REDWOODS COMMUNITY COLLEGE DISTRICT
Meeting of the
Academic Standards and Policies Committee
• Eureka: 7351 Tompkins Hill Road, *FM 107*
• Gasquet: 300 Sierra Wood Road
• McKinleyville: 1328 Junker Road
Friday, October 13, 2017
3:00 PM

AGENDA

1. Call to Order
2. Introductions and Public Comment: Members of the audience are invited to make
comments regarding any subject appropriate to the Academic Standards and Policies
Committee.
3. Discussion Items
3.1
ASPC Recent and Upcoming work (Attachment)
3.2
Veteran’s Credit Task Force – Membership and Directive
3.3
AP 4021 Program Revitalization, Suspension, or Discontinuation (Draft Revisions
Attached; un-marked version incorporating all changes to date followed by a
marked version)
3.4
AP 4020 Discuss need for changes (Attachment)
3.5
BP 4020 Revisit (Attachment)
3.6
AP 4231 Grade Changes: Revise (Attachments)
4

Announcements/Open Forum

5

Adjournment

Public Notice—Nondiscrimination:
College of the Redwoods does not discriminate on the basis of ethnicity, religion, age, gender, sexual orientation, color or disability
in any of its programs or activities. College of the Redwoods is committed to providing reasonable accommodations for persons
with disabilities. Upon request this publication will be made available in alternate formats. Please contact Academic Senate
Support, 7351 Tompkins Hill Road, Eureka, CA 95501, (707) 476-4259, Office Hours: 8:00 a.m. to 5:00 p.m. M-F. Hours vary
based on meeting times.

Next Meeting
October 27, 2017

AGENDA ITEM 3.1

On Oct 2, 2017, at 1:47 PM, Mayer, Kerry <Kerry-Mayer@Redwoods.edu> wrote:
Karen,
Thanks for your patience on this. Pete and I met today to discuss upcoming items for the ASPC and we
would be very happy to have you proceed with creating a workgroup to investigate how best to address
the Veterans’ Credit issue with an eye towards the possible creation of a new BP/AP governing it.
Additionally, Angelina has asked us to request that the ASPC review AP4231 Grade Changes as she has
been having some difficulty in implementing it. Here is the message she sent us regarding this policy:

Hi Kerry & Pete,
George and I are having a tough time using AP 4231 Grade Changes. For example, while
in Step 4 it says that checking one of the boxes will allow the student to proceed to step 4.
Also, the steps in the AP are different than the steps in the exhibits that the student fills
out. Also, it is totally unclear who can terminate the process and when. We’re just having
a really tough time with it.
Would you consider sending it to the ASPC to revise? Get it in the queue once the
4020/4021 are done maybe?
Thanks,
Angelina
So, we would like to request that the ASPC prioritize its current work in this way:

1. Finalize revisions to AP4020/4021; send proposed changes to the Senate for review/approval
2. Clarify/update AP4231 to make it more operationally functional; send proposed changes to the
Senate for review/approval

3. Begin process of investigating possible AP/BP covering Veterans’ Credit; update Senate copresidents as you begin to find a direction

I’m sure there will be more, but for now --- that’s it!
As always,
Thanks,
Kerry
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REDWOODS COMMUNITY COLLEGE DISTRICT
AP 4021
Administrative Procedure

PROGRAM REVITALIZATION, SUSPENSION, OR DISCONTINUATION

Philosophy and Purpose
The College of the Redwoods District is committed to upholding the vitality and integrity
of its educational programs through processes of regular and ongoing evaluation. This
may lead to instances where there are concerns about program viability and that may
cause a program to be recommended to the President/Superintendent for analysis. This
procedure delineates a transparent and data-driven process to consider the relevant issues
and to bring an appropriate and timely resolution regarding program revitalization,
suspension or discontinuation.
Definitions:
An instructional program is defined as a discipline and/or as an organized
sequence or grouping of courses leading to a defined objective such as a major
(area of emphasis), degree, or certificate.
Program evaluation committee is a standing College committee tasked with
reviewing data and making recommendations relevant to the revitalization,
suspension, or discontinuance of an instructional program.
Program revitalization is an alteration to an existing program that includes a
written plan documenting intervention strategies designed to improve the viability
and responsiveness of the program.
Program discontinuance is the termination of an existing instructional program.
Program suspension is the suspending of courses and services related to the
program for a period of one semester to two years.
Consideration of Collective Bargaining Rights
Nothing contained in this Administrative Procedure is intended to infringe upon, diminish,
or supersede any collective bargaining rights established for employees of the District.
Consideration of issues that fall under the scope of bargaining will be addressed through
the regular processes established for such consideration by the District and its collective
Page 1 of 10
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bargaining units.
Program Revitalization, Suspension, or Discontinuation Evaluation Process
Step One: Program Evaluation Request
Program revitalization, suspension, or discontinuance discussions can be initiated by administration,
faculty, Program Review Committee, or Academic Senate. The Program Evaluation Request (Appendix A)
submitted to the appropriate Dean/Director shall be forwarded to the Chief Instruction Officer/Chief
Student Services Officer (CIO/CSSO). The Academic Senate Co-Presidents shall be consulted on whether to
move the recommendation forward to the President/Superintendent.

Step Two: The Program Evaluation Committee
If a Program Evaluation Request is approved by the President/Superintendent, the request will be
forwarded to the Program Evaluation Committee. The program evaluation committee shall be
composed of the following:
•
•
•

•

One Academic Senate Co-President or their designee (co-chair)
One non-faculty representative appointed by the President/Superintendent (cochair) Term limits will be established by mutual agreement of the co-chairs to
ensure staggered terms of not less than two years each.
One faculty member from each division, as appointed by the Senate CoPresidents for a two year term. The committee co-chairs will require the
temporary recusal of any Faculty committee members whose discipline (or
disciplines) is being evaluated.
Two Deans or Directors appointed by the CIO/CSSO for a two year term. The
committee co-chairs will require the temporary recusal of a Dean or Director
whose responsibilities include a discipline being evaluated.

The Co- chairs’ responsibilities include, but are not limited to, the following:
•
•
•
•
•

Consult with the Office of Institutional Research and other resources to
gather information being used to formulate recommendations
Arrange a meeting with a spokesperson from the program under review
Prepare a written summary of each meeting
Produce a Program Evaluation Committee Recommendation
Invite discipline experts from the college and, as needed, the professional
community.

