College of Natural and Social Sciences
	EXTENSIONS OF TIME TO COMPLETE “INCOMPLETES”


The following policy was approved by President Rosser and is effective immediately:


An “Incomplete” grade may be changed by completing the outstanding work during one calendar year following the end of the quarter in which the “Incomplete” was assigned unless the time has been extended by the Undergraduate Studies Subcommittee or the College Graduate Dean, as appropriate, for contingencies such as, but not limited to, military service and health problems of an incapacitating nature verified by a physician’s statement. Extensions of time must be requested prior to the expiration of the one-year period. When the outstanding work has been completed during the allowed time period, the final grade will be immediately reported to the Records Office. The “I” mark will remain on the student academic record with the grade for the completed coursework to be entered next to it. The time limitation prevails whether or not the student maintains continuing enrollment. One calendar year for make-up ends on the last day of final examinations. Upon expiration of an “Incomplete,” the student’s permanent academic record will be modified to reflect the number of units attempted and zero units earned.
Petitions for extensions of time for undergraduate students are now the responsibility of the Undergraduate Studies Subcommittee. Such petitions must be carefully documented or the committee will deny the petition even if it is submitted in a timely fashion.

Petitions for extensions of time for graduate students are now clearly the responsibility of the College Graduate Dean. This policy will be implemented in the College of Natural and Social Sciences in the following manner:

1.
Petitions for extensions of time must be received in the office of the College Associate Dean for review prior to the last day of final examinations of the quarter in which the “Incomplete” expires.

2.
Inasmuch as it was the intent of the policy change to encourage students to make-up their incompletes within the prescribed period of time, petitions for extensions of time will no longer be automatically granted simply because they are received in timely manner and are endorsed by the instructor and department chair. 
3.
Petitions for extension of time must:


a.
be signed by the instructor of the course and the department chair who must indicate 
whether they 
recommend that the petition be granted or denied;


b.
state clearly and concisely why the course could not be completed prior to the expiration of 
the time permitted to make-up the “Incomplete;”

c.
be accompanied by documentation verifying reasons stated in (b);


d.
state exactly how additional time is requested;


e.
be accompanied by a copy of the original “University Incomplete Grade Report,” form filled 
at the time that the “Incomplete” was granted, and a new signed “University Incomplete 
Grade 
Report” form 
clearly indicating the work remaining to be made up.

4.
In the event that the student is petitioning for extension of time for more than one course, a separate petition form must be submitted for each course.
5.
The Associate Dean may request the advice of the College Graduate Studies Subcommittee before acting on any particular petition. In the event that the Committee’s recommendation is that the petition be denied and this recommendation is accepted by the Associate Dean, such decision shall be final.
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