
HHooww ttoo CCoommpplleettee tthhee SSAAPP AAppppeeaall RReeqquueesstt FFoorrmm 

These instructions are provided to assist in the completion of the SAP Appeal Request Form. 

Please read and follow these instructions carefully. Incomplete appeal forms and appeals with 

no supporting documentation will be DENIED. Please send questions regarding these 

instructions or the appeal process to financialaid@clayton.edu and be sure to include your 

Laker ID#. You may also contact us at 678-466-4185 or visit us in the lower level of the 

Edgewater Hall. Appeals must be completed at: Student Forms 

 
Students appealing because of completion ratio and/or GPA must submit the first four items 

listed below. Students appealing because of the maximum hour cap must submit all five items. 

 
A Complete SAP Appeal 

A complete SAP appeal consists of 

1. Page 1 with your personal information and signature acknowledging that you have 

read and understand the information provided. 

2. Page 2 detailing the specific mitigating circumstances* that have prevented you 

from maintaining satisfactory academic progress. 

3. Page 3 detailing what has changed so that the circumstances listed on Page 2 will 
no longer be an issue. 

4. Documentation** to support the specific circumstances detailed on Page 2. 

Students appealing because you have exceeded the maximum number hours allowed 

for your degree level must also include: 

5.  Graduation Summary Worksheet OR a statement from your advisor listing the 

specific courses needed for graduation and the expected graduation term. A 

printout of your classes from the DUCK or a worksheet completed by the 

student is NOT sufficient. 

 
*Mitigating Circumstances: Mitigating circumstances are defined as unanticipated and 

unavoidable events or situations beyond a student’s control that prevented him or her from 

successfully completing courses or meeting the terms of a prior appeal. Examples of acceptable 

mitigating circumstances could include (but are not limited to): 

1. Serious accident or illness of the student 
2. Serious illness or death of family member 
3. family or financial obligations that did not exist when the semester began 

 

 
Examples of unacceptable circumstances include (but are not limited to): 

a. The need for financial aid 
b. Withdrawal to avoid a failing grade 
c. Too many courses attempted because of major changes 
d. Repeating courses for a better grade in order to be accepted into a different major 
e. Limited number of tests/assignments 
f. Disagreement with instructor 
g. Voluntary change in work hours 

mailto:financialaid@clayton.edu
https://clayton.studentforms.com/


Be Specific: Please be specific in your statement. The appeal will be determined based on 
what is included in this statement and is supported by the documentation submitted as well as a 
review of your academic history. If your circumstances cover a period of time in which you were 
not enrolled, they are not relevant to the appeal. Those circumstances could not prevent you 
from being successful if you were not enrolled. Please do not include the fact that without 
financial aid you will not be able to attend school. We understand that all students who apply for 
financial aid have a need, so please use this space to give specifics about the circumstances. 

Be sure to cover all periods of enrollment for which you did not earn passing grades, not just the 
last semester you were enrolled. 

Revoked Appeal: If you are appealing because you failed to meet the terms of a prior appeal, 
ONLY circumstances during the term you were on the appeal will be considered. Anything that 
happened prior to the appeal will not be considered relevant. 

Max Hours: 

a. If you have already earned a bachelor’s degree and have received notification you have 
attempted more than the allowable hours, please complete an appeal. A bachelor’s 
degree from a foreign school is still considered for financial aid purposes. We may be 
able to extend your maximum hour limit after verifying the degree. 

b. If you have not already earned a degree but have reached the maximum hour limit, and 
have circumstances other than those listed above as unacceptable, please be sure to 
address the terms when you failed or withdrew. If you had passing grades for the terms 
in your appeal, it will be difficult to explain why that prevented you from completing your 
degree. 

 
 

 
**Documentation: As stated above, documentation to support the circumstances detailed on 
Page 2 of the appeal are essential. No appeal will be approved without supporting 
documentation. NNeevveerr ssuubbmmiitt oorriiggiinnaall ddooccuummeennttss wwiitthh yyoouurr aappppeeaall;; aallwwaayyss ssuubbmmiitt ccooppiieess.. 
OOrriiggiinnaallss wwiillll nnoott bbee rreettuurrnneedd.. 

 
The form of documentation you submit will depend on your unique circumstances; there is no 
specific list of acceptable documentation. We can provide examples of what might be 
considered acceptable documentation for the circumstances below. These examples are not all 
inclusive and are not meant to be interpreted as an automatic basis for approval of any appeal. 

 
Examples: 

a. A student hospitalized who missed two weeks of class causing him to fall behind and fail 
might provide a copy of the hospital papers indicating the date admitted and the date 
discharged. He might also include any doctor’s instructions that required bed rest or 
follow up visits that interfered with class. 

b. A student who experienced a death in the family might submit a copy of the obituary 
indicating the date/place of funeral AND proof of the relationship of the student to the 
deceased. 

c. A student who lost a job, after the semester began, and was forced to withdraw because 
of financial reasons might provide a copy of the termination/layoff notice. The student 
may also want to include a notarized statement from a third party verifying why this 
prevented the student from completing the semester.



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 