The Program Evaluation Committee will appoint a spokesperson by consensus who is
responsible for, or teaches in the program under review. The spokesperson will meet with the
Program Evaluation Committee to provide information and perspective in the early stages of
the process.
The work of the Program Evaluation Committee is strictly confidential. Information relating to
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the process may only be discussed with other Program Evaluation Committee members.
Step Three: Program Analysis
Program Analysis involves completion of Appendices B and C. The Office of Institutional
Research is responsible for completing the quantitative data within Appendix B. The Program
Evaluation Committee is responsible for researching and gathering the qualitative data within
Appendix C. When data collection is complete, the Dean/Director and faculty from the
program shall be given the opportunity to review and/or supplement the data from Appendices
B and C. The Program Evaluation Committee will then commence analysis of all data.
Step Four: Program Evaluation Committee Recommendation
Subsequent to review of all of the relevant information, the Program Evaluation Committee
will prepare a report that consists of a summary and analysis of the data and a final
recommendation. The report will include a tally of the final vote and reasons for any
disagreement among Program Evaluation Committee Members.
The Dean/Director responsible for and Faculty who teach in the program under review will
have the opportunity to review the initial recommendation and craft a formal response that
shall become part of the final recommendation . The final report shall be submitted to the
CIO/CSSO and the President/Superintendent no more than sixty (60) days after formation of
the Program Evaluation Committee unless otherwise agreed to between the CIO/CSSO and the
Program Evaluation Committee co-chairs.
The Program Evaluation Committee shall generate one of three possible recommendations:
Program Revitalization: The Program Evaluation Committee Recommendation for
Program Revitalization shall include:
•

•
•

Detailed description of proposed interventions Such strategies may include but are
not limited to the following:
• activities designed to recruit new students
• the development of articulation agreements with transfer institutions
• alterations in the scheduling of program courses
• curriculum revisions and/or development
• faculty retraining
• investment in updated equipment
• other changes supported by annual or comprehensive program review.

Timeline indicating when these interventions will occur
Expected outcomes following program revitalization

3. Program Suspension:
The Program Evaluation Committee Recommendation for Program Suspension shall
include:
•

Detailed plan and recommended timeline for the suspension of the program that
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•
•
•
•
•

minimizes the impact on students, faculty, staff and the community
Impact report explaining how phasing out the program for suspension will
affect students, faculty, staff, and the community
Amount of cost savings achieved by the program’s suspension
Recommendations for how currently enrolled students may meet their
educational objectives through alternative means while the program is under
suspension
Requirements of collective bargaining for faculty and staff, including
application of policies for reduction in force and opportunities for retraining of
faculty and staff, if necessary, while the program is under suspension
Conditions necessary for program reinstatement (refer to AP 4020)

3. Program Discontinuance: A recommendation to discontinue a program will occur
when, after a full evaluation study, it is concluded that it is no longer in the best
interest of the College, its students, and the larger community for the program to
continue.
The Program Evaluation Committee Recommendation for Program Discontinuance
shall include the following:
•
•
•
•
•

Detailed plan and recommended timeline for phasing out the program that
minimizes the impact on students, faculty, staff and the community
Impact report explaining how phasing out the program will affect students,
faculty, staff, and the community
Amount of cost savings achieved of the program’s discontinuance
Proposals for how currently enrolled students may meet their
educational objectives through alternative means
Requirements of collective bargaining for faculty and staff, including
application of policies for reduction in force and opportunities for retraining
of faculty and staff

Step Five: Decision& Implementation of Program Evaluation Recommendation
If the President/Superintendent concurs with the Program Evaluation Committee
recommendation, the President/Superintendent will direct the appropriate administrators to
work with faculty and staff to create a detailed plan for implementation incorporating
mutually agreed upon strategies.
If the President/Superintendent decides not to implement the recommendation for
revitalization, suspension, or discontinuance, then he or she shall communicate the reasons in
writing to the College community.
Step Six: Follow-Up of Program Evaluation Recommendation
A recommendation to revitalize a program will be monitored through an annual review
process. Programs receiving a revitalization recommendation via AP 4021 will fill out
Appendix D. Appendix D is due to the Program Evaluation Committee one year after the
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recommendation was approved.
Full-time faculty and administrators who oversee and teach in the program will submit
Appendix D to address the progress towards implementing the Program Evaluation
Recommendations and the impact changes have made to improve the program. In addition to
reviewing Appendix D, the Program Evaluation Committee will work with IR to obtain a new
Appendix B with quantitative data about the program including the most recent data available.
The Program Evaluation Committee will analyze Appendix B and Appendix D each year until
the committee determines that the program has made significant improvement and achieved
the outcomes of the program revitalization. If the committee does not determine that the
program has made significant improvement after five years, the Program Evaluation
Committee may recommend program discontinuance.
History:
Approved: Amended:
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Appendix A
PROGRAM Evaluation REQUEST FORM
Program Name:
This Program Evaluation Request must be supported by the program review or other
appropriate data and shall be submitted to the President/Superintendent. The
President/Superintendent will determine if a Program Evaluation Committee shall be
convened to evaluate the program for revitalization, suspension or discontinuance.
Please check the indicators that triggered the initiation of the program revitalization,
suspension or discontinuance process. Please attach the program’s most recent Program
Review to this proposal request.
MULTIPLE INDICATORS (please check multiple indicators below)
Multiple Indicators (please check the indicators below)

Enrollment has declined at least three of the last five years.
FTES/FTEF is consistently below the district average, or has declined at least three of
the last five years.
Success rates are consistently below the district average, or have declined at least
three of the last five years.
Retention rates are consistently below the district average, or have declined at least
three of the last five years.
Program completions are consistently below the division’s district average, or have
declined at least three of the last five years.
Insufficient availability of courses for students to complete the program within its
stated duration.
Nonaligned with state, the Chancellor’s Office priorities or College mission.
Nonaligned with federal and state law.
Lack of available program personnel (faculty/staff).
Inadequate equipment and/or facilities.
Changes in the local and/or regional job market.
Changes in community/student needs or interests.
Change in transfer requirements.
Diminished outside funding resources.
Program creates financial hardship for the institution.
Budget concerns and lack of sufficient funding.
Outdated curriculum.
Other:

Name of Requestor
Approved

Date
Denied
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President/Superintendent

Date
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Appendix B
If the Program Evaluation Request is approved by the President/Superintendent, the Director of
Institutional Research will complete the Program Analysis Form within a two-week period and
submit to the co-chairs of the Program Evaluation Committee. The form will address all
applicable criteria below for the most recent 6 terms (compared to the current district average)
unless information is unavailable or not applicable.
PROGRAM REVITALIZATION, SUSPENSION AND/OR DISCONTINUANCE
PROGRAM EVALUATION FORM– QUANTITATIVE DATA

District
Average
(if
applicable)

Fall
20

Spring
20

Fall
20

Spring
20

Fall
20

Spring
20

1. Total student
enrollment

2. Number of class
sections offered

3. Fill rates/caps
4. FTES
5. FTES/FTEF
6. Term-to term
persistence of
students in the
program

7. Retention
8. Student Success (C
or better)
9. Number of
graduated/certifie
d students from
the program
10. Expense or annual
cost/FTES trends
11. Labor market
demand:
vocational and
avocational
12. Number of
program/are
a transfers
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Appendix C
PROGRAM EVALUATION FORM – QUALITATIVE DATA
This report will address all applicable criteria below unless information is unavailable or not
applicable.

