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It is the student’s responsibility to clear the incomplete grade labeled (I) by mid-
term of the following semester. For example, a student who has an incomplete grade
assigned to a course from the spring semester has until mid-term of the next fall to
remove the I in place of a letter grade. The newly assigned grade will be based on
the completed coursework, as evaluated by the instructor for the course. Once
grading is done, the instructor will submit the earned grade to the Office of
Admissions, Records and Retention to replace the I. If the student fails to complete
the coursework and the instructor has not submitted a grade change form by mid-
term of the following regular semester, the Office of Admissions, Records and
Retention shall administratively convert the “I” grade to “F”(Fail) on the student’s
transcript. The instructor will be notified prior to conversion.”




