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Tyler School of Art Incomplete Policies
1. Undergraduate Policy
	An instructor will file an “I” (Incomplete) only if the student has completed the majority of the work of the course at a passing level (51% or more), and only for reasons beyond the student’s control.  This may include severe illness, broken limbs, family situation, etc.  An incomplete may not be used to give students extra time to improve their grades. There must be a compelling reason behind each incomplete grade assigned. 
An instructor may file an “I” when a student has not completed the work of a course by the time grades must be submitted, but has completed the majority of the work at a passing level and has a written agreement with the instructor and the department regarding completion of the work, including the nature of the work to be completed, the means by which the final grade will be determined, and the date by which the work must be completed. 

The completion date may be no later than one year from the end of the semester in which the student took the course. The agreement shall also specify a default grade to be received if the work is not completed by the date indicated. Four copies of the agreement must be made: One copy of the agreement shall be retained by the instructor, one shall be given to the student, and one shall be filed with the department office and one copy shall be filed in the Tyler Academic Advising office in the student’s record file (note that the University form states that one copy goes to the Dean’s Office- Tyler holds those records directly in the student’s file in Academic Advising.)
When reporting the grade of “I” for a student, the instructor shall also file a report of the default grade. If the instructor does not change the grade of “I”, pursuant to the agreement with the student, by the end of one year from the time the grade of “I” was awarded, the appropriate University official shall automatically change the grade of “I” to the reported default grade, and the default grade shall appear on the transcript and be used for all other grading purposes as the actual grade received in the course. 

Faculty advisers and staff advisers have the option of not permitting a student to register for an “overload” if the student is carrying one or more active incomplete courses, or for a “full load” if the student is carrying two or more active incompletes. 


2. Graduate Policies
A. Art History Incomplete Policy

Incomplete Course Work
When a student requests to take an incomplete in a graduate course, the student and the instructor should agree, at the time the extension is requested, when the assignment is due and a default grade if the deadline is not met: a form (available from the secretary) should be filled out, and copies kept by the instructor and in the student’s file. See “Directed Research” for a different policy for incompletes.
Directed Research

Registration for Directed Research in the first year of either program is not normally permitted.  Students have one year from the time they should have received a grade for Directed Research to complete their projects: after this point an “I” (incomplete) will be changed to an “F” by the Graduate School. Registration for Directed Research requires that the student propose a course of study and the number of credit hours necessary to carry it out to a member of the faculty. With that faculty member’s approval, the student may register.
B. MFA/MED Incomplete Policy

Incomplete Course Work
An instructor may assign an incomplete “I” to a student who does not complete all coursework. 

When a student requests to take an incomplete in a graduate course, the student and the instructor should agree, at the time the extension is requested, when the assignment is due and a default grade if the deadline is not met.  A form (available from the secretary) should be filled out, and copies kept by the instructor and in the student’s file.
Please contact Assistant Dean Carmina Cianciulli for any issues regarding undergraduate incompletes: carmina@temple.edu.
Please contact Associate Dean Kate Wingert-Playdon for any issues regarding graduate incompletes:

mwingert@temple.edu.