1. The impact the action will have on the general education curriculum or the curriculum of
other programs.
2. The ability of students to complete their degree or certificate or to transfer. This includes
maintaining the catalog rights of students.
3. The College’s ability or inability to provide the resources to maintain the program.
4. Balance of college curriculum (for example, ensuring the non-elimination of all of one type
of programs, such as foreign languages).
5. Replication of programs in the surrounding area and their efficacy.
6. The potential impact on diversity at the College.
7. Alignment with Chancellors Office priorities, college mission, accreditation standards, and
state and federal law.
8. Effects on local business and industries- i.e., declining market/industry demand (local,
regional).
9. Employment outlook – regional, national and international.
10. Availability of the program at other community colleges.
11. If this is a grant-funded program, what was the agreed institutional commitment for the
campus to continue this program?
12. Describe additional financial resources that would be required to sustain the program on an
annual basis:
• Faculty compensation FT/PT
• Support Staff compensation
• Facilities costs
• Equipment costs
• Supplies cost
13. Potential impact on the community.
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Appendix D
Name & Location of Program______________________________________________________
Semester/Year AP 4021 Recommendation was approved________________________________
Submitted by (provide all authors):
_____________________________________________________________________________
Date of Submission: ____________

Administrative signature: _________________________

Describe the progress that has been made implementing the approved interventions recommended by
the Program Evaluation Committee as determined by the President/Superintendent. For each, state
whether the implementation is following the recommended timeline, and if it is complete.

To what extent have the expected outcomes following program revitalization been realized? Describe
how well changes have improved or failed to improve the program.

Have the impacts of changes made to the program had sufficient time to be observed? Do you think
more time is needed to implement recommended changes or more time is needed to observe the
impact of the changes? Please describe.
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REDWOODS COMMUNITY COLLEGE DISTRICT
4021
Administrative Procedure

AP

PROGRAM REVITALIZATION, SUSPENSION, OR DISCONTINUATION

Philosophy and Purpose
The College of the Redwoods District is committed to upholding the vitality and integrity
of its educational programs through processes of regular and ongoing evaluation. This
may lead to instances where there are concerns about program viability and that may
cause a program to be recommended to the President/Superintendent for analysis. This
procedure delineates a transparent and data-driven process to consider the relevant issues
and to bring an appropriate and timely resolution regarding program revitalization,
suspension or discontinuation.
Definitions: of a Program
An instructional program is defined as a discipline and/or as an organized
sequence or grouping of courses leading to a defined objective such as a major
(area of emphasis), degree, or certificate.
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Program evaluation committee is a standing College committee tasked with
reviewing data and making recommendations relevant to the revitalization,
suspension, or discontinuance of an instructionalacademic program.

Formatted: Font: Bold

Program revitalization is an alteration to an existing program that includes a
written plan documenting intervention strategies designed to improve the viability
and responsiveness of the program. Such strategies may include specific outreach
projects including: activities designed to recruit new students, the development of
articulation agreements with transfer institutions, alterations in the scheduling of
program courses, curriculum revisions and/or development, faculty retraining,
investment in updated equipment, or other changes supported by annual or
comprehensive program review.
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Program discontinuance is the termination of an existing instructionalacademic
program.
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Program suspension is the suspending of courses and services related to the
program for a period of one semester to two years.
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Consideration of Collective Bargaining Rights
Nothing contained in this Administrative Procedure is intended to infringe upon, diminish,
or supersede any collective bargaining rights established for employees of the District.
Consideration of issues that fall under the scope of bargaining will be addressed through
the regular processes established for such consideration by the District and its collective
bargaining units.
Program Revitalization, Suspension, or Discontinuation Evaluation Process
Step One: Program Analysis Evaluation Request
Program revitalization, suspension, or discontinuance discussions can be initiated by
administration, faculty, Program Review Committee, or Academic Senate. The Program
Analysis Evaluation Request (Appendix A) submitted to the appropriate Dean/Director
shall be forwarded to the Chief Instruction Officer/Chief Student Services Officer
(CIO/CSSO). The Academic Senate Co-Presidents shall be consulted on whether to move
the recommendation forward to the President/Superintendent.
Step Two: Appointment of the Task ForceConvene Tthe Program Evaluation Committee
If a Program Analysis Evaluation Request is approved by the President/Superintendent, a task
force will be appointed the request will be forwarded to tthe Pprogram Eevaluation Ccommittee
will convene. The Task Forceprogram evaluation committee shall be composed of the following:







One Dean or Director not connected to the program (co-chair)
One Academic Senate Co-President or their designee (co-chair)
One non-faculty representative appointed by the President/Superintendent (cochair) Term limits will be established by mutual agreement of the co-chairs to
ensure staggered terms of not less than two years each.

Two One faculty members from each division, as appointed by the Senate CoPresidents for a two year term. The committee co-chairs will require the
temporary recusal of any Faculty committee members whose discipline (or
disciplines) is being evaluated. who are not members of the program or division,
appointed by the Academic Senate (or designee appointed by the President if a
faculty member is not available)(one faculty from CTE and one from a transfer
division, one of which will serve as co-chair)
One representative appointed by the President/Superintendent
Discipline experts from the local or professional communityTwo Deans or
Directors appointed by the CIO/CSSO for a two year term. The committee cochairs will require the temporary recusal of a Dean or Director whose
responsibilities include a discipline being evaluated.
Discipline experts from the local or professional community


The Task Force will be co-chaired by the Dean/Director and one faculty member. The Co- chairs’
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responsibilities include, but are not limited to, the following:






Consult with the Office of Institutional Research and other resources to
gather information being used to formulate recommendations
Arrange a meeting with a spokesperson from the program under review
Prepare a written summary of each meeting
Produce a Task ForceProgram Evaluation Committee Recommendation Report
Invite discipline experts from the college local and, as needed, the professional
community.

