
FOR PASSING  
CANDIDATES

FOR  
INCOMPLETE  
CANDIDATES

FOR FAILING 
CANDIDATES

Submit failing grade in 
Roster and grades file

Submit passing grade  
in Canvas and roster & 

grades file

Submit incomplete grade 
report to program staff  
and discuss completion  

requirements with 
candidate

Requirements completed  
by candidate

Requirements not 
completed; instructor 

decides to extend or not 

Extension granted

Candidate & 
Instructor submit 

Incomplete Contract 
to program staff  
with deadline for  
work completion

Extension denied

BEFORE LAST  
DAY OF COURSE

BY TWO WEEKS  
AFTER COURSE END

Instructor End-of-Course Process


