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1. Student Appeals Committee “
i In the interest of due process for students, the College has established and “«

maintains a Student Appeals Committee and an appeals process.

| a.  The Student Appeals Committee shall be composed of four students appointed by <
the recognized Student Government or such office or committee as represents the
interests of all Community College of Philadelphia students; four faculty
members shall be appointed by the Faculty Federation; and four administrators
shall be appointed by the President of the College.

b.  Inappointing representatives to the Appeals Committee, the three appointing
bodies named above will consider College-wide balance. The intention is to have
a Committee committed-dedicated to the fair administration of the appeals
process, and able to grasp; collectively; a full range of academic and disciplinary
appeals issues. The principle of balance may place members on the Committee
from a range of disciplines and fields of study.

c.  The three appointing bodies are encouraged to appoint alternates, as well as
members, to the Appeals Committee and-in-future~ draw eften-upon the pool of
active alternates in appointing new members. Active alternates are those who
have gained perspective and experience by attending hearings and meetings of the
Committee.

H

&—Terms of office of Student Appeals Committee members will be as follows: members will serve

four-semester terms, staggered so that the term of one of the four delegated members will end

each semester and, except in the case of reappointments, a new member will begin eacha term.

A
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2. Appeals Advisors, <

d. J
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e—ln consultatlon W|th the D|V|S|on Deans, the%tudent—Appeal&GemmmeewH -~ {Formatted: Indent: Left: 0.5", Space Before:

appeHant&Appeals Adwsors WI|| be assmned to aSSIS'[ students W|th the appeals process.

Student Appeals Advisors will lend orientation and assistance to students wishing
to make use of the Community-College of Philadelphia-appeals process. _It will be the
work of an Appeals Advisor to help an-appeHant-the student evaluate his or her case,
inform the student about preparing his or her supporting materials, and_act ;-as a
faciitatorn advisor, but not as-an advocate, attend-during any hearings held for the
student. The student may be accompanied at-to a hearing by a Sstudent Aappeals
Aadvisor or another consultant of his/her choice. Appeals Advisors are not permitted to
participate in appeals hearings.
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a.  Appeals hearings will generally be held with at least five (5) school weekdays’ <\ {
advance notice to the parties concerned.
b.  Appeals Committee members will be given time to read written appeals materials (
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b-a.  When a student has been informed of a disciplinary decision taken in his/-e+her
case, the student may abide by the decision or, within five (5) school weekdays,
complete and submit the-Appeals Form A to the Student Appeals Committee,
through the Oeffice of the Mice-Presidentfor-Student-AffairsDean of Students.
Fhe-Appeals Form A encompasses the student's appeal and the rationale for the
appeal, including an attached narrative which describes in detail the
circumstances that led to the disciplinary action. In filing this-fermForm A, the
student also makes a commitment to attend the interview or other hearings that
shall be held on the appeal.

e:b.  Incases involving a reprimand or probation, the Student Appeals Committee will
arrange and hold a hearing not later than ten (10) school weekdays after receiving
the student's written appeal. When the College's disciplinary action involves
suspension or expulsion, the Student Appeals Committee will arrange and hold a
hearing for the student not later than five_(5) school weekdays after receiving the
student's written appeal, with the following exceptions:

i. Ifthe Vice President for Student Affairs chooses to allow a suspended
student to attend classes pending the outcome of an appeal, the hearing
will be held within ten (10) school weekdays after the Student Appeals
Committee receives the student's written appeal.

ii.  Ifthe student intends to submit additional supportive documentation so
extensive that Student Appeals Committee members could not fairly
digest-evaluate it during a hearing, the student may expect a hearing to be
scheduled as much as three (3) weorking-school weekdays later than the
day such documentation is received by the Committee.