The Dean/Director and faculty who are responsible for, or teach in, the program under review
will not serve as members of the Task Force but will appoint a spokesperson by consensus. The
Program Evaluation Committee will appoint a spokesperson by consensus who is responsible
for, or teaches in the program under review. The spokesperson will meet with the Task
ForceProgram Evaluation Committee to provide information and perspective in the early stages
of the process.
The work of the Task ForceProgram Evaluation Committee is strictly confidential. Information
relating to the process may only be discussed with other Task ForceProgram Evaluation
Committee members.
Step Three: Program Analysis
Program Analysis involves completion of Appendices B and C. The Office of Institutional
Research is responsible for completing the quantitative data within Appendix B. The Task
ForceProgram Evaluation Committee is responsible for researching and gathering the
qualitative data within Appendix C. When data collection is complete, the Dean/Director and
faculty from the program shall be given the opportunity to review and/or supplement the data
from Appendices B and C. The Task ForceProgram Evaluation Committee will then commence
analysis of all data.
Step Four: Task ForceProgram Evaluation Committee Program Recommendation Report
Subsequent to review of all of the relevant information, the Task ForceProgram Evaluation
Committee will prepare a report that consists of a summary and analysis of the data and a final
recommendation. The report will include a tally of the final vote and reasons for any
disagreement among Task ForceProgram Evaluation Committee Members.
The Dean/Director responsible for and Faculty who teach in the program under review will
have the opportunity to review the initial recommendation report for findings of fact and craft a
formal response that shall become part of the final recommendation report. The final report
shall be submitted to the CIO/CSSO and the President/Superintendent no more than sixty (60)
days after formation of the Task ForceProgram Evaluation Committee unless otherwise agreed
to between the CIO/CSSO and the task forceProgram Evaluation Committee co-chairs.
The Program Evaluation Committee shall generate one of three possible recommendations that
may be provided by the Task ForceProgram Evaluation Committee include::
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Formatted: Font: (Intl) Times New Roman
Formatted: Space Before: 0 pt, Line spacing:
Exactly 14.55 pt
Formatted: Font: (Default) Times New
Roman, 12 pt

AGENDA ITEM 3.3

AGENDA ITEM 3.1 - TRACKED CHANGES

1. Program Revitalization: A program may be recommended to continue with
qualifications. These qualifications may include specific interventions designed to
improve the viability of the program, such as training and professional development,
curriculum changes, reallocation of resources, a new full-time faculty position, or
restructuring the program.
2.

The Task ForceProgram Evaluation Committee Recommendation Report for Program
Revitalization shall include:






Detailed description of recommended proposed interventions Such strategies may
include but are not limited to the following: specific outreach projects including:
• activities designed to recruit new students
• , the development of articulation agreements with transfer institutions,
• alterations in the scheduling of program courses
• , curriculum revisions and/or development
• , faculty retraining
• , investment in updated equipment
• , or other changes supported by annual or comprehensive program review.
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Timeline during indicating when which these interventions will occur
Expected outcomes following program revitalization
Plan for program re-evaluation that includes a timeline for feedback
regarding program viability from the CIO/CSSO to the
President/Superintendent and Academic Senate
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3. Program Suspension: A program may be recommended for one or more year’s
suspension.
3.
The Task ForceProgram Evaluation Committee Recommendation Report for Program
Suspension shall include:
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Detailed plan and recommended timeline for the suspension of the program that
minimizes the impact on students, faculty, staff and the community
Impact report explaining how phasing out the program for suspension will
affect students, faculty, staff, and the community
Amount of cost savings achieved by the program’s suspension
Recommendations for how currently enrolled students may meet their
educational objectives through alternative means while the program is under
suspension
Requirements of collective bargaining for faculty and staff, including
application of policies for reduction in force and opportunities for retraining of
faculty and staff, if necessary, while the program is under suspension
Conditions necessary for program reinstatement (refer to AP 4020)

3. Program Discontinuance: A recommendation to discontinue a program will occur
when, after a full evaluation study, it is concluded that it is no longer in the best
interest of the College, its students, and the larger community for the program to
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continue.
The Task ForceProgram Evaluation Committee Recommendation Report for
Program Discontinuance shall include the following:






Detailed plan and recommended timeline for phasing out the program that
minimizes the impact on students, faculty, staff and the community
Impact report explaining how phasing out the program will affect students,
faculty, staff, and the community
Amount of cost savings achieved of the program’s discontinuance
Proposals Recommendations for how currently enrolled students may
meet their educational objectives through alternative means
Requirements of collective bargaining for faculty and staff, including
application of policies for reduction in force and opportunities for retraining
of faculty and staff

Step Five: Decision& Implementation of Program Evaluation Recommendation
The President/Superintendent has full responsibility and authority to implement the
recommendation as designee of the Board of Trustees. If the President/Superintendent
concurs with the Task ForceProgram Evaluation Committee recommendation, the
President/Superintendent will direct the appropriate administrators to work with faculty and
staff to create a detailed plan for implementation incorporating .mutually agreed upon
strategies.
If the President/Superintendent decides not to implement the recommendation for
revitalization, suspension, or discontinuance, then he or she shall communicate the reasons in
writing to the College community.
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Step Six: Follow-Up of Program Evaluation Recommendation
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A recommendation to revitalize a program will be monitored through an annual review
process. Programs receiving a revitalization recommendation via AP 4021 will fill out
Appendix D. Appendix D is due to the Program Evaluation Committee one year after the
recommendation was approved.
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Full-time faculty and administrators who oversee and teach in the program will submit
Appendix D to address the progress towards implementing the Program Evaluation
Recommendations and the impact changes have made to improve the program. In addition to
reviewing Appendix D, the Program Evaluation Committee will work with IR to obtain a new
Appendix B with quantitative data about the program including the most recent data available.
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The Program Evaluation Committee will analyze Appendix B and Appendix D each year until
the committee determines that the program has made significant improvement and achieved
the outcomes of the program revitalization. If the committee does not determine that the
program has made significant improvement after five years, the Program Evaluation
Committee may recommend program discontinuance.
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History:
Approved: July 12, 2011
Amended: 11/3/15
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Appendix A
PROGRAM ANALYSIS Evaluation REQUEST FORM
Program Name:
This Program Analysis Evaluation Request must be supported by the program review or
other appropriate data and shall be submitted to the President/Superintendent. The
President/Superintendent will determine if a Task ForceProgram Evaluation Committee shall
be convened to evaluate the program for revitalization, suspension or discontinuance.
Please check the indicators that triggered the initiation of the program revitalization,
suspension or discontinuance process. Please attach the program’s most recent Program
Review to this proposal request.
MULTIPLE INDICATORS (please check multiple indicators below)

 Multiple Indicators (please check the indicators below)

Enrollment has declined at least three of the last five years.
FTES/FTEF is consistently below the district average, or has declined at least three of
the last five years.
Success rates are consistently below the district average, or have declined at least
three of the last five years.
Retention rates are consistently below the district average, or have declined at least
three of the last five years.
Program completions are consistently below the division’s district average, or have
declined at least three of the last five years.
Insufficient availability of courses for students to complete the program within its
stated duration.
Nonaligned with state, the Chancellor’s Office priorities or College mission.
Nonaligned with federal and state law.
Lack of available program personnel (faculty/staff).
Inadequate equipment and/or facilities.
Changes in the local and/or regional job market.
Changes in community/student needs or interests.
Change in transfer requirements.
Diminished outside funding resources.
Program creates financial hardship for the institution.
Budget concerns and lack of sufficient funding.
Outdated curriculum.
Other:

