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Definitions Applying to Academic Policies  
Graduate student: A student admitted to any graduate-level 
program at Saint Mary’s College.

Professional student: A student admitted to any undergraduate 
program designed for working adults. For purposes of clarity, 
these students are also referred to in the handbook as “under-
graduate professional student.”

Business day: Refers to all days during which the College is 
officially open, including days when classes are not in session.

Program director: The administrator responsible for a  
particular program.

Dean: The administrator responsible for a particular school. In 
nearly all cases, the dean may delegate responsibilities assigned 
to her/him to another party, such as an associate dean. 

Admissions Requirements 
Saint Mary’s College welcomes applications from students 
qualified to pursue a program of study leading to a graduate or 
undergraduate professional degree. The admissions process is 
designed to evaluate the potential for success in an individual 
program. Applicants should consult the department to which they 
are applying for its specific evaluation requirements and criteria. 

General Requirements for Graduate 
Students

Applicants must hold or expect to hold prior to the beginning of 
classes a bachelor’s degree (for master’s degree programs) or a 
master’s degree (for doctoral programs) from an accredited U.S. 
school or its equivalent. International students must provide tran-
scripts showing graduation from a recognized college or university 
with a degree normally requiring 15-16 years of prior education 
before graduation from college or university.

Applicants must submit two letters of recommendation from 
academic or professional referees and official transcripts of all 
baccalaureate and post-baccalaureate studies.  

In evaluating a candidate for admission, the admissions officer 
or committee reviews the following credentials: the completed 
application, transcripts from the colleges and/or universities the 
applicant has attended, and letters of recommendation. Some 
schools and programs in the College require standardized 
examinations, such as the GRE or GMAT, and some schools 
or programs may conduct admissions interviews or require 
writing samples or statements of purpose. In reviewing tran-
scripts, admissions officers will take into account the choice of 
coursework, the rigor of the undergraduate major, the competi-
tiveness of the academic institutions, and the grade point  
average (GPA). For master’s degree and credential programs,  
an undergraduate GPA of 2.8 or better is generally the standard 
for admissions consideration. Doctoral programs typically require 
an undergraduate GPA of 3.0 and a graduate GPA of 3.5.  

General Requirements for Undergraduate 
Professional Students

Applicants to the LEAP program must hold a high school diploma 
or its equivalent. Applicants to the Leadership and Organizational 
Studies program must have earned a minimum of 64 semester 
units of acceptable transfer credit.    

Applicants must submit two letters of recommendation from 
academic or professional referees and official transcripts of all 
baccalaureate studies.   

In evaluating a candidate for admission, the admissions officer 
or committee reviews the following credentials: the completed 
application, transcripts from the colleges and/or universities the 
applicant has attended, letters of recommendation, an experi-
ential learning inventory, and an essay or statements of goals. In 
reviewing transcripts, admissions officers will take into account 
the grade point average (GPA). An undergraduate GPA of 2.0 or 
better is generally the standard for consideration.  

Academic Standing  

Unconditional Acceptance

Students who meet all program admissions criteria, have complete 
files, and have been selected for admission by program-specific 
admissions processes are accepted unconditionally.

Provisional Acceptance

Students whose admissions files are incomplete (e.g., missing 
test scores, transcripts, etc.) may be provisionally admitted, and 
must take steps to ensure that their files are completed within 
one term. The time limit may be extended with the approval of the 
program director.  

Conditional Acceptance

If a student has a complete application but missing require-
ments, such as the Basic Skills Requirement (BSR) or the Writing 
Proficiency Exam, this student may be admitted conditionally. The 
program director will notify the student in writing how to attain 
unconditional acceptance and provide a deadline for achieving it.

Academic Probation

Graduate students whose cumulative grade point average 
falls below a 3.0 (B) average at any time during their course 
of study are placed on academic probation. They are notified 
of their status in writing by the program director. Upon notifi-
cation, students have one academic term to bring their grade 
point average up to the 3.0 level. Failure to do so may result in 
academic disqualification. 

