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1. PURPOSE

To outline the circumstances when Incomplete (INC) is an appropriate final grade for

a unit of study.

2. DEFINITIONS

Key Term or Acronym | Definition
DE Deferred Assessment
INC Incomplete

3. SCOPE

This policy applies to all coursework and research thesis units in the Faculties of
Education; and Counselling, Chaplaincy and Spiritual Care.
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4. POLICY STATEMENT

It is expected that all assessment items for a coursework unit will be submitted on
the due date for that assessment and that students will sit for any final exam on the
scheduled date as published.

Where the requirements of a unit cannot be fulfilled and a final grade cannot be
awarded for the unit at the normal conclusion of the academic period in which the
unit was enrolled there are 2 options:

Deferred Assessment/Examination (DE)

If a student is unable to complete an assessment by the due date or sit a
scheduled exam because of Special Circumstances, they may be eligible to
apply for a Deferred Assessment/Examination. The criteria for applying for a
Deferred Assessment/Examination are outlined in the Special Circumstances
Policy: Education; Counselling, Chaplaincy and Spiritual Care.

Incomplete (INC)

5. PRINCIPLES

5.1

5.2

53

54

An Incomplete (INC) grade will only be granted for:

units with a significant field work or practical component, and then only in
exceptional circumstances where the field work or practical component can
only be scheduled after the end of the normal academic period; OR

research thesis units, when approval has been granted by the Faculty Dean
for the work to be submitted after the end of the academic period in which
the unit is enrolled.

A student should discuss these circumstances with the lecturer at the
beginning of the semester or as early as possible in the arrangement of the
field work or practical component.

The lecturer or Faculty Dean will advise the Department of Student Services
of the INC on the Result Sheet for the unit and will notify the Department of
Student Services of the student’s finalised result as soon as possible.

An INC will only be granted for the period of one semester. If a student has
not completed the requirements of the unit by the end of the semester
following that in which they first enrolled in the unit, the grade will be
amended to a Fail (F).

6. RELATED DOCUMENTS AND LEGISLATION

Special Circumstances Policy: Education, Counselling and Spiritual Care

Tuition Fee Refund Policy: Education; Counselling, Chaplaincy and Spiritual Care
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Variation to Enrolment Policy: Education; Counselling, Chaplaincy and Spiritual Care
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