Name of Requestor
Approved

Date
Denied
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President/Superintendent

Date
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Appendix B
If the Program Analysis Evaluation Request is approved by the President/Superintendent, the
Director of Institutional Research will complete the Program Analysis Form within a two-week
period and submit to the co-chairs of the Task ForceProgram Evaluation Committee. The form
will address all applicable criteria below for the most recent 6 terms (compared to the current
district average) unless information is unavailable or not applicable.
PROGRAM REVITALIZATION, SUSPENSION AND/OR DISCONTINUANCE
PROGRAM ANALYSIS EVALUATION FORM– QUANTITATIVE DATA

District
Average
(if
applicable)

Fall
20

Spring
20

Fall
20

Spring
20

Fall
20

Spring
20

1. Total student
enrollment

2. Number of class
sections offered

3. Fill rates/caps
4. FTES
5. FTES/FTEF
6. Term-to term
persistence of
students in the
program

7. Retention
8. Student Success (C
or better)
9. Number of
graduated/certifie
d students from
the program
10. Expense or annual
cost/FTES trends
11. Labor market
demand:
vocational and
avocational
12. Number of
program/are
a transfers
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Appendix C
PROGRAM ANALYSIS EVALUATION FORM – QUALITATIVE DATA
This report will address all applicable criteria below unless information is unavailable or not
applicable.

1. The impact the action will have on the general education curriculum or the curriculum of
other programs.
2. The ability of students to complete their degree or certificate or to transfer. This includes
maintaining the catalog rights of students.
3. The College’s ability or inability to provide the resources to maintain the program.
4. Balance of college curriculum (for example, ensuring the non-elimination of all of one type
of programs, such as foreign languages).
5. Replication of programs in the surrounding area and their efficacy.
6. The potential impact on diversity at the College.
7. Alignment with Chancellors Office priorities, college mission, accreditation standards, and
state and federal law.
8. Effects on local business and industries- i.e., declining market/industry demand (local,
regional).
9. Employment outlook – regional, national and international.
10. Availability of the program at other community colleges.
11. If this is a grant-funded program, what was the agreed institutional commitment for the
campus to continue this program?
12. Describe additional financial resources that would be required to sustain the program on an
annual basis:
 Faculty compensation FT/PT
 Support Staff compensation
 Facilities costs
 Equipment costs
 Supplies cost
13. Potential impact on the community.
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Formatted: Font: (Default) Times New
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Appendix D
Name & Location of Program______________________________________________________

Formatted: Centered

Semester/Year AP 4021 Recommendation was approved________________________________
Submitted by (provide all authors):
_____________________________________________________________________________
Date of Submission: ____________

Administrative signature: _________________________

Describe the progress that has been made implementing the approved interventions recommended by
the Program Evaluation Committee as determined by the President/Superintendent. For each, state
whether the implementation is following the recommended timeline, and if it is complete.

To what extent have the expected outcomes following program revitalization been realized? Describe
how well changes have improved or failed to improve the program.

Have the impacts of changes made to the program had sufficient time to be observed? Do you think
more time is needed to implement recommended changes or more time is needed to observe the
impact of the changes? Please describe.
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REDWOODS COMMUNITY COLLEGE DISTRICT
Administrative Procedure

AP 4020

PROGRAM, CURRICULUM AND COURSE DEVELOPMENT
College of the Redwoods is committed to the vitality and integrity of its educational offerings.
Following a transparent process and using appropriate data is central to this endeavor. This
procedure outlines the processes that will be used to initiate a new instructional program and
develop curriculum, both credit and noncredit.
Instructional Program Initiation
An instructional program is defined as a discipline and/or as an organized sequence or groupings
of courses leading to a defined objective such as a major (area of emphasis), degree, or
certificate.
In order to create and maintain a viable curriculum compatible with the Education Master Plan,
the President/Superintendent or designee shall be responsible for recommending to the Board for
approval all new credit and noncredit programs in accordance with the Education Code. New
instructional programs are mutually agreed upon by the Board of Trustees or its representative
and the Academic Senate.
Program initiation requires significant commitment of resources and should only occur after
serious deliberation. The following process incorporates the same criteria used to evaluate an
instructional program for discontinuance.
The following indicators to be considered include, but are not limited to, the following:








Alignment with the Chancellor’s Office priorities, the College’s mission, and
accreditation standards
Alignment with state and federal requirements
Requirements from transfer institutions
Availability of fulltime and associate faculty
Budget concerns and sufficient funding
Demand in the workforce
Adequate facilities and equipment
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Instructional Program Initiation Process
Step One: New Instructional Program Request
A new instructional program request can be initiated by the administration, faculty, or the
Academic Senate by submitting a written proposal to the appropriate Dean/Director. Proposals
will be forwarded to the Chief Instruction Officer/Chief Student Services Officer (CIO/CSSO)
who will consult with the Academic Senate Co-Presidents on whether to move the proposal
forward to the President/Superintendent.
Step Two: Appointment of the Task Force
If a new instructional program request is approved by the President/Superintendent, he or she
will, with consultation with Expanded Cabinet, appoint a Task Force to analyze viability of the
new program. The Task Force shall be composed of the following:





2 Deans or Directors, one of which will not be directly connected to the new program
Academic Senate Co-President or member of the Executive Committee
2 faculty members appointed by the Academic Senate, one of which will be a member of
the division most closely aligned with the proposed program
1 representative appointed by the President

The Task Force will be co-chaired by a faculty member and a Dean or Director, to be selected
from and by the membership of the Task Force. The responsibilities of the co-chairs of the Task
Force include, but are not limited to the following:





Consultation with the Office of Institutional Research and other resources to validate
information being used in determining recommendations
Maintenance of objectivity and integrity during the entire process
Written summary recorded for each meeting
Production of a Task Force Recommendation Report

Step Three: New Instructional Program Viability and Sustainability Analysis
The first task is to draw up a matrix of criteria by which viability and sustainability may be
assessed, for example:





Best practices of other colleges
Job Market analysis
Develop a matrix for or set targets for the success rate with a timeline for assessment of
the program
Literature review

