USF College of Behavioral and Community Sciences
Incomplete Grade Contract
(Graduate students only)

Definition: An Incomplete grade ("I") is exceptional and granted at the instructor’s discretion only when students are unable to complete course requirements due to illness or other circumstances beyond their control. This applies to all gradable courses, including pass/fail (S/U).
Students may only be eligible for an "I" when:
· the majority of the student's work for a course has been completed before the end of the semester the work that has been completed must be qualitatively satisfactory
· the student has requested consideration for an "I" grade as soon as possible but no later than the last day of finals week.
The student must request consideration for an incomplete grade and obtain an "I" Grade Contract from the instructor of record. Even though the student may meet the eligibility requirements for this grade, the course instructor retains the right to make the final decision on granting a student's request for an Incomplete. The course instructor and student must complete and sign the "I" Grade Contract Form that describes the work to be completed, the date it is due, and the grade the student would earn factoring in a zero for all incomplete assignments. The due date can be negotiated and extended by student/instructor as long as it does not exceed one semester from the original date grades were due for that course. The instructor must file a copy of the "I" Grade Contract in the department that offered the course and submitted through E-Grades by the date grades are due. The instructor must not require students to either re-register for the course or audit the course in order to complete the "I" grade. Students may register to audit the course, with the instructor's approval, but cannot re-take the course for credit until the I grade is cleared. The instructor will be required to complete the I-Grade Contract online when posting the semester grade at the end of the term, identifying the remaining coursework to be completed, the student's last day of attendance, and the percent of work accomplished to this point. This online contract will be automatically copied to the student's email and to the Registrar.
An I grade not cleared within the next academic semester (including summer semester) will revert to the grade noted on the contract. I grades are not computed in the GPA, but the grade noted on the contract will be computed in the GPA, retroactive to the semester the course was taken, if the contract is not fulfilled by the specified date. When the final grade is assigned, if applicable, the student will be placed on academic probation or academically dismissed (refer to Automated Academic Probation Procedures for information). Students cannot be admitted to doctoral candidacy or certified for graduation with an "I" grade.

Example:
[bookmark: _GoBack]•   student has a "B" in the course, not including the grade for the missing assignment, therefore is eligible for an "I"

•   student's grade, including a zero for the missed work, would be an "D"
•   student and instructor complete the "I" Grade Contract, assigning an "ID" (Incomplete +D grade)
Deadline Agreed Upon in Contract (e.g. two weeks):*

If the student completes the work as agreed upon in the Contract by the noted deadline
•   the instructor of record will submit a change of grade in egrades
•   student earns final grade comprised of all completed course work
If the student does not complete the work as agreed upon in the Contract by the noted deadline
•   "I" automatically drops off and the grade of "D" remains.
•   GPA is recalculated for the current semester and retroactively recalculated for the semester in which the "I" was granted.
*Although the instructor establishes the deadline for completion of the work, the deadline may only extend through the end of the subsequent semester.
USF College of Behavioral and Community Sciences
Incomplete Grade Contract
(Graduate students only)


I, ________________________________________________UID#  _________________________________
         Please print:  (Student Name)                                                          (Student U#)


CONTRACT TO SUBMIT THE WORK DESCRIBED BELOW BY

_______________________________________________________
(Time/Date)


IN ORDER TO COMPLETE REQUIREMENTS FOR THE FOLLOWING COURSE:

______________________     ________________________________________________ ,
   (Course Prefix, Number)            (Title)


For INSTRUCTOR NAME: ________________________________________________ ,

FOR WHICH I HAVE REQUESTED A GRADE OF INCOMPLETE.

Semester/Year Incomplete Requested: ____________________

REASON FOR REQUEST OF “I” GRADE:





DESCRIPTION OF WORK TO BE SUBMITTED:












___________________________________________________________________________
Student’s Signature					 Date 			Email

___________________________________________________________________________
Instructor’s Signature 					 Date


*Original of this form should be retained by Dept. and/or sent to BCS Student Services, MHC 1148

One copy goes to the Student, one copy is retained by the Instructor

Revised 3/27/19 sc
