
WHAT IS AN INCOMPLETE? 

Undergraduate Policy: An incomplete grade is a temporary grade which may be requested by a 

student who, for reasons beyond the student’s control, is unable to complete the course 

requirements by the deadline for submitting grades at the end of the semester. Please see the 

current academic calendar here to check the deadline: Registrar | My CedarCrest. 

Graduate Policy: An incomplete grade is a temporary grade of Incomplete (I) is only given to a 

student who is doing passing work in a course but who, for reasons beyond the student's control, 

is not able to complete the course requirements by the deadline for submitting grades 

An incomplete is NOT a permanent fixture on your transcript or equivalent to a leave of absence. 

If a student’s circumstances go beyond an incomplete, the student may take a leave of absence. 

Please see here for more information: Withdrawal From the College | Leave Of Absence 

HOW DO I REQUEST AN INCOMPLETE GRADE? 

There is no form to fill out for an incomplete grade, instead, students are required to meet with 

the faculty instructor associated with the course the student is seeking an incomplete grade for. 

The faculty member will determine if the student is eligible to be granted an incomplete based 

om attendance, performance and progress in the course. At any point prior to the date grades are 

due, the student and instructor should work out the terms of the incomplete then the student must 

complete the work within six weeks from the grade dates were due or a grade of “F” will be 

automatically recorded. Please see the current academic calendar here to find out when the six 

week period would end: Registrar | My CedarCrest 

When discussing this option with your faculty instructor, we recommend explaining your 

situation in an appropriate manner to the level you are comfortable sharing; you are not 

expected to explain every detail. This is a good opportunity to practice professional 

boundaries and communication. Additionally, it may be beneficial to discuss the 

expectations at this time for what is necessary to pass the course or to obtain your desired 

grade and any other considerations which may help to have a fully informed, 

collaborative discussion with the faculty instructor. Ultimately, it is up to the discretion of 

the faculty instructor to grant the incomplete or not to. If it may be helpful for you, you 

may use this template to help discuss the requirements with your faculty instructor: 

Undergraduate Policy: The faculty member will determine if the student is eligible to be 

granted an incomplete based on attendance, performance, and progress in the course. At any 

point prior to the date grades are due, the student and instructor should work out the terms of the 

incomplete and then the instructor may assign a grade of “I” via the grade entry portlet on 

MyCedarCrest. In cases involving unusual circumstances, such as sickness or injury, a member 

of Academic Services may request an Incomplete on the student’s behalf. 

https://my.cedarcrest.edu/ICS/Registrar/Registrar_Home.jnz?portlet=Free-form_Content_3
https://my.cedarcrest.edu/ICS/Registrar/Withdrawals/Withdrawals.jnz?portlet=CUS_Withdrawal_Interview
https://my.cedarcrest.edu/ICS/Registrar/Registrar_Home.jnz?portlet=Free-form_Content_3


Graduate Policy: At least 75% of the assigned work for the class must have been completed 

before a grade of "I" can be requested. A grade of Incomplete must be approved by the instructor. 

HAVING TROUBLE DECIDING IF AN INCOMPLETE IS THE BEST OPTION FOR 

YOU? Consider the following and use this decision tree to help guide you. 

  

• The period between the Fall semester grade deadline and the first day of the Spring 

semester is often less than six weeks 

• Is the coursework unable to be completed because of a reason outside of your control or 

is there another reason which is hindering your ability to turn things in such as an 

undocumented learning disability or another disability which impacts your academics? If 

you think your academic performance is impacted by a disability, please see here for 

more information Accessibility Resources | My CedarCrest and contact Becky Kile | 

Rebecca.Kile@cedarcrest.edu to discuss your options. 