Some programs at the College—especially those using P/F 
grading—may issue Marginal Performance Letters. The use of 
Marginal Performance Letters is a warning to the student that 
even though his/her coursework might merit a passing grade, 
the work was nonetheless marginal. An instructor may note 
such deficiency by submitting a Marginal Performance Letter to 
the program director along with the passing grade. A Marginal 
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Performance Letter is not a grade and does not appear on the 
student’s transcript; it is a formal letter placed in the student’s 
official file. This letter cannot be removed prior to degree 
completion except at the request of the instructor. All Marginal 
Performance Letters are removed from the file after the degree  
is completed.   

Marginal Performance Letters are intended to: 1) inform the 
student of identifiable weaknesses in performance so that the 
student can become aware of them and seek to improve his/her 
performance; 2) inform the program administration of specific 
concerns with respect to a student performance so that students 
can be appropriately counseled; and 3) serve as the basis for 
probation and disqualification. Students who accumulate two  
or more Marginal Performance Letters may be placed on 
Academic Probation.

Undergraduate Professional students whose grade point average 
falls below a 2.0 (C) average at any time during their course of 
study are placed on academic probation. They are notified of their 
status in writing by their program director. Students have one 
semester to bring their grade point average up to the 2.0 level. 
Failure to do so may result in academic disqualification.

Academic Disqualification

Graduate students are disqualified from continuing in a program 
when they have not attained a cumulative grade point average of 
3.0 or higher for two continuous terms of enrollment. Two terms 
of enrollment count as continuous even if a student has taken a 
leave between terms. Students in P/F programs are subject to 
disqualification if they receive a failing grade in two courses or if 
they fail or receive Marginal Performance Letters in three courses.  

Undergraduate Professional students are disqualified from 
continuing in a program when they have not attained a 2.0 grade 
point average for two or more terms. The dean of the school 
notifies students subject to disqualification by registered letter. 
Any student subject to disqualification is barred from further study 
at Saint Mary’s College.

Special Academic Probation

Special Academic Probation is granted at the discretion of the 
dean of the school and may be based on the student’s extreme 
personal hardship, serious illness, or a similar reason that justifies 
poor academic standing. Students facing academic disqualifi-
cation may request to be placed on Special Academic Probation 
by filing a Petition for Special Action within two weeks of the 
notice of disqualification. In addition to explaining their special 
circumstances, students must also outline how they expect to 
improve their grades and resume regular academic standing by 
the end of the next term. If granting Special Academic Probation, 
the dean may further specify additional conditions and program 
requirements for removing academic probation status. Students 
who fail to meet the conditions of Special Academic Probation are 
disqualified from further study. 

Full- and Part-time Status 
Students should consult with their individual programs in order to 
determine a course of study that is considered full- or part- time. 
Full-time status may be a requirement of a program and may 
determine eligibility for financial aid.  

Residency Requirement
“In residence” typically means on the Saint Mary’s College campus, 
but there common exceptions: Students attending SMC sponsored 
overseas programs and students attending at satellite campuses 
are in residence, as are students enrolled in online or hybrid 
courses. At least fifty percent of all credential or master’s programs 
must be completed in residence. The remaining fifty percent may 
consist of transfer credits, challenges, comprehensive evaluations, 
independent study, and other non-standard classes 

Transfer Units for Graduate Students
A limited amount of graduate credit obtained at other accredited 
colleges or universities may be accepted in partial fulfillment 
of some requirements for a credential, certificate, or master’s 
degree. Generally, no more than two full-unit courses can be 
so approved, but under special circumstances, the dean of 
the school may approve up to a total of three full-unit courses. 
Transferred credit does not qualify as work done in residence.

Courses acceptable for transfer credit must:

•	 Have been graduate courses with clear relevance to course  
of study.

•	 Have been taken at a regionally accredited institution of higher 
education within the last five years; (Coursework may be 
acceptable beyond five years if the candidate can demonstrate 
current experience and knowledge.)

