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Contract for Completion of Incomplete Coursework

	ASSIGNING AN INCOMPLETE GRADE





The Community College of Rhode Island has established the following grading policy, regarding a grade of Incomplete I, set forth in the College Catalog:

I: Incomplete
This temporary grade designation is awarded at the end of a course. It is awarded only when a student is passing, has attended or completed at least 75 percent of the course and is unable to complete the course due to extenuating circumstances (e.g. illness, death, unforeseeable accident, unavoidable circumstance.). 

With the instructor’s consent, a Contract for Completion of Incomplete Coursework form must be completed by the instructor and student with the understanding that all remaining work must be completed by the end of the following semester. (Exception: If I is given in spring, work must be completed by end of fall semester.) Should the work not be completed by the established date of the contract, the I will change to a WF.

WF: Unofficial Withdrawal, Failing
This is used when a student unofficially withdraws from a course at any point in the course and has a failing grade. It is included in attempted credits but not in the grade point index.

Percentage of weeks to qualify for Incomplete I:

15 Week session: 	complete at least 12 weeks and is passing course
 8 Week session: 	complete at least 6 weeks and is passing course 
6 Week session: 	complete at least 5 weeks and is passing course 
5 Week session:	 	complete at least 4 weeks and is passing course
3 Week session: 	complete at least 2.5 weeks and is passing course









	INFORMATION FOR THE INSTRUCTOR




1. Fill-out the Contract for Completion of Incomplete Coursework.
2. Obtain student signature on the Contract for Completion of Incomplete Coursework.
3. Obtain chairperson signature on the Contract for Completion of Incomplete Coursework.
4. Submit assigned grade of “I”.
5. Once the terms of the contract have been completed, submit a Grade Change request to the Records
Department.
6. The allowed time to make up an incomplete grade is one semester (not including summer), regardless of   whether or not the student is enrolled for the semester(s).
7. The instructor may refuse to accept work submitted after the agreed-upon deadline.

	STUDENT INFORMATION




	
First name:

	


	
Last name:

	


	
Student ID:

	


	
Email:

	





	COURSE INFORMATION




	Course Name:

	

	Course Number, 
Section, and CRN:

	



	Term:

	





	CONDITIONS FOR COMPLETING UNFINISHED WORK
(to be filled out by instructor)




	Final grade will be assigned if the student does not meet the requirements for removal of the Incomplete grade 
	
Withdraw Fail  (WF)

	Final deadline for completion of all coursework: 
	



						
	ASSIGNMENTS TO BE COMPLETED

	DUE DATE

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	
Comments (e.g. how should the work be submitted, frequency of instructor-student meetings, etc):
	







	INSTRUCTOR INFORMATION AND SIGNATURE OF APPROVAL




	
Instructor name: 

	


	
Email:

	


	
Instructor signature:
 
	


	
Date:

	





	CHAIRPERSON INFORMATION AND SIGNATURE OF RECEIPT




	
Chairperson name: 

	


	
Email:

	


	
Chairperson signature:
 
	


	
Date:
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	STUDENT INFORMATION AND SIGNATURE OF APPROVAL




☐ I have read the policy and procedures on this form. I understand that re-enrolling for the same course is not an  acceptable way to make up an incomplete. To remove the incomplete grade, I must make arrangements with the instructor, complete the specified requirements outlined in this contract by the agreed upon dates. If the required work is not completed prior to the specified deadline, I  will receive the grade indicated above by the instructor.


	
Student name: 

	


	
Email:

	


	
Student signature:
 
	


	
Date:
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