SAMPLE GRADE APPEAL LETTER



Your Full Name

Your Full Mailing Address

Student ID

Brock Email

Phone Number

DATE

Student Senate Appeals Board

Brock University, Registrar’s Office

c/o Diane Uppal

Dear Members of the Board:

In the first paragraph, state who you are, your program and year of study (e.g., Carole Moss, 2nd year MA student in Social Justice and Equity Studies). 

· State very clearly, the last academic decision you are appealing and under what grounds.
· E.g., I am appealing the final grade for my paper in SJES 5P12: History of Human Rights with Dr. Jane Smith during the Fall Term of 2014. 

· I am appealing on several grounds: 1) perceived bias after a minor communicative altercation with the instructor and 2) for medical reasons (documentation provided) as I was in hospital for 15 days, resulting in missed class time to prepare for the paper.

The second paragraph should outline the historical background. 

· You will explain, in specific detail, the nature of your concern, 

· the reason why your grounds for appeal are legitimate and convincing (present documentation at this point). 

· and any other pertinent information that the Appeals Board members need to know to make a decision.

The third paragraph will include:

· information about you and what kind of impact this poor grade will have on your standing in the course, in your program and for your academic future.

The fourth paragraph will propose:

· an alternative outcome that you deem as reasonable and equitable. 

· E.g., third party neutral re-evaluating your work; possible re-weighting of grade; late submission of work. 

Sincerely, 

Sign Name Here
