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STUDENT ACADEMIC DUE PROCESS POLICY
Any student who believes he/she has a valid complaint regarding the content or conduct of a course,
grading, or tuition will be accorded due process and must follow the established procedure. All
complaints must be filed no later than the end of the semester following the incident.

DEFINITIONS:
Complaint:
An oral claim by a student alleging improper, unfair, arbitrary or discriminatory treatment.
Grievance:
A written claim raised by a student, alleging improper, unfair, arbitrary, or discriminatory action by
an employee involving the application of a specific provision of a College or university rule/
regulation or a board policy or procedure.
Appeal:
A written request for reconsideration of a grievance application of a policy or procedure.
Retaliation:
Retribution of any kind taken against a student for participating in a complaint or grievance.

Student:
An individual student, a group of students, or the student government.

STUDENT ACADEMIC DUE PROCESS PROCEDURE
When a student believes a valid complaint should be registered against any member of the staff about
content or conduct of a course or grading, the following steps should be taken in the order indicated:

1. The student is advised to make an appointment with the instructor and explain the nature of the
complaint and the reason for this belief. The instructor involved and the student should make every
effort to resolve the issue. It is expected that most, if not all, misunderstandings will be resolved at
this level.

2. If the student and instructor are not able to reach a satisfactory agreement, the student may, no later
than ten (10) school days after the meeting with the instructor, request that a counselor arrange a
meeting with the student, the instructor and the counselor to attempt to resolve the issue. The
student shall complete an Academic Due Process Report Form (included with this handbook
and available at www.anokatech.edu), outlining the nature of the complaint, and submit copies to
the counselor and the instructor prior to the meeting. The counselor will schedule the meeting
within five days after receiving the student request.

3. Should the issue be unresolved or should the decision be unacceptable to the student, the student
may appeal, in writing, no later than five school days after the meeting to the Academic Dean. The
Academic Dean will then call a meeting of the instructor, the student, and the counselor to attempt
to resolve the problem within five days after receiving the student appeal request.

4. Should the issue still be unresolved or should the decision be unacceptable to the student, the
student may appeal, in writing, no later than five school days after the meeting to the Vice President
for Academic and Student Affairs of the college. The Vice President for Academic and Student
Affairs shall notify the student of his/her decision, in writing, within ten (10) days after receiving the




student appeal request. The decision of the Vice President for Academic and Student Affairs is

final.
5. With prior administrative notification and approval, the student may have an advocate present at

any or all steps of the process.

NOTE: In this procedure, all parties involved shall keep written records of the time, date, and other
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pertinent facts relating to the nature of conferences in which they are involved.

Revised 7/08 — Changed response timelines of the procedure.



