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Faculty Guide: 
Incomplete Grades 

An I (Incomplete) grade may be issued when a student has been unable to complete academic work for 
unforeseeable, emergency, and justifiable reasons.  The Incomplete grade signifies the student was enrolled, has 
attended classes throughout the term, only a minimal amount of course work has not been completed in the 
prescribed time, and there is still the possibility of earning credit. 

An Incomplete Grade Contract is required for each student assigned an I grade on the final grade roster.  The 
contract expiration date is determined by the instructor and cannot be more than one year following the end of the 
term in which it was assigned. 

A Grade Change request must be submitted when the student completes all required work to assign a final grade.  
If the student does not complete the required work in the timeframe given, the alternate grade indicated on the 
Incomplete Grade Contract will be assigned. 

1. Log in to Self-Service and click on Faculty Overview.  Click on Incomplete Grade Contract. 

2. Complete the form and click Submit at the bottom.  The request will be sent to Admissions and Records for 
processing.  Admissions and Records will also send the student a copy of the contract. 

 


