal of the 
student or to forward the appeal to the appropriate academic dean with a recommendation that a 
three member departmental review panel be appointed by the dean to review the challenge of the 
student as set forth on the form with accompanying evidence, and to render a written 
recommendation.
If the department chair denies the appeal, the student retains the right to request a departmental 
review panel. A request for a review panel must be submitted, in writing, to the appropriate dean or 
the Director of Graduate Studies within ten academic days of receipt of notification of the 
department chair’s decision.
Should the department chair fail to make a decision within the three-week period specified, the 
grade appeal will automatically go forward to the appropriate dean or the Director of Graduate 
Studies.



 

 
 

Student Name: __________________________________ CNU ID: _______________________________ 
 

Street Address: ________________________________________________________________________ 

 
City: ________________________________ State: _______________ Zip: ________________________ 

 
CNU Email: ____________________________________ Cell Phone: _____________________________ 

 

Work Phone: ___________________________________ Home Phone: ___________________________ 
 

Anticipated Graduation Term:    May 20___    August 20___    December 20___ 

 
Catalog Year of Admission: __________________________  

 

Major: ______________________________ Concentration (if applicable): ________________________ 
 

Second Major (if applicable): _____________Concentration (if applicable): ________________________ 
 

Minor (if applicable): ___________________ Second Minor (if applicable): ________________________ 
 
 

I appeal the course grade of ___________________ taken in ___________________________________ 
     (letter grade)       (semester) 
 

Department: ________________________________ Course: ________________________________ 

 
 

Instructor: _____________________________ Department Chair: ______________________________ 
 

I believe I earned a grade of _______________ 
 

The basis for this appeal: 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Evidence attached: 

1. ______________________________________________________________________ 
2. ______________________________________________________________________ 

3. ______________________________________________________________________ 
4. ______________________________________________________________________ 

5. ______________________________________________________________________ 

 

Informal conference with instructor was held on ______________________________________________ 

          (date) 

 

Submitted to Department Chair            ______________________________________________ 
           (date) 

 
I am requesting an appeal for a course grade. I understand that consideration of my request is contingent upon the 
attached supporting documentation. 

 

 
Student Signature ______________________________  Date ____________________________ 

An electronic signature is sufficient if received from a Christopher Newport e-mail address. 
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