•	 Have been assigned a grade of “B” (or its equivalent or better); 

•	 Not have been supervised fieldwork, field practice, practicum, or 
independent study (with the exception of one semester of credit 
for school counseling PPS credential).

Permission to take courses at another institution, after admission 
to the College, may be granted at the discretion of the program 
director only if all of the following criteria are met: 

•	 The course is vital to the student’s program of study and is 
currently not available or not offered in a timely fashion at the 
College. 

•	 The course is offered at the appropriate graduate level and is 
offered by a regionally accredited institution. 

•	 The total number of transfer units does not exceed the 
maximum described above. 

•	 Permission must be granted before the course is taken.

•	 Upon relocation outside of the area, a student may petition for 
an additional course to be taken at another institution.

Upon completion of the course, the other institution should 
forward the transcript information directly to the Registrar.  

Transfer Units for Undergraduate 
Professional Students
Credit obtained at other accredited colleges or universities may 
be accepted in fulfillment of elective and and some general 
education requirements for a bachelor’s degree. Transferred 
credit does not qualify as work done in residence.

Courses acceptable for transfer credit must:

•	 Have been taken at a regionally accredited institution of higher 
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education or an appropriate and comparable institution in 
another country; 

•	 Have been assigned a grade of “C-” (or its equivalent or better); 

•	 Be transferable to the University of California if taken at a 
California community college, except for courses that are 
related to their current career field or (for LEAP students) 
the career field to which they are transitioning, which may be 
transferable to the California State University System;

•	 Not exceed 10 semester units for activity units (e.g., physical 
education);

•	 Not include remedial subjects and secondary school 
mathematics;

•	 May not exceed a total of 64 lower division semester units when 
combined with other courses comprising the bachelor’s degree.

Permission to take courses at another institution, after admission 
to the College, may be granted at the discretion of the program 
director only if all of the following criteria are met: 

•	 The course is offered by a regionally accredited institution. 

•	 The course meets the criteria for acceptable transfer credit.

•	 The course is applicable to the student’s program and does not 
exceed the maximum of 64 lower division units allowed toward 
the bachelor’s degree. 

•	 Permission is requested before the course is taken.

Upon completion of the course, the other institution should 
forward the transcript information directly to the Registrar.  

Grading 

Graduate Students

Graduate courses are evaluated on the 4.0 scale with “A” being 
equivalent to 4.0. Pass/fail (P/F) grading is offered in many 
graduate courses and programs. In most graduate programs, 
a passing grade (or the grade of “Pass” in a P/F courses) is 
equivalent to a “B-”or higher. In the Professional MBA Program, 
a passing grade is equivalent to a “C” or higher. Any failing grade 
must be repeated for credit toward the degree. In some programs, 
students may be required to complete a particular class with a 
passing grade before enrolling in subsequent course offerings. All 
grades will appear on the transcript, but for the purposes of calcu-
lating grade point average, only the grade received in the most 
recent (passing) enrollment will be used. The number of times a 
course may be repeated for credit with a passing grade is at the 
discretion of the individual program.  

Graduate students who complete their degree with a cumulative 
grade point average of 3.75 or higher are designated as gradu-
ating with Honors by indication on both the transcript and the 
diploma. Students in P/F courses can also graduate with honors 
by receiving the grade of “honors” (“H”) in five or more courses.  
Honors recognition in a course is given to students whose 
standard of performance significantly exceeds that expected in 
the course and is considered to be rare. 

Undergraduate Professional Students

Undergraduate professional courses are evaluated on the 4.0 
scale with “A” being equivalent to 4.0. In courses taken P/F in 
undergraduate professional programs, the grade of “Pass” is 

equivalent to a C- or higher, and will not impact the student’s 
GPA. Any grade beneath a C- (in letter-graded or P/F courses) 
needs to be repeated for credit toward the degree.

Undergraduate professional students who complete their degree 

•	 with a minimum grade point average in of 3.85 in the courses 
comprising the SMC professional studies curriculum, or 

•	 with a minimum grade point average of 3.5 in the courses 
comprising the SMC professional studies curriculum and  
a cumulative grade point average of 3.5 that includes  
transfer credit

are designated as graduating with honors by indication on both 
the transcript and the diploma.

