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Policy Name 
15.4230 Incomplete Grade Policy 

Purpose and Scope 
This policy defines the Incomplete (‘I’) grade process and requirements for Alvernia University (
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grade. Incomplete grades do not negatively impact the student’s GPA; however, they also cannot be used to meet pre-

requisites for other courses.  Students may need to request permission to register for a subsequent course while an 

Incomplete grade is outstanding. A student will not be awarded their degree with an Incomplete grade on their 

transcript.  

Procedure 
1. If a student wishes to seek an Incomplete grade for a course, the student must contact the instructor to discuss 

the reasons and obtain permission. 
2. The instructor will submit an Incomplete grade for the student during the final grade submission process for the 

course.  
3. The student will contact the faculty member to facilitate or create an academic plan to resolve the outstanding 

“I” grade at the start of the next regular semester of attendance.  
4. The instructor and student will submit a completed Incomplete Grade Agreement to the Registrar’s Office. The 

form must be submitted to the Registrar’s Office by the end of the final exam period to have the incomplete 
posted. 

5. Once the student completes the remaining work, within the deadline specified in this policy, the instructor will 
submit a grade change to the registrar indicating the regular grade to replace the Incomplete grade. 

Exceptions to Policy 
Exceptions to this policy must be requested in writing by filling out the Policy and Procedure Exception form and 

submitting to the individual named in the Responsibilities section who assists with reviewing exceptions to this policy.   

Policy Review 
This policy should be reviewed on a five-year cycle and updated when institutional needs or goals change. 

Approved versions of this policy will be posted on the Alvernia University Portal. 

References and Related Policies 

Related Policies 
 N/A 

Exhibits  
Policy and Procedure Exception Form  

Incomplete Grade Agreement 

Document Review Log 
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3/11/2024 Sent to Provost Office for review 

05/09/2024 SLT Approved 
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