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Policy Statement

This policy provides guidance on the criteria and procedures for assigning a grade of Incomplete (“I”) in a
course or clinical experiences in the University of Minnesota’s (UMMS’) educational program, and the
outcomes when an Incomplete Contract is, or is not, fulfilled.

Procedures

An Incomplete ("I") grade may be assigned when a student, who is currently passing the course/clerkship,
faces exceptional, non-academic circumstances (such as health or family emergencies) after successfully
completing a substantial portion of the course requirements. Students may also be eligible for an
Incomplete upon a first-failure of a clerkship final exam.

I.  Criteria for Incomplete Consideration:
1. A substantial portion of the course/clerkship has been successfully completed at a passing level,
defined as:
a. >50% of the Assessment Grid, as listed in the syllabus; and
b. For clerkships, at least 75% of the total clerkship days (e.g., 15 business days from the
clerkship start date, in a four-week clerkship)
2. The student is successfully passing at the time of the request based on available assessments;
3. The student experiences:
a. A significant, unexpected life event prevented timely completion of the course/clerkship
(e.g., sudden illness, family crisis, etc); or
b. A first failure of a clinical course final exam where they are otherwise passing.

II. Requesting an Incomplete

e Foundations Phase: Students in the Foundations phase will refer to the Academic Remediation &
Incompletes policy for the steps in establishing an Incomplete Contract and receiving an “I”
grade.

1. Students must submit an Incomplete Grade Contract for Foundations Courses, after
consultation with the Course Director(s).

e (Clinical Immersion & Specialty-Specific Transitions Phases:
1. Notification: Clerkship personnel will notify the student of any work that meets the

eligibility requirements for an Incomplete within 10 business days from the last date of
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the clerkship. The student may also reach out to clerkship personnel to inquire about an
Incomplete, if they believe they meet the criteria.

2. Consultation: The student will communicate with the Clerkship Director/Coordinator
of the clinical course in which they have missing assignments or a first failure of a final
exam. The Clerkship Director/Coordinator will inform the student of the work to be
completed. This information is needed in order to submit an Incomplete Contract.

a. If the student has not completed the clinical course due to professionalism
issues, they will be referred to the COSSS to determine next steps.

b. If the student fails to communicate with the Clerkship Director to discuss the
missing assignments or fails to submit an Incomplete Contract, they will
receive an ‘N’ (No Pass) grade, be subject to remediation, and may be referred
to the Committee on Student Scholastic Standing (COSSS).

c. If the student is not eligible for an Incomplete Grade, as determined by the
Clerkship Director, the student will receive a final grade based on currently
available assessments, including any missing required activities. Students who
do not receive a passing grade will remediate the clinical course.

3. Submit Incomplete Contract: The student must submit an online Incomplete Grade
Contract for Clinical Courses within 20 business days from the last date of the
clerkship; failure to submit a Contract within the stipulated 20 business days, or failure to
establish an approved Contract, will result in an ‘N’ grade and may be cause for referral
to COSSS;

4. Verification: The Contract will be reviewed and verified by the Clerkship Director before
a grade of “I” is officially posted; An Incomplete Contract represents a formal agreement
between the student and the Clerkship Director.

5. Routing: The final Incomplete Contract will be routed to appropriate administrative
offices, including the Academic Advising Office, Curriculum Office, and the Registrar
(for inclusion in the student’s academic file).

6. Confirmation: The student will also receive confirmation of the Incomplete Contract,
including the assignments to complete and the deadline. It is the students responsibility to
work with the Clerkship Director or Coordinator to schedule the work to be completed by
the deadlines. There will be no extensions.

7. Final Outcome: Once the student has met the conditions of the Contract, or the
deadline has been reached, the Clerkship Director will submit the final grade to the
Registrar.

a. Outstanding Assignments Completed: The Clerkship Director will notify the
Registrar or Duluth Regional Campus manager to confirm the Incomplete
Contract has been successfully resolved and the student has passed in order to
update the student’s academic record.

b. Outstanding Assignments Not Completed: If the student fails to meet the
requirements of the Incomplete Contract by the stipulated deadline, the
Clerkship Director will notify the Registrar or Duluth Regional Campus
Manager that the student has not passed. The student will receive an ‘N’ grade,
will be subject to the remediation procedures outlined above, and may be
referred to COSSS.

c. In either instance, the student’s academic advisor will be notified of the
outcome of the Incomplete Contract.

III. Deadlines for Completing Incomplete work
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Incomplete Contracts will stipulate maximum time for completing outstanding assignments:

Iv.