Incompletes and Final Grades

An instructor may grant an incomplete (“I”) to a student when 
circumstances such as a serious illness, personal or family crisis, 
or extraordinary demands due to employment arise, given that the 
student is passing the course and has had reasonable attendance 
throughout the term. The instructor is responsible to determine 
whether an incomplete is the appropriate grade. Incomplete 
grades must be cleared by the end of the next term. An extension 
may be requested in writing prior to the deadline, using the form 
Student Petition for Exceptional Action. The petition must be 
approved by the instructor and the program director. Incomplete 
grades that are not cleared automatically become “F” grades, 
depending on the default grading status of the course. Students 
who have two incomplete grade reports for two consecutive 
semesters may not register for any new courses until the incom-
pletes have been cleared.  

Final grades are considered permanent and not to be changed 
except in the case of an error in computing, recording, or evalu-
ating a student’s work. When necessary, faculty may secure 
a Grade Change Petition from the Registrar’s office. Students 
wishing to appeal a specific grade assigned should consult with 
their program director for program-specific appeal guidelines. 

Attendance policy
Regular attendance is an important obligation and essential 
condition for successful academic progress. Absences may  
seriously jeopardize the successful completion of a course.  
The instructor is responsible for communicating the attendance 
policy for a given course. Students are responsible for all 
assignments in a course whether or not the assignments were 
announced during an absence. Penalties for absences depend 
upon the nature and amount of work missed, of which the faculty 
member is the sole judge.  

It is not permissible to miss regularly scheduled classes for the 
purpose of intercollegiate athletic practice. A student who misses 
the first session of a course, even if s/he is pre-registered, may 
have his/her place in that course be given away and be denied 
further attendance in that course. The College recognizes that 
during a field experience placement or practicum, students may 
encounter labor disputes that result in a work stoppage (either 
a strike or a lock-out), a “sick-out,” or a slow-down, or other job 
action. The policies and procedures of the College in such an 
event are available from the program director. 
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Auditing  
Students may audit College courses without earning College 
credit, depending on availability. A Petition to Audit a Course form 
must be filed by the student with the program director. Auditors 
cannot expect to take examinations or submit written work for 
evaluation, but may participate in class discussions. 

Open enrollment
Open enrollment is limited to students not regularly matriculated 
or admitted to a graduate program as well as those not main-
taining continuous enrollment. Graduate students who register 
as open enrollment students in another program sever their 
continuous enrollment in their original program. No more than 
3 units of open enrollment credit in a graduate program may be 
transferred upon entry into the graduate program.  

Continuous enrollment and leave of absence 
All students are expected to be continuously enrolled in their 
program unless otherwise stipulated in program materials.   
Students who wish to leave the College temporarily must request 
such a leave in writing from their program director. Students may 
take leave for one academic term unless otherwise specified by 
the program. Normally, students who are not enrolled in classes 
for two academic terms will be considered withdrawn and must 
reapply to the program (and must pay an application fee).  
Programs are not required to accept such applications for read-
mission. If students are readmitted, they are held to the catalog 
requirements of the term they are readmitted. Students may file 
a petition with the program to extend their leave for more than 
one semester for medical reasons or for active military service.  
Students may also file to extend their leave on educational 
grounds. The rationale for this planned leave must document the 
intention to pursue other activities that clarify educational goals or 
enrich educational programs. These activities might include travel 
for educational purposes or on-the-job experience in an area 
related to the student’s field of academic study.   

The College does not permit leaves based on the lack of funds  
to pay tuition and other fees.  

Timely completion of degree   
It is expected that students will make steady progress toward the 
completion of their degree. Therefore, students receiving the bach-
elor’s, credential, or master’s degree have five years to complete 
their program; Students receiving the doctoral degree have eight 
years. Extensions may be granted by the dean of the school, but 
students may be held to new standards and/or asked to verify 
currency in any coursework taken more than five years prior.   