• How far into the semester are you? An incomplete grade is likely not the best option prior 

to midterms but may be a more appropriate option after midterms. 

https://my.cedarcrest.edu/ICS/Current_Students/Academic_Services/Accessibility_Resources.jnz
mailto:Rebecca.Kile@cedarcrest.edu


• Your current grade standing in the given course. If you have not passed or earned credit 

for the work that has been done thus far, an incomplete may not be the best option 

o Use this grade calculator to determine what you may need to pass the course or 

obtain a desired grade: Grade Calculator (note this site works best when viewed in 

light mode) 

o Refer to your syllabus to find the grade weights and percentage or points for each 

assignment 

• The amount of the course work you have completed thus far; in some cases, an 

incomplete may not be the best option due to the amount of coursework which would 

need to be completed in the six-week period 

o There may be some coursework that cannot be completed ‘late’ such as lab-based 

assignments or assignments based on group collaboration. This is something you 

should discuss with your faculty instructor.  

• Are there multiple courses for which an incomplete grade is needed? It may be best to 

pick one or two courses. It may not be realistic for you to complete multiple courses 

within the six-week period 

• Most importantly: Be realistic and honest with yourself. Is this your last option? Have 

you exhausted all other opportunities and resources? Will you have the time within the 

six-week period to complete the coursework? 

WHAT IF I AM NOT GRANTED AN INCOMPLETE? 

If the faculty member does not approve of the request for an incomplete, students may be able to 

withdrawal from the course if the withdrawal deadline has not passed. Please see the current 

academic calendar here to check the deadline: Registrar | My CedarCrest. If the deadline has not 

passed, please see here for further information: Withdrawals | My CedarCrest. *Please note there 

is a late withdrawal appeal option, however, late withdrawals are only granted if a student 

encounters circumstances beyond their control that hindered them from withdrawing before the 

official deadline. 

If the faculty member does not approve of the request for an incomplete, students may begin the 

grade appeal process. Please see the current Student Handbook for further details and 

information: Student Handbook - Main View | Student Success and Engagement | Student Affairs 

| My CedarCrest 

I GOT APPROVED FOR AN INCOMPLETE, NOW WHAT? 

Undergraduate Policy: The student must complete the work within six weeks from the date 

grades were due or a grade of F will automatically be recorded. In extraordinary circumstances, 

the Provost has the authority to extend the incomplete period. 

Graduate Policy: A grade of "I" is not entered on a student’s permanent record. Ordinarily, 

coursework must be completed within the first six weeks after the last day of final examinations. 

https://gradecalculator.college/
https://my.cedarcrest.edu/ICS/Registrar/Registrar_Home.jnz?portlet=Free-form_Content_3
https://my.cedarcrest.edu/ICS/Registrar/Withdrawals/
https://my.cedarcrest.edu/ICS/Student_Affairs/Student_Success_and_Engagement.jnz?portlet=Handouts
https://my.cedarcrest.edu/ICS/Student_Affairs/Student_Success_and_Engagement.jnz?portlet=Handouts


If the instructor does not turn in a grade within the six-week period, a grade of “F” will be 

recorded for the course. 

Make a plan for how and when you are going to complete the remaining assignments and 

coursework. 

- If you have not done so, it may be beneficial for you to meet with your faculty instructor to 

discuss what needs to be completed at the end of the six weeks. You can use this template 

here when meeting with them:  

- Consider meeting with Ally Porchik or Lynnsae Powers for Academic Coaching during this 

time. 

They can help you to map out your coursework over the six-week period and keep you 

accountable. Additionally, they can provide resources for you to help make your 

academic life easier and provide tips and tricks you can carry with you into the rest of 

your academic career. 

Check in with your plan weekly and make adjustments as needed. Give yourself grace. 

Hold yourself accountable, whatever that looks like for you. If you do not complete the work, it 

may result in an “F” so do your best to stay on top of things. If you feel that you alone cannot 

keep yourself accountable, meet with Ally Porchik | Bookings Link or Lynnsae Powers | 
Bookings Link for external accountability. 

Finally, and most importantly, believe in yourself. Remember, you are not your setbacks and you 

are more than your transcript or academic performance. You are capable of getting through these 

next six weeks and there are plenty of resources available to assist you. 

https://outlook.office365.com/book/StudentSuccessSpecialist@cedarcrest.edu/?ae=true&login_hint&ismsaljsauthenabled=true
https://outlook.office365.com/book/LynnsaePowersMEdStudentSuccessCoachAct101Coordinator@cedarcrest.edu/?ismsaljsauthenabled=true