VI

Year 1 Foundations Phase Courses (FP1-3): At the latest, Incomplete Grade Contracts for Year 1
Fall, Spring, and Summer semester courses must be fulfilled no later than 10 business days prior
to the start of the term of the next medical school year (FP4) in accordance with the Registration,
Grading & Grade Appeals policy.

Year 2 Foundations Phase Courses (FP4): Incomplete Grade Contracts for Year 2 Fall semester
courses must be fulfilled, at the latest, prior to the student progressing to any clinical clerkships in
the Clinical Immersion Phase (CiP).

Clinical Immersion (CiP) or Specialty-Specific Transitions (StP): Incomplete Grade Contracts
must be fulfilled within a maximum of six months of the last day of the clinical experience.

Responsibilities & Outcomes

Student: It is the student’s responsibility to work with course/clerkship directors to schedule all
outstanding assignments within the stipulated deadlines. Failure to complete the terms of the
Incomplete Grade Contract, including a failure to complete outstanding assignments within the
time specified in the Contract will result in an ‘N’ grade. Courses and required clinical clerkships
must be repeated in their entirety in a future period.

Course/Clerkship Director(s) will:

e Evaluate whether a request for an Incomplete Grade meets the criteria noted above and
will work with the student to identify the missing assignments and establish a reasonable
deadline within the maximum allowable time for resolution of the Contract;

e At their discretion, make adjustments to the outstanding assignments to be completed
based on consideration of the missing objectives, activities needed to fully meet those
objectives, and the availability of resources; and

e Assist the student in scheduling all outstanding work in as timely and efficient a manner
as possible and within specified deadlines.

Number of Attempts

Students may only have one Incomplete Contract per course/clerkship. Existing Incomplete
Grade Contracts are not extended beyond the deadlines noted above without significant
extenuating circumstances. Extensions may only be considered in instances where the student,
with course/clerkship director corroboration, can provide a valid justification for why the work
could not be completed within the specified time.

Incomplete Contracts During Registration Holds & LOAs

Registration Holds and Leaves of Absence (official or unofficial) do not remove a student’s
responsibility for continuing to make progress resolving an Incomplete Contract and meeting the
stipulated deadline. Students should work with their Academic Advisor if circumstances prevent
resolving an Incomplete Contract (i.e., a student on an LOA has returned home and is not
accessible for making up clinical shifts).
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Additional Contacts

Role/title Contact Email
Medical School Registrar - Twin Cities & Carly Siewert .
medregistrar@umn.edu
St. Cloud v Slewe
Director of Student Affairs - Duluth Stephanie Appleby sappleby@d.umn.edu

Related Information

This policy replaces content previously contained within the Grading and Grade Appeals policy

Refer to the Medical Student Policies webpage to review the following related policies:

e Academic Progress & Graduation Policy
e Academic Remediation & Incompletes in the Foundations Phase
e Add/Drop/Withdrawal Policy
e Registration, Grading, & Grade Appeals Policy
Responsibilities
Office of the Registrar
e Track and verify appropriate submission of grades and assist with administrative monitoring of
Incomplete Contract deadlines
e Make grade changes, collect, and retain official documentation regarding grade change

justifications

Course/Clerkship Managers & Coordinators

Submit grades for courses/clerkships they manage

Assist the Course Director regarding the communication of grades

Monitor completion of coursework in coordination with the Course Director for resolution of
Incomplete grades

Course/Clerkship Director

e Monitor completion of coursework for all students enrolled in the course/clerkship

e Assign final grades for students enrolled in the course/clerkship

e Communicate final grades to students.

e Communicate failing grades to relevant administrative officers

e Evaluate and sign requests for Incomplete Contracts where a student meets the eligibility for an
Incomplete

e Work with students with approved Incomplete Contracts to coordinate completion of required
work within specified deadlines

Student

e Submit an Incomplete Grade Contract to request consideration to receive an Incomplete (I) for the
course/clerkship (approval is not automatic and must meet the eligibility requirements for an “I”’)

e Communicate with course/clerkship directors to schedule all outstanding work stipulated in an

approved Incomplete Contract within the deadline
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LCME Accreditation Relevance

The policy ensures the medical school meets LCME Accreditation requirements as follows:

Element 9.8: FAIR AND TIMELY SUMMATIVE ASSESSMENT. “A medical school has in place a
system of fair and timely summative assessment of medical student achievement in each course and
clerkship of the medical education program. Final grades are available within six weeks of the end of a
course or clerkship.”

History

Replaces content previously contained in the Grading & Grade Appeals policy

Created: October 2025
Reviewed and Approved: Senior Associate Dean, Undergraduate Medical Education, November 2025
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