Dual degree programs
Saint Mary’s allows for students to enroll in courses of study 
defined as dual degree programs. These programs, which involve 
students enrolling concurrently in two aligned courses of study, 
are defined by the College and available to potential applicants.  
In dual degree programs, students are admitted to the degree 
programs under the usual processes for the individual programs.  

These students should ensure that they are seeking clear 
academic advice in scheduling coursework and fulfilling degree 
requirements in a timely manner.   

Second master’s degree   
Students wishing to take two or more courses of study concur-
rently that are not defined as dual degree programs are required 
to file a petition for exceptional action, providing a rationale for 
working on another degree program before completing the degree 
program in which they are currently enrolled. This petition must 
be approved by the dean of the school (or deans of the Schools, 
should the programs be in different Schools). Core courses for 
one program may not be used to satisfy core requirements of 
another program.

Course evaluations 
Course evaluations should be conducted for each graduate 
and undergraduate professional course offered at Saint Mary’s 
College, and students have the responsibility to participate in 
these evaluations.

Degree requirements
Students are expected to satisfy degree requirements defined 
by their individual programs. Please see program materials or 
program director for specific requirements.  

Advancement to candidacy and  
completion of degree
Each student who plans to become a candidate for a degree is 
required to:

•	 Be admitted to a specific program and maintain good academic 
standing;

•	 Complete all required courses and reach the minimum unit 
requirement for the program;

•	 File a Petition for Candidacy with the Registrar.

Students who have advanced to candidacy may be required to 
take additional exams or participate in final projects in order to 
complete the requirements for their degree. Some programs also 
require students to submit a thesis, synthesis project or disser-
tation. These students must follow the Thesis, Synthesis Project, 
and Dissertation Guidelines. 

Thesis, Synthesis Project, and  
Dissertation Guidelines
Some programs require students to submit a thesis, synthesis 
project or dissertation in order to complete their degrees. These 
students must follow the following guidelines.

In addition, students must submit their theses and dissertations 
to Proquest. All master’s degree students at Saint Mary’s College 
enrolling beginning fall, 2009 will be required to submit their 
culminating projects—theses, synthesis projects, or action 
research projects—to Proquest for inclusion in the Dissertation 
and Thesis databases. 
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All master’s degree students at Saint Mary’s College enrolling 
before fall, 2009 will have the option to submit their culminating 
projects to Proquest. 

All doctoral students at Saint Mary’s College completing their 
dissertations after January, 2009 will be required to submit their 
dissertations to Proquest for inclusion in the Dissertation and 
Thesis databases. 

All doctoral students completing their dissertations before January, 
2009 will have the option to submit their dissertations to Proquest. 

DEFINITIONS

The master’s thesis is a demonstration of a graduate student’s 
ability to explore, develop, and organize materials relating to a 
certain topic or problem in a field of study. The goal of the thesis 
is not only to pursue research, but also to create and develop 
an extended scholarly work. The thesis evidences originality, 
critical and independent thinking, appropriate organization and 
format, and thorough documentation. The research study may 
be quantitative or qualitative, experimental, descriptive, creative, 
or historical in nature. In some programs, an oral defense or 
presentation of the thesis is required. The thesis is a visible and 
permanent record of the quality of work that a graduate student 
has accomplished at Saint Mary’s College.  

A synthesis project is a thorough study of a specific topic that 
results in a written synthesis of the literature and an integration 
of the information into a program, application or product that 
addresses the identified issue or need. It evidences originality, 
critical and independent thinking, appropriate organization and 
format, and thorough documentation. It has a rationale, objec-
tives, thorough review and synthesis of the literature, method-
ology, findings, conclusions, discussion and recommendations.  
In some cases the program or product is implemented, evaluated 
and modified. In other cases, the program or product is reviewed 
by experts in the field and their feedback is incorporated into 
the culminating project. In some programs an oral defense or 
presentation of the project is required. This project is sometimes 
intended for practical application. It may be used in the future 
as a foundation for writing a grant or a program proposal. The 
synthesis project is a visible and permanent record of the quality 
of work that a graduate student has accomplished at Saint  
Mary’s College.  