c. _ The Student Appeals Committee, in conducting a hearing, will consider allsueh
information as-submitted by the student appellant, the College, and the relevant
witnesses, may-submit-and will inform the student and the Viee-President-for
Student-AffairsJudicial Affairs Officer of its decision promptly and informally, as

well as n wrltlng (Wlthm five (5) school Weekdays)—mwn{mg

d_
Committee, the student may, within ten (10) school weekdays after a decision has
been rendered petltlon the Pre5|dent of the Colleg e for a review of that decision.
AN 3 - The
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A student may appeal a final grade_if he or she believes the grade has been conferred in a
prejudiced or capricious manner. The responsibility of the burden of proof rests with the
student, including producing any documentation used for calculating the final grade. In
situations where the instructor has maintained possession of documentation relating to a
final grade, the instructor will be responsible for producing this documentation.

A student may also appeal a recommendation by the faculty in a specific curriculum for
an administrative withdrawal from a course/curriculum on the basis of a claim that the
faculty’s withdrawal recommendation was capricious or prejudiced.

See Students Rights section of the College’s Student Code of Conduct, the “Appeal
Rights.”

The student must then follow all steps for an appeal in these categories. The procedure

shall be as follows —e%reeemmendaﬂen—by%he#aeu%uwee#r&eumeulum#er—an

a—The student may Iedgeeeemplmntrnltrate an appeal ofa frnal qrade or

administrative withdrawal no later than one (I) semester (not counting summer
sessions) beyond the completion of the course for which a disputed grade/faculty
recommendation was given. _If the student meets the time frame for initiating an
appeal, the student must
a.  Asafirststep-thestudentseeks-te-discuss the case with the instructor or
recommending faculty in an attempt to resolve the dispute.

eb.  If the student and the instructor or recommending faculty areis not able to resolve
the question-with-the-instructororrecommending-facultymatter, the student may
consult with-an Appeals Advisor at this point and throughout the appeals process.
This step is strongly endorsed by the Appeals Committee, but is not required.

d.c.  If the student is disunsatisfied with the outcome of his/her discussion with the
instructor or recommending faculty and wishes to further the appeal, the student
sheuld-must submit write-a letter to the Department Head requesting an interview
and attach it to an Appeal Form (available in the Division Offices). The student
must contact the Department Head will-rephy-inwriting-confirming-the
appeintment-wWithin ten (10) school weekdays of the meeting/discussion with
the instructor or recommending faculty. The Department Head will reply in
writing confirming an appointment. receiving-the-studentstetter;Within ten (10)
school weekdays of receiving the student’s letter and Appeal Form, the
Department Head will hear the student's complaint; investigate the claims and
attempt to resolve the matter with the instructor or recommending faculty; and
send a concluding letter to the student with copies to the instructor or
recommending faculty, and the Division Dean.

ed. If the matter remains unresolved and the student +s—str+l—unsatrs#reel—a£ter

Department—Head—and—after—theeramment—Head-&aetreHW|shes to further the
appeal, the student sheuldwritemust submit a letter to the Division Dean;




fe.

requesting an interview. The student must contact the Division Dean within ten
(10) school weekdays of the previous decision. The Division Dean will reply in
writing confirming the-an appointment. _In attempting to resolve the matter, the
Division Dean will hear the complaint, will seek information from the instructor
or recommending faculty, Appeals Advisor, and Department Head, and may
arrange a conference with the student, the Department Head, and the instructor or
recommending faculty. The Division Dean will send a concluding letter to the
student, with copies to concerned parties. Step-E-shewld This step must be
completed within fifteen (15) school weekdays of the student's request to the
Division Dean.

If the isste-matter remains unresolved and the student wishes to further appeal;

iting, the student

must submit a Ietter to the Vlce Pre5|dent for Academlc Affalrs The student must
contact the Vice President for Academic Affairs within ten (10) school weekdays
of the previous decision. The Vice President for Academic Affairs will request
the presence of the involved parties;; seek and be given full information from
them about the claim, evidence, and proposed solutions generated in previous
steps of the process;; and attempt to resolve the matter. The Vice President for

Academic Affairs will repert-histherreselution-of-the-mattersend a concluding

letter to the student, -in-writing;-with copies to concerned parties. Step-Fsheuld
This step must be completed within fifteen (15) school weekdays of the student's

request to the Vice President for Academic Affairs.

