Incomplete Grade Policy
(Revised 2010 by the Faculty Senate)

“Incomplete” (“I”) grades should be recorded only in exceptional cases when a student, who has
completed a substantial portion of the course and who is otherwise passing, is unable to complete
a well-defined portion of a course for reasons beyond the student’s control. Students in these
circumstances must petition the instructor and should be prepared to present documentation that
substantiates their case. “Incompletes” should not be granted in order to allow students to do
extra coursework in an effort to increase their grades.

Even under these circumstances, the authority for determining whether to grant an “Incomplete”
rests solely with the instructor. A Graduate Teaching Assistant must have approval from a
supervising faculty member to grant an “Incomplete.” (One exception to this guideline occurs
when an “Incomplete” is applied as a result of allegations of academic dishonesty that have not
been resolved by the end of a semester.) Deans’ offices can often provide guidance to instructors
regarding the appropriateness of an “Incomplete” in individual cases.

In order to assign an “Incomplete,” an instructor is required to indicate on the grade roster the
time frame for resolution of the grade and the default grade to be assigned if the student does not
complete the remaining academic work. Some departments also require that an “Incomplete” be
documented with an “Incomplete Grade Agreement.” It is the student’s responsibility to
complete the remaining academic work within the agreed-upon time frame.

Under University policy, an “Incomplete” grade automatically reverts to the predetermined
default grade at the end of the semester that has been specified by the faculty member as the time
frame for resolution, unless one of two conditions is met:

1. Upon completion of the agreed-upon work, the instructor submits a grade-change form that
replaces the “I” with the final grade for the course.

2. The instructor submits a separate “Incomplete Extension of Time” form to the Evaluation and
Posting Section of Admissions and Records before the end of the semester in which the “I” is set
to expire.

In cases where no default grade or instructor-determined expiration semester exists, incomplete
grades will expire to an IE at the end of the next term of enrollment unless the instructor submits
a grade change form prior to the official grade posting deadline. No grade changes will be made
to default grades or unresolved “I” grades after the degree has been granted. Thus, it is

critical that an instructor work closely with the student and department staff regarding the
clearance of an “Incomplete” grade.

Effective Fall 2010, any "I" grades awarded will also be accompanied by the default grade. If the
student fails to complete the coursework by the determined semester, the default grade will
replace the "1" and become the final grade. Students may not complete the work at a later date
and expect to replace the final grade.



