REQUEST FOR INCOMPLETE GRADE IN AN UNDERGRADUATE COURSE

[bookmark: _GoBack]
*The temporary grade of “I” may be given at the end of an on-campus course if, for reasons beyond a student’s control, a student is unable to complete the course work. This policy applies to any student taking on-campus coursework.
*An Incomplete may be given only with the approval of the course instructor and a University Dean.
*Incomplete work must be completed by the end of the next calendar term, that is, by the end of Term 3 for fall semester courses, and by the end of Term 1 for spring courses. In unusual circumstances, such as prolonged illness, with the approval of the instructor, the registrar may extend the time.  
*If the work is not completed within the time specified, the registrar’s office will assign the grade awarded by the instructor based on the work completed to date.  When students withdraw or take a leave of absence, all outstanding temporary grades (NR or I) will be converted to permanent grades based on the instructors’ assessments of work completed as of the date of withdrawal.

(1)  To be completed by the student:

Student Name: _______________________________ ID #: ___________________ Date: ______________
	
Course Name and Title: ____________________________	     Term: FALL    SPRING    Year: __________

Reason for request (justification):




(2)  To be completed by the Instructor:

Deadline for completion (see catalog): __________________________________________

Description of work to be completed:



Approval of Instructor: ________________________________ Date __________________

(3)  Recommendation of Advisor, when appropriate: 



(4)  Recommendation of Student Life official (when appropriate due to illness, personal issues):



(5)  Permission granted or denied by an Academic Dean:

      Approved:						Disapproved:

      _______________________________		_________________________________


(6)  Bring completed form to the OFFICE OF THE REGISTRAR.

Cc:       Student              Instructor                 Registrar
Mary Baldwin University		     Office of the Registrar (updated 08/2017)