A dissertation is a visible and permanent record of the quality 
of work that a graduate student has accomplished toward his/
her doctoral degree at Saint Mary’s College. A dissertation is a 
sustained exploration of an issue affecting practice generally 
involving the design and application of social science research. 
The dissertation evidences originality, critical and independent 
thinking, appropriate organization and format, and thorough 
research and documentation. It augments the professional 
knowledge base and/or contributes to the resolution of an issue 
that is studied. The dissertation meets relevant standards for 
social science research. An oral defense of the dissertation is 
typically required. 

STYLE AND FORMAT

All graduate students at Saint Mary’s College are required to 
file their culminating projects with the Library and to follow the 
College’s standards of style and format.   

Whether a thesis, synthesis project, or dissertation, the document 

will be collected by and archived in the Library as part of the 
College’s scholarly record.  

Basic Formatting Guidelines

The text of the document must meet the requirements of the style 
guide typical of the student’s discipline or that which is required by 
the department. Such style manuals include:

The American Psychological Association Publication Manual (APA)
The Modern Languages Association Style Manual (MLA)
The Chicago Manual of Style

The guidelines published in this document are supplementary to 
professional style guides and meant to create standardization in 
the presentation of theses, synthesis projects, and dissertations 
produced for Saint Mary’s College of California. If guidelines 
here contradict those laid out by a chosen style manual, students 
should follow this document.

Paper stock

In order to maintain archival copies of the work, all copies 
submitted for the Library (and department, if applicable) must be 
printed on acid free paper and on one side only. When selecting 
paper stock, students should choose one that fits all of the 
following criteria:

100% cotton (or rag) bond (indicated by a watermark)
20 lb weight
plain white
8.5 inches x 11 inches

Fonts and Printers

The manuscript must be printed using the same font throughout 
the document. For consistency, readability, and professional 
appearance, students are required to limit their choices to one of 
the following non-script fonts:

Avant Garde Book 12
Bookman light 12
Geneva 10 
New York 10 
Courier 12 
New Century Schoolbook 12 
Palatino12 
Times12 
Times Roman 12

We appreciate the desire for more creative uses of fonts, but 
we stress the importance of overall readability of the core text. 
Any deviation from the guideline of using one font throughout, or 
of using a font other than any of the above mentioned, must be 
approved by the department.

Printers also affect readability. Students should use a laser printer 
and a fresh ink cartridge. 

Margins

Regardless of instructions given in specific style manuals, 
margins of your manuscript must be set as follows:

Left: 1.5 inches 
Right, top, and bottom: 1 inch

Any materials in the appendix that do not meet these specifica-
tions should be reduced on a photocopier so that 1.5 inches of 
empty space appears on the left margin. If not, material on the 
page will be unreadable once the manuscript has been bound.
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Spacing

The text of the manuscript should be double-spaced. Students 
should refer to their specific style manual to see if extended 
quotations, references, footnotes, etc. are to be double- or  
single-spaced.

Pagination

Each page of the manuscript should be given a corresponding 
number. The body of text is given standard Arabic numbers.  
Introductory pages should be given lowercase Roman numerals 
and should correspond to the following contents. 

i.	 Title page (do not print the number on the page)
ii.	 Copyright page (do not print the number on the page)
iii.	 Signature page	 (do not print the number on the page)
iv.	 Abstract (do not print the number on the page)
v.	 (Optional) Acknowledgments or dedication (print number  

on this page)
vi.	Table of Contents (print number on this page)

All page numbers (Roman numeral and Arabic) should be 
centered on the bottom of the page.  

Headers and Footers

Using the header or the footer of each page to restate author 
name or document title is not needed and not standard 
procedure. Keep header space empty and use the footer space 
only for page numbers. 

Title Page

Each title page should include the title of the work, the individual 
Department/School’s name, the College’s name, the statement 
of degree fulfillment, the degree given, the student’s name, and 
the date the degree will be conferred. A sample is provided at the 
end of this document. Margins should match the previously stated 
measurements and spacing should match the sample as closely 
as possible.