If the studentis-stith-unsatisfied-with-theresolution-of the-matter-helshe

wmaymatter remains unresolved and the student wishes to further the appeal, the
student must petition the Student Appeals Committee to hear the case and resolve
it. The student must contact the Appeals Committee within ten (10) school
weekdays of the previous decision. A petition form can be obtained from an
Appeals Advisor. orfrom-the-office-of the- Vice-President for-Academic-Affairs:
In filing this petition, the student makes a commitment to attend the interview
and/or other hearing that shall be held on the appeal.

k0. The Appeals Committee must arrange a hearing no later than ten (10) school

kh.

weekdays from the date of receiving the petition. A copy of the petition will be
given to the instructor or recommending faculty,-ane-te the Department Head, the
Division Dean; and the Vice President for Academic Affairs by the Chairperson
of the Appeals Committee at least three (3) school weekdays prior to the Appeals
hearing.

The Appeals Committee will request a ne-wit-review of all written materials from
all previous steps and hearings in the appeals process, prior to the scheduled
hearing, and will listen to the student's arguments and to relevant witnesses,
seeking to ascertain whether there is clear evidence that the instructor or
recommending faculty assigned the challenged grade/recommendation for
withdrawal capriciously or with prejudice. If there is no such evidence, the
Appeals Committee will deny the appeal, and the decision with respect to the
grade/recommendation made at the previous steps will be considered final.



| If the Appeals Committee decides that the student has been subjected to a
capricious or prejudiced faculty decision, the Committee will recommend that the
| instructor e+/-recommending faculty re-evaluate the student's performance/record
without caprice or prejudice. The Appeals Committee will convey its decision to
the student in writing within five (5) school weekdays of the date the decision is
reached, with copies geing-to the-ether-concerned parties.
}1._ The instructor or recommending faculty will respond to therecemmendation-of
the Appeals Committee within (5) school weekdays, advising the student in
| writing of the decision either to hold te-the original grade/ recommendation, or to
change the grade/recommendation. The instructor or recommending faculty will
also inform the Department Head of his/her/their decision in writing, attaching a
copy of the correspondence to the student. The Department Head will inform the

| Division Dean, the Vice President for Academic Affairs; and the Student Appeals

Committee.

| k. If still disunsatisfied, the student may, if he/she acts within five (5) school

weekdays after receipt of the instructor's or recommending faculty's letter

| regarding his/her/their decision, re-petitionand again appeal to the Appeals
Committee. The Appeals Committee, within ten (10) school weekdays, and
working through the Department Head, will select and charge faculty members in
the department within the appropriate discipline as a committee to develop criteria
and procedures to re-evaluate the student's academic performance.

K. Within five (5) school weekdays, the Departmental Committee described above
will either:

i.  (a)re-evaluate the student’s performance, make a decision, and assign the «
appropriate grade for the course; or
Lil. re-evaluate the student’s performance and b}-recommend, but not
capricioushyrequire; that the student de-complete additional academic
work within a mutually agreed time span, atthe-end-ofwhich-the
reevaluation-shakl-take-placeand then make a decision and assign the
appropriate grade for the course.

. After receiving the evaluation and the grade conferred by the Departmental “
Committee, the student may, if he/she files a request within five (5) school
weekdays, indicate his/her dissatisfaction with the grade and request that the
Appeals Committee authorize the Director of Records and Registration to remove
the course and the grade from the student's record.

m. __Upon receipt of such a request from the student, the Appeals Committee will meet
and decide whether to direct the Director of Records and Registration to delete the
course and grade from the student's record. The decision of the Appeals
Committee shall be final.

