Faculty of Arts and Science
Queen’s University
Permission for an Incomplete Grade

Student Name: Student #:

Course: Term and Year:




10.2.4 — Incomplete (IN)

Incomplete standing (IN) is a temporary designation reserved for a course in which a student who, because of
extenuating circumstances beyond his or her control, has not completed all term work for a course or requests
permission to defer the writing of a final examination.

A student seeking incomplete standing may be requested to provide, at the instructor’s discretion, a medical
certificate or other documentation that demonstrates extenuating circumstances, and must arrange with the
instructor to complete a "Permission for an Incomplete Mark" form available from the Arts and Science
website. The "Permission for an Incomplete Mark" form indicates the current letter grade for the course based
on the work completed, the specific work yet to be finished and a date by which the outstanding work will be
submitted. The date for the work to be completed should be reached by mutual agreement between the
instructor and student. Incomplete work can be submitted no later than the end of the subsequent term.

In cases where a student will receive a failing grade if all outstanding work is not completed or the exam is not
written, an IN grade will be submitted by the instructor. A grade of IN will not be included in the
determination of a student’s grade point average, and any course with an IN designation may not be counted
for credit towards a degree program. If the outstanding work is not submitted by the end of the subsequent
term, the IN grade will lapse to an F (Failure) and will be included in the student’s grade point average.

In cases where a student will pass the course even if the outstanding work is not completed or the exam is not
written, the actual earned letter grade will be assigned. The letter grade shall be included in the student’s
grade point average and may be counted for credit towards a degree program. If the outstanding work is not
submitted by the end of the subsequent term, the original letter grade shall stand.

Any extensions beyond either the date of the first agreement or the end of the subsequent term must be
based on further extenuating circumstances and will require an appeal to the Office of the Associate Dean
(Studies) with support from the instructor (see Appeal of Academic Decisions, Section 3).