2
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Step Four: Task Force New Program Recommendation Report
Subsequent to review of all the relevant information, the Task Force will present a written report
to the CIO/CSSO and President/Superintendent. The report will consist of:
1. A summary of the data
2. An analysis of the data
3. A detailed assessment of the institutional support for sustained program success,
including budget, infrastructure, and faculty
4. Other factors considered in making the recommendation
5. The recommendation; approval, no approval, or look for alternatives such as modifying
existing programs.
Step Five: Decision
The President/Superintendent has full responsibility and authority to implement the decision as
designee of the Board of Trustees. If the President/Superintendent decides to implement the
recommendation for initiation of the new program the President/Superintendent will task the
appropriate administrators to work with faculty and staff to develop the new instructional
program. If the decision is to initiate a new program, a corresponding commitment should be
made to include adequate resources, including faculty support. If the President/Superintendent
decides not to implement the recommendation for initiation of the new program, then he or she
shall communicate the reasons in writing to the Expanded Cabinet and to the Academic Senate.
Curriculum and Course Development
Curriculum development and course development are closely related and are the primary
responsibility of the Curriculum Committee and the Academic Senate. As a standing committee
of the Academic Senate, the Curriculum Committee follows the procedures set forth in the
current California Community Colleges Chancellor’s Office Program and Course Approval
Handbook. Documentation of these processes is available on the Curriculum Committee website.
Upon Curriculum Committee and Academic Senate approval, the Academic Senate
recommendations are forwarded to the CIO and then to the Board of Trustees (BOT) at least
once during each fall and spring term for approval.
The BOT recommendation(s) shall be submitted to all required regulatory bodies for approval.
New programs and courses shall be offered only after such approval has been obtained. Under
the direction of the CIO, the district shall keep program and course lists updated and publicly
available. Chancellor’s Office approved course information is published in the college’s catalog
and in schedules.
The CIO, in mutual agreement with the Academic Senate, shall set timelines for regular review
of existing courses or programs as well as catalog cutoff dates. The Curriculum Committee shall
publish its calendar of meetings for the year and disseminate it to all departments and offices
involved in the curricular process.
3
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Definition of a Credit Hour
(1) An amount of student work represented in the intended learning outcomes and verified by
evidence of student achievement that reasonably approximates not less than one hour of
classroom or direct faculty instruction and a minimum of two hours of out-of-class work each
week for approximately fifteen weeks for one semester hour of credit, or the equivalent amount
of work over a different amount of time.
(2) For other academic work leading to award of credit hours (such as internships, practica, and
studio work) the award of credit hours will be based on an amount of work implied by the
paragraph before.
(3) For asynchronous online courses, where no classroom instruction takes place per se, the
assignment of credit hour will be based on the equivalent amount of work as represented by the
definition above. An existing face to face course may be taught in an online format for the same
credit hours provided the amount of work expected remains the same.
The CIO and the Curriculum Committee are charged with the responsibility to ensure that the
curriculum adheres to this requirement. The CIO and the Curriculum Committee must make a
reasonable determination that proposed assignment of credit hours for new courses conforms to
commonly accepted practice in higher education.

Reference: Title 5 Sections 51021, 55000 et seq., and 55100 et seq.; Accreditation Standard II.A;
California Community Colleges Chancellor’s Office Student Attendance Accounting Manual –
Chapter 3; 34 CFR 600.2

Adopted by the Board of Trustees May 1986
Amended: 04/04/2011
Revisions approved by Academic Senate November 7, 2014
Revised 11/3/2015
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REDWOODS COMMUNITY COLLEGE DISTRICT
Board Policy

BP 4020

PROGRAM, CURRICULUM, AND COURSE DEVELOPMENT
The programs and curricula of the District shall be of high quality, relevant to community and
student needs, and evaluated regularly to ensure quality and currency. To this end, the Board of
Trustees directs the President/Superintendent and the Academic Senate to establish procedures
for the development and review of all curricular offerings, including their initiation,
development, modification, revitalization or discontinuation. These procedures shall include:







Involvement of the faculty, administration, and Academic Senate regarding program and
curriculum initiation and development. The primary responsibility for curriculum resides
with the faculty and the advice and judgment of the Academic Senate. Educational
program initiation, development, modification, revitalization or discontinuation is
mutually agreed upon by the Board or its representative and the Academic Senate.
Initial justification and regular review of programs and courses.
Opportunities for training of persons involved in their relevant areas of curriculum
development.
Consideration of labor market and other relevant information for career and technical
programs.
A mechanism to periodically report curriculum changes and results of program review to
the Board of Trustees for the purpose of institutional decision-making.

All new credit and noncredit courses, programs, certificates, and degrees must satisfy the
conditions authorized by Title 5 regulations, shall be approved by the Board of Trustees, and
shall be submitted to the California Community College Chancellor’s Office for approval as
required. In addition, all course and program deletions shall be approved by the Board of
Trustees.
Credit Hour
Consistent with federal regulations applicable to federal financial aid eligibility, the District shall
assess and designate each of its programs as either a “credit hour” program or a “clock hour”
program.
The President/Superintendent will establish procedures which:


Prescribe the definition of “credit hour” consistent with applicable federal regulations, as
they apply to community college districts.
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Assure that curriculum at the District complies with the definition of “credit hour” or
“clock hour,” where applicable.
Establish procedures for using a clock‐to‐credit hour conversion formula to determine
whether a credit hour program is eligible for federal financial aid.

The conversion formula is used to determine whether such a credit‐hour program has an
appropriate minimum number of clock hours of instruction for each credit hour it claims.

Reference: Education Code Section 70901(b), 70902(b); 78016; Title 5, Section 51000, 51022,
55100, 55130, 55150

Adopted by Board of Trustees: 05/03/2011
Amended: 9/9/91
Revised: 12/8/2015
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REDWOODS COMMUNITY COLLEGE DISTRICT
Board of Trustees Policy

BP 4020

PROGRAM AND CURRICULUM DEVELOPMENT
The programs and curricula of the District shall be of high quality, relevant to community and
student needs, and evaluated regularly to ensure quality and currency. To this end, the Board of
Trustees directs the President/Superintendent and the Academic Senate to establish procedures
for program and curriculum development.
These procedures shall include:


Appropriate involvement of the faculty, administration, and Academic Senate regarding
program and curriculum development. The primary responsibility for the development,
modification and inactivation of curriculum resides with the faculty and the advice and
judgment of the Academic Senate. Educational program development, modification,
revitalization and discontinuation is mutually agreed upon by the Board or its
representative and the Academic Senate.



Regular review and justification of programs and courses.



Opportunities for training of persons involved in their relevant areas of curriculum
development.



Consideration of labor market and other relevant information for career and technical
programs.



A mechanism to periodically report curriculum changes and results of program review to
the Board of Trustees for the purpose of institutional decision-making.

Recommendations on curriculum and academic programs that are in compliance with the
policies and procedures adopted by the Chancellor’s Office and approved through established
College of the Redwoods Administrative Procedures (AP) will be regularly forwarded to the
Board of Trustees for review and action.