For labeling and cataloging purposes, the title should be no longer 
than 80 characters (including spaces and punctuation). Anything 
longer than that will be shortened to the nearest 80th character.  
The title should be printed in all capital letters (but not bold).

Please note that the official College name is Saint Mary’s College 
of California. This is the only variation that will be accepted. 

The date the degree is conferred is the month and year of  
graduation (i.e., May 2006)

Copyright Page

As per the United States Copyright Act of 1976, students auto-
matically hold the copyright to their work. It is illegal for anyone to 
reproduce any part of the work without the author’s permission.  
So that inherent copyright is explicitly stated, include a copyright 
notice within your document, immediately following the title page.  
A sample is provided at the end of this document.

Signature Page

The signature should appear after the Title Page and the 
Copyright Page and should follow the format below. The number 
of signatures required should be determined by the department, 
but the College requires: 1) the signatures of the faculty 
committee members, indicating that work on the dissertation, 
thesis, or synthesis project has been accomplished at a level 

of competency befitting the graduate degree; 2) the program 
director; and 3) the dean of the school.  

Permissions

If the work includes large sections of other copyrighted works 
(including, but not limited to, tables, graphs, lists, photos), please 
submit written permission from the publisher or author with your 
document. Indicate in the document that the material is “Used 
with Permission.” Materials included that are consistent with “fair 
use,” such as short or standard block quotations, do not need this 
written permission.

Academic Appeal Process 
The academic appeal process provides students with an oppor-
tunity to have their appeals heard in a predictable, timely, and fair 
manner. Students are free to pursue any other right or remedy 
provided by law, but this policy sets forth the exclusive procedures 
to be followed by a student seeking an administrative resolution to 
an appeal.  

Definition

An academic appeal is a dispute that involves the application 
of, or compliance with, the academic policies and procedures of 
Saint Mary’s College. Appeals governed by this process generally 
include outcomes directly related to policies described in Part I 
of the Graduate and Professional Student Handbook. An appeal 
shall not include challenges to or attempts to change State or 
Federal law, or policies or procedures of Saint Mary’s College.  
Appeals may involve any of the following: 

•	 The interpretation of admissions criteria regarding a particular 
student’s application;

•	 Probation or disqualification;

•	 The determination of the number of units taken in residence at 
Saint Mary’s College; 

•	 The determination of transfer course or unit eligibility for 
degrees at Saint Mary’s College;

•	 Grading;

•	 Determinations associated with the continuous enrollment/leave 
of absence policy; 

•	 Determinations regarding the deadline for completion of degree; 

•	 Determinations regarding the approval of a second master’s 
degree;

•	 Determination of degree candidacy and conferral of degree;

•	 Or, any other situation related to academic policies (other than 
the Honor Code).

General Provisions

A student who elects to file an appeal shall follow the steps 
described below within the determined time frame. 

At each step of the appeal procedure, a colleague or faculty 
member may accompany the student. Because the appeal 
process is not a legal process, the student shall not be accom-
panied or represented by an attorney. 

Neither the student filing an appeal nor any faculty member 
or colleague accompanying the student will be disciplined or 
discriminated against for participating in the appeal procedure.  
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After a formal, written appeal has been filed, the issues of the 
appeal shall not be added to or altered except with the written 
permission of the dean of the school. If the process reveals that 
different or additional issues must be part of the appeal, then the 
changed appeal must be initiated anew. 

Appeal Procedures

Grades

Step 1 – Informal Resolution with Instructor 
A student having an appeal should first discuss it with the involved 
faculty member in order to try to work out a satisfactory solution 
in an informal manner. If a solution satisfactory to all parties is 
not accomplished though informal discussion, then the grieving 
student may follow the directions for step 2. 