4.6 Appeals Procedure for Matters in the Classroom, -

The purpose of the following procedure is to resolve as fairly, and as-seen quickly as
possible, any matter in which a student claims that his/her freedem-academic rights in the
classroom haves been violated. (Students whose claims might more appropriately be
pursued with the Affirmative Action Officer or other agencies will be so advised.)
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The student who wishes to lodge a complaint under this-seetien procedure should
do so prempthyin order to ensure --se-that if the complaint is valid, a practical
remedy will be available. In any case, such a-complaints may be lodged no later
than one (1) semester beyond the completion of the course in which the student
alleges a violation of his/her academic freedem-rights has occurred.

As a first step, the student must seeks to discuss the case with the instructor and to
resolve the dispute.

If the student is not able to resolve the matter with the instructor, the student may
consult with an Appeals Advisor. This step is strongly endorsed by the Appeals
Committee, but is not required.

If the matter remains unresolved and the student wishes to further the appeal, the
student may-writemust write a letter to the Department Head requesting an
interview within ten (10) school days of the previous decision. The Department
Head will reply in writing_to confirming the appointment. Within ten (10) school
weekdays of receiving the student's letter, the Department Head will hear the
student's complaint,; investigate the claims-and-, attempt to resolve the matter
with the instructor,; and send a concluding letter to the student with copies to the
instructor and Division Dean.

If the studentis-still-unsatisfiedmatter remains unresolved and the student wishes
to further the appeal, he/she may-must write to schedule an appointment to discuss
his/her grievance with the Division Dean_within ten (10) school days of the
previous decision. The Division Dean will reply in writing to confirming the
appointment. The Division Dean will hear the complaint;; will seek information
from the instructor, Appeals Advisor; and Department Head;; may arrange a
conference with the student, the Department Head and the instructor;; and will
attempt to resolve the matter. The Division Dean will send a concluding letter to
the student, with copies to concerned parties. Step E should be completed within
fifteen (15) school weekdays of the student's request to the Division Dean.

If the issue remains unresolved and the student wishes to further the appeal, then,
at the student's written request_ within ten (10) school days of the previous
decision, a meeting with the Vice President for Academic Affairs will be
arranged. _In attempting to resolve the matter, the Vice President for Academic
Affairs will request the presence of the involved parties; and seek information
from them about the claim, evidence; and proposed solutions generated in
previous steps of the process. The Vice President for Academic Affairs will report
his/her resolution of the matter to the student in writing, with copies to concerned
parties. Step F should be completed within fifteen (15) school weekdays of the
student's request to the Vice President for Academic Affairs.

If the studentis-stilhunsatisfied-with-the resolution-of the-mattermatter remains
unresolved and the student wishes to further the appeal, he/she may petition the
Student Appeals Committee to hear the case and resolve it. A petition form can be
obtained from an Appeals Advisor or from the office of the Vice President for
Academic Affairs.

The Appeals Committee must arrange a hearing no later than ten (10) school
weekdays from the date of receiving the petition. A copy of the petition will be




given to the instructor, Department Head, Division Dean, and Vice President for
Academic Affairs by the Chairperson of the Appeals Committee.

i.  The Appeals Committee will be supplied with and will rexview-receive all written
materials from all previous steps and hearings in the Aappeals process, prior to
the scheduled hearing, and will listen to the student's arguments and to relevant
witnesses, seeking to ascertain whether there is clear evidence that the student's
freedem-academic rights in the classroom was violated.
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school weekdays of the date the hearing is held and a conclusion reached. Copies shat-should be
sent to concerned parties. The decision of the Appeals Committee shall be final unless the
student appeals. THewever-the student may, within ten (10) school weekdays after thea
decision has been rendered, petition the President for a review of that decision-erby-an

appropriate-committee of the Board-of Trustees.
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