Student Academic Grievance Form

Informal Procedures: (must be initiated within 60 calendar days of the alleged incident)

1. This form is to be used by students who wish to initiate an academic grievance, that is, students who feel that they have been treated unfairly with respect to an academic matter or who wish to appeal a grade and who have attempted to resolve the matter with the instructor. 
2. Students may request assistance with the grievance process from the SGA Director of Student Rights and Grievances.  The SGA Office is located in the Student Union.  The telephone number is 985-448-4557, email is SGA.Grievances@nicholls.edu  
3.  If the matter is not resolved with the instructor, the student may pursue the issue by completing this form and submitting it to the department head within 90 calendar days of the alleged incident.  If the matter is resolved with the instructor, the student is encouraged to keep this form for his/her records.  

Grievance Information:

Name of Student: __________________________________

Local Telephone Number: ___________________________

Nicholls Email Address: _____________________________

Type of Grievance (check one) _____ Grade Appeal  _____Unfair Treatment

Name of Instructor: ______________________ Course (if applicable) ______________

Please provide a written description of the Grievance (attach to this form):

A.	detailed description of the nature of the grievance;
B.	description of the informal procedures taken by the student to resolve the matter, including date student met with instructor; 
C.	description of documentary evidence to be used in support of the grievance (copies should be attached if available), and
D.	Remedial action requested by the student.

 (
TO BE COMPLETED BY DEPARTMENT HEAD:
Date student submitted copy of grievance form to department head:
 
____________
___
____
Date student met with departm
ent head: _____________________
Matter satisfactorily resolved with department head: _____yes
*
  _____ no
)
*Forward this completed form and all documents to the Academic Affairs Integrity File located in the Office of Academic Affairs.

4.	If the matter is not satisfactorily resolved, the student may request a hearing on the matter submitting a copy of the grievance form to the Academic Dean within 6 months of the alleged incident.

Formal Procedures: (Formal grievances must be filed within 6 months from the date of the alleged incident)

 (
TO BE COMPLETED BY DEAN:
Date grievance form submitted to Dean of the College: ______________________
Date Dean provided student a copy of the formal grievance procedures: __________________
Date grievance referred to Chair of College Academic Grievance Committee: _____________
Date of Committee Hearing: _____________________
Date Committee findings and recommendations forwarded to Dean: ____________________
Date parties notified of Dean’s decision: ________________________
Matter satisfactorily resolved with Dean: ______yes *       _______no
)
*Forward this completed form and all documents to the Academic Affairs Integrity File located in the Office of Academic Affairs.

5. Either party may appeal the decision of the Academic Dean by submitting a petition to the Vice President for Academic Affairs.  The petition must be filed with the Vice President within 10 days of the date of the Academic Dean’s letter of notification.  The appeal must be based on one or more of the following:

A. Published procedures were not published;
B. There was insufficient evidence to support the decision;
C. Sanctions imposed were inappropriate;
D. Subsequent to the hearing, information was discovered which indicates that member(s) of the committee were not impartial
 (
TO BE COMPLETED BY VICE PRESIDENT FOR ACADEMIC AFFAIRS:
Date grievance form and petition received by Vice President for Academic Affairs:
 ____________________
Date 
grievance forwarded to Chair of Academic and Policies Committee: ___________________
Date Committee forwarded findings and recommendations to Vice President: ___________________
Date parties informed of Vice President’s decision: ____________________
Matter resolved with Vice President:  _____yes*     _____no
)
*Forward this completed form and all documents to the Academic Affairs Integrity File located in the Office of Academic Affairs.

6.	The student or the faculty member may appeal the decision of the Vice President for Academic Affairs by submitting a petition to the President for review and recommendation by the President’s Executive Council Appeals Committee within 10 days of the date of the letter from the Vice President for Academic Affairs.
 (
TO BE COMPLETED BY PRESIDENT’S OFFICE:
Date petition received by President: ________________________
Date findings and recommendations from President’s Executive Council Appeals Committee received by President: _________________________
Date President notifies parties of decision: _____________________
)

The Decision of the President is final.*

*Forward this completed form and all documents to the Academic Affairs Integrity File located in the Office of Academic Affairs.

[bookmark: _DOCUMENTATION_OF_ACADEMIC][bookmark: _Reporting_Form_for]
Reporting Form for Academic Dishonesty to Academic Affairs Integrity File

For all cases of violations to the Academic Integrity Policy, please complete and return this form to the Academic Dean (who will then forward it to the Vice President for Academic Affairs in the Office of Academic Affairs). 
Please Print Clearly or Type
	Reporting Date
	     

	Date of Incident
	     

	Student's Name
	     

	Student's ID#
	     

	Faculty's Name
	     

	Department
	     

	Faculty Phone
	     
	Faculty Email
	     

	Course Name
	     
	number/section
	     

	Detailed Description of Incident
	     

	Date of Conference with Student
	     



Faculty Action or Recommended Action: Use AT for action taken or RA for recommended action
	     
	"F" in course
	     
	Lower grade on the assignment/paper

	     
	"F" or zero on assignment
	     
	Written reprimand from Academic Dean placed on student’s record

	     
	Re-do assignment/paper
	
	

	     
	Tutoring
	     
	Lower final course grade

	      Other, please specify



Student signature acknowledges student awareness of his/her right to file an academic grievance as per Code of Student Conduct.
Student intends to file an academic grievance as per Code of Student Conduct?
[bookmark: Check1][bookmark: Check2][bookmark: Check3]|_|Yes		|_|No		|_|Undecided 

___________________________________	           ________________________
Student Signature*					Date

___________________________________            ________________________
Signature of person reporting incident			Date

____________________________________          ________________________
Academic Dean Signature				Date
Academic Dean must forward this report and all pertinent documentation to the Academic Affairs Integrity File in the Office of Academic Affairs. Academic Affairs will forward copy to Nicholls athletic compliance officer if student is a student athlete.

*Student signature acknowledges receipt of a copy of this report and that student has been apprised of his/her rights stated in Section 5 of the Code of Student Conduct and particularly that the faculty member is required to file a record with the Office of Academic Affairs whenever a student is confronted and/or disciplined for cheating (Reporting Form for Academic Dishonesty).  If student refuses to sign reporting form person reporting incident should duly note such in space provided for student signature.  Documentation of student receipt of copy of form via email may also be attached in lieu of student signature. The Office of Academic Affairs will maintain these records and any student confronted and/or disciplined for multiple offenses (more than one) of academic dishonesty will be brought before the Academic Affairs Integrity Committee (AAIC) for further review and/or sanctions.