Step 2 – Mediation by Program Director 
If student cannot find satisfactory resolution by discussing the 
issue with the faculty member, the student should inform the 
program director of the desire to appeal the grade. (If the faculty 
member is the program director, the student should inform the 
dean of the school, who will carry out the function of the program 
director for this case.) The program director is then responsible to 
contact the faculty member and attempt to mediate a resolution.

If the appeal is resolved satisfactorily at this step, the program 
director should document the appeals’ resolution to the dean 
within twenty business days after the initial written filing of the 
appeal. If the appeal is not resolved satisfactorily at this step, the 
program director should initiate the steps described in Step 3.  

Step 3 – Filing of an Appeal with the Dean. 
If resolution is not accomplished as a result of steps 1 and 2, the 
program director should request that the student submit a written 
appeal to dean of the school. (If the involved faculty member is 
the dean, the appeal shall be submitted directly to the provost, 
who will carry out actions attributed to the dean in the process.)  
The written appeal shall include a statement of the issues 
involved and a statement of the desired remedy.  

No later than ten business days after receiving the appeal, 
the dean shall convene an Appeals Committee (See Appeals 
Committee and Final Decision, below)

All Other Academic Appeals

Step 1 – Informal Resolution  
A student having an appeal should first discuss it with the 
program director in order to find a satisfactory solution in an 
informal manner. If a solution satisfactory to all parties is not 
accomplished though informal discussion, then the grieving 
student may follow the directions for Step 2. 

Step 2 – Filing a Written Appeal  
The student shall submit a written appeal to the dean of the 
school, copying the program director, within ten business days 
of the event precipitating the appeal. The written appeal shall 
include a statement of the issues involved and a statement of the 
desired remedy.

The program director may respond to the grieving student in 
writing within ten business days, copying the dean. 

No later than fifteen business days after the dean has received 
the student’s appeal, the dean shall discuss the appeal with the 
student and program director, attempting to come to a resolution. 

If the appeal is not resolved satisfactorily at this step, the dean 
shall, no later than ten business days after attempting resolution, 
convene an Appeals Committee. 

Appeals Committee and Final Decision

The Appeals Committee shall consist of two full-time faculty 
members (appointed by the dean), the associate dean, who shall 
act as chairperson of the committee, and a student appointed 
by the dean to serve on the Committee for a particular appeal. 
The dean also shall appoint two full-time faculty members as 
alternates to the Committee to be called upon in cases when a 
faculty member of the Committee is disqualified or is otherwise 
unavailable.

A student who is concerned that a faculty or student member of 
the Appeals Committee may be biased concerning that student’s 
appeal may communicate this concern to the dean in writing. 
A committee member who feels a bias concerning a student’s 
appeal may request that the dean appoint an alternate faculty 
or student member to serve. The dean shall determine if there 
is an actual or potential bias problem with a faculty or student 
member of the Committee and shall appoint an alternate when 
appropriate. 

Appeal Committee members: 

•	 Shall review the formal, written complaint and all subsequent 
documentation generated through the Appeal Procedure;

•	 May refuse to take further action after reviewing the written 
complaint and, if so, shall submit a written report stating its 
reasons for doing so to the dean;

•	 Shall provide all parties to an appeal the opportunity to be heard 
by the Committee;

•	 May conduct interviews and make inquiries in order to receive 
evidence and take testimony;

•	 May interpret established policy as it applies to the specific 
circumstances of the appeal; 

•	 May engage in additional fact-finding and suggest future policy 
changes to the administration of the College;

•	 Shall come to a consensus in its decision and, except in the 
event of extraordinary circumstances, the associate dean shall 
notify the student (except as provided) in writing of its decision 
within thirty business days after it is convened.  

•	 Shall report its findings and decision in writing to the dean;

•	 Shall keep all proceedings of the Committee confidential to the 
extent possible while carrying out their assigned duty;

•	 Shall keep all meetings closed to the public;

•	 Shall keep minutes and documents pertaining to the appeal in  
a confidential file separate from the student’s regular file.

The Chair of the Appeals Committee (typically the associate 
dean), shall notify the dean and student in writing of the 
Committee’s decision. The decision of the Appeals Committee  
is final.




