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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

STUDENT APPEAL PROCESS

I.
POLICY

1.00
GENERAL STATEMENT

1.01
It is the desire of the Board of Trustees and college personnel that all students be treated fairly.  The student appeal process is designed to ensure that the individual’s rights to appropriate due process are guaranteed.

II.
PROCEDURE FOR DISCIPLINARY APPEALS

2.00
SPECIFIC STATEMENTS

2.01
The Student


The Student Handbook is provided on the College website.  Student residents are also provided a Residence Hall Handbook.  These handbooks set forth the guidelines, rules, and regulations of the college.  If a violation of these rules, regulations, occurs that results in disciplinary action by a college official, the student may appeal the college official’s decision regarding the punishment to the Vice President for Student Affairs.


Upon receipt of the statement of disciplinary action from a college official, if the student does not concur he/she shall appeal in writing to the Vice President for Student Affairs within 24 hours.  This appeal shall set forth the alleged violation and the student’s account of it.  It shall include the student’s interpretation of the college official’s decision.  And specifically state why the student feels the action taken by the college official was incorrect or inappropriate.  This appeal shall be delivered to the Vice President for Student Affairs.

2.02
The Vice President for Student Affairs 


Upon receipt of the appeal by the student, the Vice President for Student Affairs shall confer with the student, the college official, and others who may act as witnesses or provide pertinent information regarding the incident.  The Vice President for Student Affairs shall assess the violation and make a decision regarding disciplinary action, if any.   Since it is impossible to develop guidelines to fit all conceivable situations, the Vice President for Student Affairs is given broad authority to use subjective evaluation of disciplinary action necessary when 
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no clearly defined guidelines are available or if the Vice President for Student Affairs feels minor deviations from written guidelines are in the best interest of the student, the college, and others who may be concerned.  The Vice President for Student Affairs shall advise the student in writing of the student’s appellant rights and procedures.


If the student feels that he/she has been treated unfairly by the Vice President for Student Affairs, the student may appeal to the Student Appeals Committee.  Upon receipt of the statement of disciplinary action from the Vice President for Student Affairs, the student shall appeal in writing to the Student Appeals Committee within 24 hours.  This appeal shall set forth the alleged violation and the student’s account of it.  It shall include the student’s interpretation of the college official’s decision, and specifically state why the student feels the action taken by the college official was incorrect or too harsh.  This appeal shall be delivered to the Vice President for Student Affairs.  Upon receipt of written appeal, the Vice President for Student Affairs shall immediately notify the Student Appeals Committee and the President of the college.  The Vice President for Student Affairs shall provide sufficient copies of all statements, letters, and the appeal of the student to all members of the Student Appeals Committee.

2.03
The Student Appeals Committee


The committee is a standing committee and consists of three members of the faculty and the President of the Student Senate.  This committee shall be appointed annually by the President and sit for hearings for the academic year.  

When the written appeal and accompanying papers are received from the Vice President for Student Affairs, the student shall be notified within 24 hours as to the time and place of the hearing.


The committee shall ask the Vice President for Student Affairs for a written account of the alleged offense and the action taken.  The committee may call upon the student, the Vice President for Student Affairs, and others for information to assist the committee in its deliberations.  The student shall be able to be present throughout the hearing and question any and all witnesses brought before the committee.  The student shall not be present after the committee begins executive session to consider the evidence.  The student may bring counsel or any advisor he/she wishes to the hearing, but at the student’s expense.  Student’s counsel/advisor may only confer with the student and may not question the witness or the committee.

The committee’s function is to determine if:


(a)
The allegation is correct.


(b)
The student is guilty.
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(c)
The student had an adequate opportunity to present his/her position to 

the Vice President for Student Affairs.

(d)
The Vice President for Student Affairs was fair, equitable, and just in his/her decision.


(e)
The student’s rights were protected.








If the committee discovers new information during the course of the hearing that was not available to the Vice President for Student Affairs, the information shall be made available to the Vice President for Student Affairs to give the Vice President an opportunity to re-evaluate his/her position.


If the committee does not agree with the findings or disciplinary action and the Vice President for Student Affairs and the committee cannot mutually agree upon the action to be taken, then the matter shall be referred to the President of the college for review and assistance in a resolution.


A written response of the findings shall be delivered to the student from the chairperson of the committee within 24 hours after the deliberations have been completed by the committee.  If the student genuinely feels that he/she has been unfairly treated by the committee, then the student may appeal in writing directly to the President within 24 hours upon receipt of the committee’s ruling.