Reference: Education Code Section 70901(b), 70902(b); 78016; Title 5, Section 51000, 51022,
55100, 55130, 55150
Adopted by Board of Trustees: 05/03/2011
Former Policy #104: “Curriculum Development,” Adopted by the Board of Trustees: 8/15/77
Amended: 9/9/91
Former Policy #122: “Educational Program Review,” Adopted by the Board of Trustees: 7/16/84
Amended: 11/4/91
3
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REDWOODS COMMUNITY COLLEGE DISTRICT
Administrative Procedure

AP 4231

GRADE CHANGES
1.0

Course Grade Challenge
The instructor of the course shall determine the grade to be awarded to each student.
The determination of the student’s grade by the instructor is final in the absence of
mistake, fraud, bad faith or incompetence. Any student who believes he or she has a
grade grievance shall make a reasonable effort to resolve the matter on an informal
basis. If the student’s concern cannot be resolved informally, this procedure outlines the
course grade challenge process. The course grade challenge process is not a legal
proceeding. An observer may attend meetings as support but may not act as legal
counsel. When challenging a grade assigned by an instructor, the burden of proof is on
the student to provide evidence of mistake, fraud, bad faith, or incompetence.
Mistake: an unintentional act, omission or error by the instructor or the college.
Fraud: a deception deliberately practiced in order to secure unfair or unlawful gain.
Bad Faith: Assigning a grade that is not based on the grading system found in the course
syllabus or changing the grading criteria without prior notification to the students.
Incompetence: a lack of ability, legal qualification, or fitness to discharge a required
duty

Step 1: Discuss the Issue with the Instructor. Every attempt should be made to discuss the
issue with the instructor. However, if the instructor is not available or the student does
not wish to meet with the instructor, the student may proceed to Step 2.
Step 2: Student Files a Grade Challenge Form. No later than the second week of the academic
semester following the award of the grade, a student may file a grade challenge form and
supporting evidence with the Dean/Director. The Dean/Director will forward a copy of
the completed course grade challenge form and supporting evidence to the instructor.
Step 3: Instructor’s Rebuttal to Grade Challenge. The course instructor is required to
respond within ten (10) faculty contracted work days of their notification of the
challenge. During times when faculty are not under contract to teach, the course
instructor is not mandated to respond and students may need to wait until the faculty
member resumes contracted work days. The instructor is responsible for providing the
criteria used in determining the course grade as part of their written response. The
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instructor’s written response will be sent to the Dean/Director, who will forward the
rebuttal to the student. If needed, additional information may be requested by the
Dean/Director from the student and/or instructor. In the event that the instructor is on
leave or no longer employed by the District, the Dean/Director may appoint another
faculty member as a substitute in these proceedings.
Step 4: Meeting with Dean/Director, Student and Instructor. Following the review of these
materials, the Dean/Director shall meet with the student and the instructor together to
attempt to resolve the dispute. If the student chooses not to attend this meeting the course
grade challenge is terminated. The Dean/Director may request additional documentation
from either student or instructor to help in the mediation process, which may require a
follow-up meeting. If the course grade challenge is not resolved or terminated at this step,
the student may then proceed to Step 5.
Step 5: Appeal to a Course Grade Challenge Committee. If the course grade challenge is not
resolved or terminated at Step 4, the student may file a written request with the Chief
Instructional Officer/Chief Student Services Officer (CIO/CSSO) for a review of the
evidence by a Course Grade Challenge Committee. The written request for a review
must be submitted within fourteen (14) calendar days of the completion of Step 4.
Failure to submit this request within fourteen (14) calendar days terminates the course
grade challenge. Upon receipt of this request, the CIO/CSSO shall convene a Course
Grade Challenge Committee comprised of two faculty members, two students, and the
CIO/CSSO who shall serve as the non-voting chair.
The CIO/Chair shall advise the student and the instructor of the date, time and location of
the appeal hearing. The hearing shall be informal and shall take place before the entire
Course Grade Challenge Committee. No formal witnesses representing either party may
attend. However, each party may have an advocate that does not act as legal counsel. The
format and duration of the hearing shall be left to the discretion of the committee. The
burden of proof rests with the student. The student and the instructor shall answer
questions related to the materials submitted in Steps 2-4.
At the close of the hearing, the decision to affirm or deny the student’s Course Grade
Challenge shall be determined by a vote of three out of four of the voting members, and
shall be based solely upon substantiation of mistake, fraud, bad faith, or incompetence
(Ed. Code 76232). The decision of the committee shall be final. The Committee shall
submit a written report of its decision to the CIO/CSSO within three (3) working days of
the hearing or review of the written record, as the case may be. The Chief Instructional
Officer shall notify the instructor and the student of the outcome within three working
days after receiving the Committee’s written report. The Committee’s written report shall
be considered Confidential. At the conclusion of this process, all documentation will be
secured in the office of the CIO/CSSO.
The decision of the Course Grade Challenge Committee will be final. If the student feels
they have been denied due process through these proceedings, please refer to BP 5530
Student Complaints and its procedures.
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2.0

Late Withdrawal
Students who have extenuating circumstances beyond their control (i.e., medical issues
or military orders) may petition for a withdrawal after the deadline. Students must
complete a petition, include detailed information and attach verifying documentation
within one year of the term in question.

2.0

Security of Grade Records
The District shall implement security measures for student records that assure no person
may obtain access to student grade records without proper authorization. These measures
shall be installed as part of any computerized grade data storage system.
The measures implemented by the District shall include appropriate security for database
access and locking mechanisms for computer stations from which student grade
databases can be viewed, and strict limits on who is authorized to change student grades.
Anyone authorized to change grades shall be designated by the CIO/CSSO or
his/her designee. No more than five District employees may be authorized to
change student grades. Only regular full-time employees of the District may be
authorized to change grades. Student workers may not change grades at any time.
Anyone who discovers unauthorized activity in grade databases shall notify the
CIO/CSSO or his/her designee who shall immediately take steps to lock the grade
storage system entirely while an investigation is conducted.
If any student’s grade record is found to have been changed without proper
authorization, the District will notify 1) the student; 2) the instructor who originally
awarded the grade; 3) any educational institution to which the student has
transferred; 4) the accreditation agency; and 5) appropriate local law enforcement
authorities.
Whenever a grade is changed for any reason, corrected transcripts will be sent to any
educational institution to which a student has transferred.
Any student or employee who is found to have gained access to grade recording systems
without proper authorization, or who is found to have changed any grade without proper
authority to do so, shall be subject to discipline in accordance with District policies and
procedures.
Any person who is found to have gained access to grade recording systems without
proper authorization, or who is found to have changed any grade without proper authority
to do so, shall be reported to the appropriate law enforcement agency having jurisdiction
over the college where the incident occurred.

Page 3 of 9

AGENDA ITEM 3.6

References: Education Code Sections 76224 and 76232; Title 5 Section 55025

Approved: 10/03/2011 Former Administrative Procedure #528.01 “Regulations Regarding Academic Complaints,”
Adopted by Board of Trustees: June 6, 1994
Amended: 12/8/15
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Grade Challenge Form
Student Name:

________________________________

Date:

Student Phone:

________________________________

Student ID#: _____________________

Term:

_____________________

_______________________________

Course Number: ________________________________

Instructor:

_____________________

Policy: The course grade given to each student shall be determined by the instructor(s) of the course and, in the absence of
mistake, fraud, bad faith or incompetence, shall be final. A student who believes he or she has a grade grievance shall make a
reasonable effort to resolve the matter on an informal basis.

