

	[image: ]
	ENGLISH PREPARATORY PROGRAM 
GRADE APPEAL PROCEDURE
	Document Code
	FR.YDB.11

	
	
	Date of Publication
	26.06.2025

	
	
	Date of Revision
	-

	
	
	Revision No
	00

	
	
	Confidentiality Level
	Internal Only



1. Any student who wishes to dispute a grade is required to submit a written appeal to the Secretariat of Foreign Languages Department within three working days of the exam results being announced. The written appeal must specify the level, exam date, class code, and exam section(s), along with a clear explanation as to why the grade is believed to be incorrect. On the day the appeal is submitted, the Secretariat must send a copy of this appeal to the Testing and Assessment Unit/Level Coordinator.
2. Once the Testing and Assessment Unit/Level Coordinator receives the appeal form from the Secretariat, they will re-evaluate the exam paper and then schedule a meeting with the student to inform them of the final grade. If a student misses the meeting, there will definitely be no make-up.
A copy of the official document, the Grade Appeal Form, is available in the Secretariat Office. In order to avoid undue hardship or unfairness, the appeal process shall conform to the following timeline:
 
	Notice of Intention
	Within 3 working days of grade announcement

	Student–TAU/LCMeetingb (by appointment only)
	Within 3 working days after the notice period ends

	Notice of Decision
	Within 2 working days 

	Report
	Within 7 working days
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