Union Institute & University

440 E. McMillan Street, Cincinnati, Ohio 45206-1925 -- 513.861.6400 -- 800.486.3116 -- FAX 513.487.1075
BS/BA PROGRAM- PETITION FOR INCOMPLETE GRADE
Student Legal Name ______________________________
Student UI&U ID#
_____________________ 
UI&U Email:_____________________________________


Address: ____________________________________________________________________________
  

City  ________________________State_________  Zip Code
________________________________
Phone: (Home)________________________________ (Cell)_____________________________________
Incomplete Grade Policy

If a student is unable to complete the course due to unforeseen circumstances beyond his/her control and s/he has completed at least 50% of available points in the course, a petition for an incomplete may be requested by the student, with any supporting documentation.
The student must have completed at least 50% of the course assignments with a passing grade at the time the petition is filed. 

The “I” grade petition must be filed with the instructor before the end of the session/term involving the requested “I’. The student initiates the “I” grade discussion with the instructor before filing this petition.  The instructor may approve or deny the “I” grade request. If the instructor is in agreement, the instructor must discuss and gain approval from the program chair of the student’s major. The program chair may approve or deny the request. 
The student completes the “I” Grade Petition, with any supporting documentation attached. The student will sign and date the petition. In rare cases when the student is unable to submit the petition form, the course instructor, after consulting with the student, may initiate the petition on behalf of the student.  Examples may include emergencies such as hospitalization, death in the family, serious illness or injury, or unavoidable unavailability.
Before the program chair reviews the “I” Grade Petition, the instructor and student must establish the specific coursework that must be completed no later than the end of 60 days following the end of a term for an “I” grade to be assigned. The instructor will establish the due date for outstanding coursework.
To make up the incomplete grade I am requesting, I must make arrangements with the instructor granting it to complete specified requirements by the agreed upon date, even if I withdraw in the term following the “ I” graded course.  If required work is not completed and submitted by the deadline date of _______________________________, I will receive the grade indicated by the instructor. 
An “I” grade not changed to a letter grade after 60 days will convert to a U grade.
Student’s Signature/Date
______________________________________________________________

Course and Instructor Information (please print)
Course prefix, number, and instructor name




Term/session, year, and course credit hours


Reasons for request_______________________________________________________________________________________


                                                                                                   Attach additional documentation if necessary
Instructor Review

The learner has already completed 50% of the available points in the course with an estimated grade of _____. The following course requirement(s) must be completed by the due date stated above and no later than the end of 60 days following the end of the session/term in order for an “I” grade to be changed to a letter grade:

__________________________________________________________________________________________________________

__________________________________________________________________________________________________________

Recommended Action (check one)          ( Approved          ( Not Approved

Instructor Signature and Date
________________________________________________

Recommended Action (check one)          ( Approved          ( Not Approved
Program Chair Signature and Date_______________________________________________________________
This form is to be signed by the Instructor and Program Chair, with attachments, then a copy forwarded to the Registrar.                      
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