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The Admissions and Academic Affairs Committee was charged with reviewing how the nonstandard grades “I”, “W” and “FN” are assigned. The committee prepared a survey to all teaching faculty. Roughly 2/3 of all full time and adjunct faculty responded to the survey. The survey presented respondents with different scenarios and asked faculty what grade they would assign in each case. 

In general, the committee finds that grades are not always assigned uniformly and in some cases are not assigned according to IU policy. 

The committee recommends that guidelines explaining the use of these non-standard grades be distributed to new faculty during faculty orientation and to adjuncts at the time they are hired. An inclusion of summary and practices in the academic handbook and the faculty senate website would also be desirable. 
Grades of Incomplete (in non-developmental courses)


The “I”-grade is defined in the Indiana University Academic Handbook as follows: 
“The grade of incomplete used on the final grade reports indicates that the work is satisfactory as of the end of the semester but has not been completed. The grade of incomplete may be given only when the student’s completed portion of the course work is of passing quality. Instructors may award a grade of Incomplete upon a showing of such hardship to a student as would render it unjust to hold the student to the time limits previously fixed for the completion of his/her work.” (Faculty Council, Feb. 19, 1963).

Indiana University East’s policy for Incomplete grades has consistent language. 


The University policy further specifies a procedure for handling Incomplete grades:

“Each academic unit shall maintain a record of incomplete grades recorded in its courses. This record, completed by the instructor, should include (1) the student’s name … (2) the course number … (3) semester and year of enrollment; (4) signature of the instructor; (5) a brief statement of the reason for the incomplete; (6) an adequate guide for the removal of the incomplete (with a suggested final grade …” (Faculty Council, June 1977)


Findings of the committee:

· Most faculty are aware that the grade “I” may only be awarded if an “undue hardship” prevents a student from completing a “terminal aspect” of the course. There is no consensus of what a “terminal aspect” of the course is. 

· Only few faculty are aware that an “I” can only be assigned if the student’s coursework is of passing quality. The current “Incomplete Grade Report Sheet” alerts instructors to this fact. Nevertheless, the policy is routinely ignored. 

· Most faculty agree that only the incomplete portion of the coursework may be completed, while the grades for the completed portion will remain. 

· A small minority of faculty believe that an incomplete grade entitles the student to a “free ride” for the entire course in a subsequent semester. 

· The current practice of reporting incomplete grades is not in compliance with the policy. The policy states that the division office should keep a record with detailed information as to how an incomplete grade is to be completed. Currently, the form does not require the instructor who assigns the Incomplete to give instructions how the final grade will be computed. 

Recommendations of the committee:

· The grade of Incomplete should only be assigned if the student’s completed work for the course is of passing quality. The committee recommends that the “Incomplete Grade Report Sheet” be revised. The revised form should ask for the student’s current course grade and whether the completed work is of passing quality. 

· The committee recommends that “terminal aspect” be commonly understood as “work due within and after the last week of the semester”. Exceptions to this definition should remain possible, but should only be used in very compelling circumstances. 

· Instructors should provide detailed information as to how the student should complete the “Incomplete” and how the final grade will be computed. The committee suggests that the “Incomplete Grade Report Sheet” be revised to include the following: The relative weight of the completed course work and of the incomplete assignments, a specific list of the incomplete assignments and a grading-scale. If a final exam is missing, the instructor should attach a copy of the exam that is given to the class. The purpose of the documentation is to provide guidance to the division, in case the original instructor becomes unavailable before the missing work is completed. The form should also include the instructor’s contact information. The original report with the attachments should be kept in the division office, while a copy of the report (without attachments) is forwarded to the Registrar’s Office and to the student. 

· Exceptions to this policy are provided for students who are being called to active military duty. 

Failure for Non-Attendance – FN
Indiana University’s policy for the “FN” grade states: 

“This grade is used to indicate failure due to student non-attendance in class and will provide a distinction between an “F” grade assigned for failing performance and an “F” grade assigned for non-attendance in compliance with the 1953 Faculty Council policy stating that ‘failure to complete a course without authorized withdrawal will result in the grade of F’. When an “FN” is assigned, an “F” will appear on the student’s transcript. The “N” portion of the grade and the date of last attendance will be retained by the students’ records office as internal notation only”. (UFC, March 30, 1999)


The grades FN (and FNN) are failing grades. The “FN” has negative impact on the students’ financial aid. 

Findings of the committee: 

· The committee gave two scenarios in which an “FN” could be awarded. In the first scenario, a student quit attending class and failed. Even in this clear-cut case, 1/3 of the faculty would not assign an FN. 

· The second scenario described a student who would only attend sporadically, but would never complete any assignments and hence fail. Almost none of the respondents were aware that in this situation an FN may be awarded. 


The committee recommends:

· All faculty should include the following phrase in their syllabus: 
“Non-attendance will be reported to the Office of Financial Aid and may result in termination or reversal of your financial support.”

· All faculty should assign the grades of “FN” (or “FNN”) uniformly. The grade “FNN” must be given if the student never attended. The grade “FN” must be given if the student quit attending classes and failed (in this case, the date of last attendance should be reported). 

· The committee was at odds whether the grade “FN” should routinely be given for sporadic attendance that led to failure. A broader discussion among faculty is desired. 

Withdrawal after the Automatic-W Period – W
A student may withdraw from a class any time before the “Automatic W Period”. In this case, the students’ academic record will reflect a “W” as the course grade. The period for Automatic-W is roughly the first half of the semester. After this period, the student must petition for withdrawal. IU Policy states the following:

“After the automatic W period a student may withdraw only with the permission of his or her dean. This approval is given only for urgent reasons relating to extended illness or equivalent distress. To qualify for the grade of W, a student must be passing the course on the date of withdrawal. If the student is failing, the grade recorded on the date of withdrawal will be F.” (UFC Feb. 8, 1977).

In IU East’s administrative structure, the Division Chair has the role of the “Dean”. The last day to withdraw a student from classes is on the last day of classes. 


The committee found that most faculty are not aware of (or choose to ignore) the requirement that a student must have a passing grade in order to qualify for W. Indeed a significant number of faculty assign “W” regardless of the student’s standing in class. Some will even postdate the withdrawal slip if a student asks for withdrawal after the last day of classes. 

The committee recommends the following:

· Faculty should assign the grade of “W” only when the student’s grade at the time of withdrawal is passing. Otherwise an “F” should be assigned. It should be left up to the faculty member to determine which reasons for withdrawal are “urgent”.

· The committee recommends that a policy/procedure for withdrawal with “W” and without a passing grade be developed.  The committee suggests the following possibility:
Under extraordinary circumstances a student can withdraw with “W” even though the grade is failing. This possibility should be only considered if the student can document that he/she was unable (not simply unwilling, on inconvenienced) to complete the withdrawal process at a time at which a “W” could have been assigned. (That is, a catastrophic event occurred during the automatic W period; or after that, at a time, when the student’s course grade was still passing.) In this case, the W-grade should be referred to the division chair (or VCAA) for review. 

· The committee recommends that the Withdrawal forms be revised slightly to alert the instructors that the grades “W” and “F” are not assigned at will. For example, the “Grade” box could be replaced with the following:
W (Withdrawn passing) – The student’s grade at this time is passing.
F (Withdraw failing) – The students’ grade at this time is not passing. 
Since there is a heavy cost involved with printing the multi-layered forms, the committee recommends using the existing stockpile of forms and revising before new ones are printed. Nevertheless, grades should be assigned according to policy.
· An exception is provided for students who get called to active military duty.
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