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Practice Peer-Graded Assignment Activity:
Creating an Escalation Email

Ever stared at a blank email screen, dreading the task of escalating a peer-graded
assignment issue? You’re not alone. Peer grading, while beneficial for learning and fostering
community, can sometimes lead to frustrations. Maybe a grade was unfairly low, feedback
was insufficient, or a submission was completely overlooked. This post will walk you
through crafting a professional and effective escalation email, providing you with templates
and strategies to resolve issues quickly and efficiently. We'll cover everything from
structuring your email effectively to choosing the right tone and addressing various
scenarios. By the end, you'll be confident in navigating peer-grading challenges and
achieving fair outcomes. Let’s dive in!

Understanding the Importance of a Well-Written
Escalation Email

Before we jump into crafting the perfect email, let's understand why a well-structured
escalation email is crucial. Firstly, it provides a formal record of the issue, protecting you in
case of future disputes. Secondly, it presents your concerns clearly and respectfully to the
relevant authority (usually the instructor or teaching assistant). Finally, a well-written email
significantly increases the likelihood of a positive resolution to your problem. A poorly
worded or overly aggressive email, on the other hand, can damage your credibility and
hinder your chances of receiving a satisfactory response.

Identifying the Problem: What Needs Escalation?

Before you even start typing, clearly define the problem you’re facing. Is it an inaccurate
grade? Insufficient feedback? A missing grade altogether? Or something else entirely? Be
specific. Vague complaints are less likely to receive attention. For instance, instead of
writing "My grade is wrong," say "My grade for Assignment 3 is a 70%, significantly lower
than I anticipated given the feedback I received on the rubric. I believe my work met the
criteria for a higher score." This specificity demonstrates that you’ve carefully considered
the issue and aren't just complaining.

Crafting Your Escalation Email: A Step-by-Step Guide

Here’s a step-by-step guide to help you structure your escalation email effectively:

Subject Line: Keep it concise and informative. Examples include: "Peer Grade Dispute -1.



[Your Name] - [Assignment Name]", "Inquiry Regarding Peer Feedback - [Assignment
Name]", or "Missing Peer Grade - [Your Name] - [Assignment Name]".

Salutation: Use a formal salutation, such as "Dear Professor [Professor's Last Name]"1.
or "Dear [TA's Name]". Avoid informal greetings like "Hi" or "Hey."

Introduction: Briefly introduce yourself and the course. Clearly state the purpose of1.
your email – to escalate an issue related to a peer-graded assignment.

Detailed Explanation of the Problem: This is the most crucial part. Provide a detailed1.
account of the problem, including:

Assignment Name and Number: Be precise.
Specific Details: What exactly is wrong? Include specific examples. If it's a grading issue,
state the grade received and your expected grade, along with a justification. If it's
feedback, explain why you find it insufficient.
Evidence: If possible, include supporting evidence, like screenshots of your submission, the
rubric, or the feedback you received.

Proposed Solution (Optional): If you have a suggestion for resolving the issue, include1.
it. For example, you might request a review of your assignment by the instructor or a
clarification on the grading rubric.

Closing: End with a polite closing, expressing your hope for a timely resolution. For1.
example, "Thank you for your time and consideration. I look forward to your
response."

Signature: Include your full name, student ID number, and contact information.1.

Email Templates for Different Scenarios

Here are a few templates to adapt to your specific situation:

Template 1: Inaccurate Grade



Subject: Peer Grade Dispute - [Your Name] - [Assignment Name]

Dear Professor [Professor's Last Name],

I am writing to you regarding my peer-graded assignment, [Assignment Name], for which I
received a grade of [Grade Received]. I believe this grade is inaccurate given [Reason 1]
and [Reason 2]. I have attached a copy of my submission and the peer feedback I received.
I would appreciate it if you could review my assignment and provide feedback on the
grading.

Thank you for your time and consideration.

Sincerely,
[Your Name]
[Student ID]
[Contact Information]

Template 2: Insufficient Feedback

Subject: Inquiry Regarding Peer Feedback - [Assignment Name]

Dear [TA's Name],

I am writing to inquire about the peer feedback I received for [Assignment Name]. While I
appreciate the feedback provided, I found it insufficient in addressing [Specific area
needing more feedback]. I believe more detailed feedback would help me improve my
work. Could you please advise on how I can obtain more comprehensive feedback?

Thank you for your time and consideration.

Sincerely,
[Your Name]
[Student ID]
[Contact Information]

Template 3: Missing Grade

Subject: Missing Peer Grade - [Your Name] - [Assignment Name]

Dear Professor [Professor's Last Name],

I am writing to inform you that I have yet to receive a peer grade for [Assignment Name]. I
submitted my assignment on [Date] and have checked the platform multiple times. Could
you please check on the status of my grade?

Thank you for your time and consideration.

Sincerely,
[Your Name]



[Student ID]
[Contact Information]

Maintaining a Professional Tone

Remember to maintain a professional and respectful tone throughout your email. Avoid
accusatory language or emotional outbursts. Focus on presenting your concerns objectively
and clearly. Your goal is to resolve the issue, not to antagonize the recipient.

Following Up

If you haven't received a response within a reasonable timeframe (usually 2-3 business
days), it’s acceptable to send a polite follow-up email. Simply restate your original concerns
briefly and politely inquire about the status of your request.

Conclusion

Handling peer-graded assignment issues effectively requires clear communication and a
professional approach. By following the steps outlined above and adapting the provided
templates, you can confidently escalate concerns and achieve fair and timely resolutions.
Remember, a well-written escalation email is a valuable tool for navigating the challenges
of peer-grading and improving your learning experience.

FAQs

What if my professor doesn't respond to my email? If you don't receive a response1.
after a reasonable timeframe and a follow-up email, consider contacting the
department's administrative staff or scheduling an in-person meeting with your
professor during office hours.

Can I escalate a peer grade if I disagree with the feedback, even if the grade is fair?1.
While you can't necessarily challenge a fair grade simply based on disagreement with
feedback, you can escalate if the feedback was so insufficient it hindered your
understanding of the assignment's requirements. Explain this clearly in your email.

Is it appropriate to cc other students in my escalation email? No, generally avoid1.
cc'ing other students. Keep the communication between you, your instructor, and/or
TA. This maintains confidentiality and prevents unnecessary conflict.



What if my peer's feedback was personally offensive? Report this immediately to your1.
instructor or TA. This is a serious matter that requires immediate attention. You may
want to document the offensive feedback (screenshots, etc.) for your records.

How can I improve the quality of my peer feedback to avoid future escalation1.
requests? Spend adequate time reviewing each submission. Use the rubric as a guide
and provide specific, constructive feedback with examples to support your
assessment. Being thoughtful and detailed in your feedback minimizes the likelihood
of disputes.
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