2.04
The President


The President shall review all unresolved issues between the committee and the Vice President for Student Affairs and render a decision.  The President shall also receive any written appeal by a student in response to committee action.  Within a reasonable period of time, not greater than 72 hours, the President shall:


(a)
Review all information relevant to the appeal;


(b)
Interview any individuals necessary to assist in resolving the appeal; and


(c)
Issue a written decision to the student, the committee chairperson and the



Vice President for Student Affairs.


The student shall be advised that he/she may also appeal to the Board of Trustees.

2.05
The Board of Trustees


A student who genuinely feels he/she has received unfair treatment may appeal in writing to the Board of Trustees in the same manner as to the Student Appeals Committee.  The Board shall respond within 72 hours if at all possible.

The Vice President for Student Affairs and committee shall make their findings and decisions available to the Board in writing upon the Board’s request.  The 
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Board may call upon the student, Vice President for Student Affairs, Committee Chairperson, or others when the Board feels they may provide insight to the matter.


The function of the Board in this capacity shall be to determine whether or not the committee’s decision and action was fair and just.  The Board shall advise the student and his/her parent(s) or guardian(s) of its decision in writing within 24 hours if possible.  A copy shall be sent to the Vice President for Student Affairs and committee.  If a decision cannot be made within 24 hours the Board shall advise the student of a time when a decision will be given.  In all cases it shall act as quickly as is administratively efficient and effective.

2.06
When the Board’s decision is made it shall be final and the student who finds it necessary to pursue the matter must do so outside the realm of the college administrative structure.

III.
PROCEDURES FOR ACADEMIC APPEALS

3.00
SPECIFIC STATEMENTS

3.01
Students are provided with a Student Handbook that outlines general academic policies.  Students also receive a course syllabus that indicates expectations, grading system, and other pertinent data regarding a particular course.  It is the student’s responsibility to become familiar with the contents of these publications.

3.02
If a student receives a grade that he/she feels is unfair and not in compliance with guidelines in the above publications, he/she may appeal the grade using the following process.

3.03
The student shall appeal in writing to the instructor who issued the grade with a copy going to the Vice President for Student Affairs and Dean for the Iola Campus, Dean for the Burlingame Campus, or Dean for Online Learning.  This shall be done within seven (7) calendar days from the day the grade was issued for an assignment or test and within thirty (30) calendar days from the end of the semester for a final grade.  Included in the appeal shall be the student’s name, the class in which the grade was received, and the basis for the appeal.  The instructor shall respond to the student in writing within five (5) calendar days of receipt of the notice, regarding the disposition of the appeal.  A copy of the appeal and the instructor’s response shall be filed with the Vice President for Academic, Vice President for Student Affairs and the appropriate Dean.
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3.04
If the student feels that the instructor’s decision is not fair, he/she may appeal the matter to the Vice President for Academic Affairs with a copy going to the Vice President for Student Affairs.  This appeal shall be in writing and shall be submitted within five (5) calendar days of the date of the instructor’s written response.  The Vice President for Academic Affairs shall confer with both the student and the instructor and may review any other information relevant to the situation.  The Vice President for Academic Affairs shall respond to the student in writing within seven (7) calendar days of receipt of the appeal regarding its disposition with a copy going to the Vice President for Student Affairs.

3.05
If the student feels the Vice President for Academic Affairs decision is not fair, he/she may within five (5) calendar days of receipt of the Vice President for Academic Affairs decision, appeal the matter to an Academic Appeals Task Force.  This task force shall be composed of the Vice President for Student Affairs, the Dean for the Iola Campus, Dean for the Burlingame Campus, or Dean for Online Learning, an instructor of the student’s choice, and an instructor appointed by the Vice President for Academic Affairs.  The instructor whose grade is being appealed shall not serve on the task force.  The Academic Appeals Task Force shall confer with the student and instructor and review all pertinent information.  The task force shall come to a decision regarding the appeal and respond to the student, in writing, within seven (7) calendar days of receipt of the appeal.

3.06
If the student still feels that he/she is being treated unfairly, an appeal may be made to the Board of Trustees through the President.  A written appeal shall be filed with the President within five (5) calendar days after the Academic Appeals Task Force notifies the student.  All pertinent information shall be forwarded to the President for dissemination to the Board of Trustees.  The Board shall place the appeal on the agenda for their regularly scheduled meeting.  The appeal may be heard in open or executive session depending on the wishes of the student.  The President shall deliver the decision of the Board to the student in writing.

3.07
The Board’s decision is final.  The student who finds it necessary to further pursue the matter must do so outside the realm of the college administrative structure.
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