Student Request for Grade Change due to:
 Mistake Fraud
Bad Faith
 Incompetence
Instructions: This form should accompany all original documentation submitted by the student.
Step 1:

Student and instructor meet informally and if the dispute is resolved, no further action is required.
If student is not satisfied with instructor explanation, or student does not wish to meet with the instructor,
the student must initiate a formal course grade challenge.
Date of informal meeting between Instructor and Student: ____________________
 Appeal Denied

Step 2:

 Student declined to meet informally

 No response from instructor

A student who wishes to file a formal course grade challenge must do this no later than the second week of
the academic semester following the award of the course grade. The student must submit a written appeal
(including syllabus, student statement and supporting evidence) using the course grade challenge form and
must make an appointment with the immediate supervisor of the instructor.
Date Supervisor was notified by Student: _______________
Date Instructor was notified by Dean/Director: ________________

Step 3:

The course instructor shall respond to the Dean/Director regarding the course grade challenge within ten
(10) faculty contract days of being notified of the student’s grade challenge. The instructor’s written
response will be forwarded to the student.
Date Instructor Response Due: ______________
Date Instructor Response forwarded to Student: ______________________
Instructor’s response: Grade change:  Instructor submits grade change
No Grade Change:  The student may proceed to Step 4
No Grade Change:  Course grade challenge terminated
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Step 4:

The Dean/Director shall meet with both the student and instructor together to attempt to resolve the dispute
regarding the contested grade.
Date of Meeting: _________________

Who Attended: ___________________________________________

Additional Information requested by Dean/Director from student &/or instructor:

Instructor’s response: Grade change:  Instructor submits grade change
No Grade Change:  The student may proceed to Step 4
No Grade Change:  Course grade challenge terminated*
* If the student chooses not to attend this meeting the course grade challenge is terminated.

Step 5:

If the course grade challenge is not resolved or terminated at step 4, the student may file a written request with
the Chief Instructional Officer (CIO) for a review of the evidence with the Course Grade Challenge Committee.
The written request for a review must be submitted within fourteen (14) calendar days of the completion of
Step 4.
Date request submitted to Chief Instructional Officer for Committee review of grade: _____________________
The Course Grade Challenge Committee Chair will arrange a date, time and location for the hearing.
Date/Time/Location: ____________________

Student  and Instructor  notified

The hearing shall be informal. During the hearing, student and instructor shall answer questions related to the
materials submitted in steps 2 through 4. The burden of proof rests with the student. The decision to sustain the
course grade shall be determined by a vote of three out of four of the voting members. The decision to change a
grade shall be based solely upon substantiation of mistake, fraud, bad faith, or incompetence. The committee
shall submit a written report within three (3) working days of the hearing date. The Chief Instructional Officer
shall notify the student and instructor within three (3) working days after receiving the committee’s report.
Grade change:  Correction of Grade Change Form completed by Committee Chair/Chief Instructional Officer
No Grade Change:  The decision of the Course Grade Challenge Committee is Final.

Student notified  date: ______

Instructor notified  date: _________

Signature of CIO: _________________________________________________________
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Course Grade Challenge – Letter Template
[Part of Step Two of the Formal Course Grade Challenge]
To the student: If you have decided to pursue a grade challenge, you may use the following template to
communicate your challenge in a business letter format. This is not the only acceptable format you can use, but it
can help you express your concerns and reason(s) for your challenge in a clear manner. Be sure to address the
specific circumstances of your situation and your grade. Limit your letter (or statement) to three pages. This letter is
required as part of the documents you will submit to the instructor and the instructor’s immediate supervisor for the
formal challenge.
If you feel that the matter was not resolved through the discussions with the instructor and Dean/Director (steps 1
through 4), this letter will become part of the documents that you present to the Course Grade Challenge Committee.
The Chair of the Course Grade Challenge Committee can assist you in determining what materials or documents you
should provide for the committee. If necessary, the chair can help you clarify or articulate your concerns.
Date
Course Grade Challenge Committee
Office of Instruction
College of the Redwoods
Eureka, CA 95501
To Whom It May Concern:
The first paragraph should briefly state the purpose of the letter (i.e. to challenge your grade). You should
mention the course name, number, and section.
The middle paragraphs should present the reason(s) why the assigned grade was, in your opinion, unjustified or
unfair, as outlined by the syllabus for the course and the course work you completed. You should include
evidence for supporting your reasons, including references to specific assignments, exams, or other materials that
might pertain to and support your case. You should not include unsubstantiated claims or malicious comments
about the class, other classmates or the instructor as personal attacks.
In the last paragraph, you should thank the chairperson and/or the committee for reviewing your materials and
assisting you during the process.
Sincerely,

Signature
Typed name
Student ID number
Enclosures:  Course syllabus
 Documentation you deem relevant to your challenge (e.g. written assignments with feedback,
tests, etc.)
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COLLEGE OF THE REDWOODS

Exhibit No. AP 4231.A

COURSE GRADE CHALLENGE FORM
To be completed by the instructor’s (s’) immediate supervisor, signed by both parties, and submitted
to the Course Grade Challenge Committee through the Chief Instructional Officer.
Student ID # _______________________________
Name of Student: _________________________________________Date______________
Course _______________Section ___________Semester/Year_______________________
Name of Instructor(s):_________________________________
Student's statement of challenge (be brief, but specific, and base your statement only on the
following grounds: mistake, fraud, bad faith, or incompetence (Ed. Code 76232.). Attach supporting
evidence.

Outcome desired by student (be sure to include grade being requested):

Student's signature _____________________________________________Date _______________
Step 1 - Instructors comments. Attach supporting evidence.

Instructor decision

Instructor signature _____________________________________________Date _______________
Step 2 - Instructor’s Immediate Supervisor Comments:

Supervisor’s decision

Instructor’s immediate supervisor signature _________________________ Date ______________
Copies to be distributed as follows: student, instructor(s), instructor’s immediate supervisor, Chief
Instructional Officer.
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COLLEGE OF THE REDWOODS

Exhibit No. AP 4231.B

COURSE GRADE CHALLENGE COMMITTEE REPORT

Date ______________________________________________________
Name of Student ____________________________________________
Name of Instructor(s) _________________________________________
Committee findings related to mistake, fraud, bad faith, or incompetence:

Action and Recommendation(s) of the Committee*:

*NOTE: Approval to sustain the course grade challenge shall be determined by a vote of three out
of four of the voting members. Chief Instructional Officer is non-voting member.
SIGNATURES:
Chair

_______________________________________________

Faculty 1

_______________________________________________

Faculty 2

_______________________________________________

Student 1

_______________________________________________

Student 2

_______________________________________________
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