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The purpose of this document is to inform faculty about the correct use of the “non-standard” grades I (Incomplete), W (Withdrawn passing) and FN (failure for non-attendance). 
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)


When to assign an “I”
You may only assign the grade of incomplete if the following conditions are met:

· A terminal aspect of the coursework is incomplete. In most circumstances, this is interpreted as work that is to be completed during the last week of classes, and the final exam. Slight deviations from this timeframe are permissible. 
· The quality of the student’s coursework at the time when the incomplete grade is assigned is passing. You may not assign an incomplete if the student is failing, even though a good performance on the final aspects might have the potential of raising the student’s grade to a passing level. If a student who is failing cannot complete the course you must assign an F. 

· You are convinced that the student is enduring hardship that would make it unjust to complete the work within the prescribed time. Making the determination of what constitutes such hardship is the responsibility of the instructor. 
Procedure for assigning an “I”
· Record the grade of I in the official grade report. 

· File a form “Incomplete Grade Report”. On this form, you must indicate the reason for assigning the incomplete, the grade in the course earned so far and its relative weight (this must be passing), and a guide for removal of the incomplete. This guide must be detailed enough so that another instructor can direct the student. It is suggested that you attach a copy of the final exam and a course syllabus. This documentation will be kept in the division office. Copies of the report (without attachments) are sent to the registrar and the student. 
Common misconceptions

· Assigning an “I” grade means that you give a “grace period” to the student to allow extra time to make up missing assignments. It does not mean that the student redoes all the coursework in a future semester. Only the missing final aspects are completed. 
· You may set a time period (up to one year) during which the missing course work is to be completed. If the student does not complete the work during this time, you may assign an F (or whatever grade the student would earn if he/she had scored 0 on the missing assignments). After one year, the grade will automatically turn into an F. 

· A student who receives an “I” may not re-register in the course. The course is still considered active. A student should be advised against enrolling in a subsequent course in a sequence unless “I” grades in prerequisite courses have been completed. 
· For many of our students, “I” grades prove to be a liability. It requires them to complete missing assignments in addition to other required course work. The “I” grade should be used sparingly. 

Exceptions
· Exceptions to this policy are provided for students who are being called to active military duty. The registrar’s office will provide additional information if needed. 
· In developmental course (MATH M007 and ENG W001) an incomplete grade may be used more leniently. The Developmental Course Incomplete (DCI) is negotiated with the course coordinator of these courses. Please see the course coordinator for more information. 


Impact on Financial Aid
A grade of incomplete may adversely affect a student’s financial aid eligibility. 


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. Faculty at Indiana University are required to report non-attendance in order to comply with federal financial aid requirements. 

When to assign an FN (or FNN)

The grade of FN (or FNN) must be assigned if one of the following criteria is met:

· A student never attended class. In this case, you must assign “FNN”.

· A student quit attending classes. In this case you must assign “FN” and report the date of last attendance. It is recommended that “FN” be given if the student missed more than the last 25% of the class meetings.
· The intent of assigning “FN/FNN” is to report students who abuse the federal financial aid system and intentionally collect financial aid and do not attend classes. Sporadic attendance of classes (e.g., every other week) does not suggest that the student is defrauding the financial aid system and does therefore not warrant an “FN”.

Impact on Financial Aid
A grade of “FN” will result in termination of financial aid and creates an obligation for the student to repay the financial aid awarded for the current semester. 
Alternatives

A student who misses a large portion of the course and cannot complete the course should be advised to withdraw failing. The impact on financial aid of withdrawing is less severe than the impact of “FN”.

Instructor’s Responsibility

Compliance with U.S. Department of Education regulations is vital to Indiana University East. Severe financial consequences can threaten the existence of Indiana University East, should an audit find that the faculty at Indiana University East does not report non-attendance, as required. You should take the following steps in order to insure compliance.

· Alert students of the implication of non-attendance. It is recommended that you include the following phrase in your syllabus: “Non-attendance will be reported to the Office of Financial Aid and may result in termination or reversal of your financial support.”

· Keep track of attendance. 

· Complete all “Class Roster Verification” requests. 

· Assign “FN” or “FNN” when indicated. 

Non-attendance in online courses
Due to the diverse nature of these courses, no unified policy can be developed. The use of the following criteria is suggested. 

· If your online class requires students to log into the course at certain times, you should use a non-attendance policy similar to the one outlined above. (Use the website’s log to determine the last day of attendance.)

· If your online class requires students to complete a sequence of assignments, but does not specify when those assignments are due, determine with which assignment 75% of the coursework has been completed. Completing the first 75% of the assignments will mean that the student “attended”. 

· If attendance cannot be determined with either one of the methods above you should give an FN/FNN if the student does not complete the only graded aspect of the course work. If there is evidence that the student logged into the course at some time, you should assign FN (with appropriate date). If there is not such evidence, you should assign FNN. 
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. 

Procedure
A student must petition to withdraw from a course. In order to do so, the student fills out a multi-layered “Drop-only” form. This form requires the student to gather signatures of the academic advisor, the bursar and the Office of Financial Aid. Once these signatures are obtained, the student gives the form to the instructor who assigns either a W or an F. The form is then signed by the Dean/Division chair, who sends the form the registrar. 
When to withdraw a student

The student must petition for withdrawal and must provide “urgent reasons”. The instructor makes the determination of what constitutes an urgent reason.

Which grade to assign
As instructor, you have the obligation to assign the correct grade, either a “W” or an “F”. Assigning a grade in this manner is equivalent to assigning a final grade and should be done abiding by the same ethical rules. 

· A “W” may only be assigned if the quality of the student’s work at the time of withdrawal is passing. The grade “W” means “Withdrawn passing”. By assigning this grade you certify that the student’s work is of passing quality. 

· You must assign an “F” if the quality of the student’s work at the time of withdrawal is not passing. 

Common misconception
Withdrawal from a course is not a means to avoid a failing grade. If the quality of a student’s work is not passing, you must assign an “F”. 
Impact on Financial Aid
Withdrawing from a course may have negative impact on the student’s financial aid status. This consequence is not as severe as assigning an “FN”, so a student who cannot attend classes for an extended period of time should be advised to withdraw (either with “F” or with “W”, depending on the quality of the student’s work). 

Exceptions

Exceptions to this policy are provided for students who are being called to active military duty. The registrar’s office will provide additional information if needed
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