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Submitting an Academic Grievance

Student should 
immediately schedule 

appointment/attend office 
hours with faculty to 

discuss grade

Resolution
Reached

No 
resolution 
reached

Student sends written 
explanation to 

Department Chair/
Designee

(Within 3 weeks of 
grade assignment)

Chair gathers 
information from 

faculty member and 
meets with student to 

discuss case

Resolution
Reached

Student requests that 
grievance be elevated 

to the College level
(Within 3 weeks of 

Chair notice)

Chair immediately 
forwards all grievance 

materials to the 
Associate Dean in the 
CAS GR and UG Office
(CASAIGC@usf.edu)

College Committee is convened.  
Faculty and student may attend 

and both will receive final 
decision

(Within 3 weeks of Chair notice)

UGS Committee is initiated ONLY 
if procedural error is identified in 

previous process
(Within 3 weeks of student 

notice)

Grade assigned

Yellow indicates faculty or Chair 
action
Blue indicates student action
Green indicates faculty/Chair and 
student action
Red indicates College level action

No 
resolution 
reached

Associate Dean reviews case and 
determines whether student issue is 

a general course complaint or an 
academic grievance

(Within 3 weeks of Chair notice)

An "academic grievance" is a claim by an enrolled student receiving 
academic credit for a course that a specific academic decision or 

action (such as the assignment of a final grade or academic dismissal 
of a student or other grade assignment) has violated published 

policies and procedures, or has been applied to the grievant in a 
manner different from that used for other students.

Knowingly providing false information is a violation of the Student 
Code of Conduct and may result in a referral to the Office of Student 

Rights and Responsibilities.

Tip No. 1: Addressing the situation promptly 
is critically important for the process.

Tip No. 2: Any written communication you 
send to the faculty member/Chair/

committee must clearly explain how policy 
was violated or applied to you in a manner 

different from that used for other students.  
Resist the urge to add extraneous 

information or disparaging remarks.

Tip No. 3: You must provide convincing 
factual evidence that a violation of policy or 

syllabus occurred (or that a policy/grading 
practice was applied to you in a manner 

different from other students).  If you 
cannot identify a violation, then your 

complain is not a grievance.

End of process
(More than 3 weeks 
from Chair notice)

End of process
(More than 3 weeks from 

grade assignment)
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