HUMPHREY INSTITUTE OF PUBLIC AFFAIRS

CONTRACT FOR COMPLETION OF INCOMPLETE GRADES

POLICY and REASONS TO REQUEST/GRANT AN INCOMPLETE

University of Minnesota policy states that the “assignment of an I requires a written agreement between the instructor and student specifying the time and manner in which the student will complete the course requirements.”
Incompletes should only be negotiated for extenuating circumstances that are
· beyond the student’s control and/or 
· could not have been anticipated early enough in the semester to warrant a withdrawal.
Examples of acceptable reasons to request/grant an Incomplete:

· significant and unexpected illness of self or close family member

· death in the family.

Incompletes should not be requested or granted for:

· personal convenience
· student attended only a few or no class sessions
· student is busy with requirements for other courses

· student believes they can get a better grade with additional time
ESTABLISHING DEADLINES FOR COMPLETION

· It is the course instructor's right and responsibility, in collaboration with the student, to determine deadlines for completion of all work listed on the contract.
· The University allows up to one year for completion of the incomplete.  The instructor may grant an extension of one day to one year.  Exception: students called to active military duty are allowed up to one calendar year following their discharge from active duty to complete their incomplete grade (section D-8 of the University Grading and Transcripts Policy).
· If the student does not meet the instructor's requirements for completing the course by the established time limit and fails to renegotiate the agreement, the instructor will issue a grade based on the coursework already completed.  Instructors are under no obligation to grant additional time, or to serve as instructor beyond the specified date. If the student does not complete the course by the deadline, the student will be required to pay tuition if the course is retaken.
· Important note: In order to complete the I grade, students are not allowed to "sit in" on future offerings of the same course number without registering.  If the student cannot complete the contract work without attending further classes, the student may re-take the course by registering a second time for the class and permanently carry the grade of I (from the first registration) on the transcript.

PROCEDURE

· The student must contact the instructor before the last day of class.

· If the instructor deems that circumstances warrant an I, the instructor and student will discuss specific guidelines, conditions, and/or time limits for course completion, and the consequences of failure to complete outstanding coursework.

· This understanding will be documented through the use of the "Contract for Completion of Incomplete Grades" (page 2 of this document).

· The student and instructor should each retain a signed copy, and a third signed copy must be submitted to the Humphrey Institute Graduate Student Services Office for the student's file.

· The student is responsible for making and distributing copies of the signed agreement to the course instructor and to the Humphrey Institute Graduate Student Services Office (225 Humphrey Center).
· Continue to page 2 to complete the “Contract for Completion of Incomplete Grades.”

HUMPHREY INSTITUTE OF PUBLIC AFFAIRS

CONTRACT FOR COMPLETION OF INCOMPLETE GRADES

Carefully review policies and procedures on page 1 prior to completion!!
Student Information

Name:



_______________________________

ID #:



_______________________________

UMN email address:

_______________________________

Degree program:

_______________________________

Course Information

Term:



_______________________________

Course and section number:
_______________________________

Course title:


_______________________________

Instructor name(s):

_______________________________

Conditions of Course Completion

1.  Description of assignment:
_______________________________

Date of completion:

_______________________________

2. Description of assignment:
_______________________________

Date of completion:

_______________________________

3. Description of assignment:
_______________________________

Date of completion:

_______________________________

(Please continue Conditions of Course Completion on separate sheet, if necessary.)

Highest grade possible if assignments and deadlines are not met:_______________

Signatures

Carefully review policies and procedures on page 1 prior to completing this contract.  Signatures below indicate understanding of all information on page 1 and full agreement to the Conditions of Course Completion on page 2.

_____________________________

____________

Student signature*



Date

_____________________________

____________

Instructor signature



Date

*Student is responsible for making/distributing copies to the course instructor and to 225 Humphrey.
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