
Progress Codes & Incomplete Policy 1

PROGRESS CODES &
INCOMPLETE POLICY
Approved by: Educational Policy Committee

History: Updated 10/21/22

Related Policies:

Related Forms, Procedures and References:

For Questions Contact: Office of Academic Affairs | 414.382.6121

Definition of progress codes

• A Progress Report is available through Alverno’s Interactive Online
(IOL) after the close of the semester. The Progress Report consists
of the names of the courses and abilities that students attempted
during the semester and the progress code in each. An instructor
reports students’ progress for the course and any validations
according to one of the following codes:

• Satisfactory (S) indicates successful demonstration of all
course outcomes. Where applicable, it also requires successful
demonstration of all abilities validated in the course. In rare
occasions, courses might offer “stretch” abilities that are not
embedded in the required course outcomes. In this instance it is
possible to meet the course outcomes, receive a satisfactory (see
withdraw definition below), and not successfully demonstrate the
stretch abilities.  When a course offers optional or “stretch” abilities
those must be clearly indicated in the syllabus by the instructor.

• Unsatisfactory Withdrawal (UW) indicates insufficient evidence of
demonstrating one or more outcomes of the course because they
have not participated in or attended the course up to or on the Last
Official Day to Drop as determined by the official course start date as
listed in the Course Offering Book. The UW reflects an unsatisfactory
progress code, and also alerts the college that the student stopped
attending or participating in the course without formally requesting
a drop of the course.  If a UW is warranted, faculty must also enter a
last date of attendance, which must be before or on “Last Official Day
to Drop” as determined by the official course start date as listed in the
Course Offering Book.

• Unsatisfactory (U) indicates insufficient evidence of demonstrating
one or more outcomes of the course. The U can only be issued when
the student participated in the course until or after the “Last Official
Day to Drop” as determined by the course start date as listed in the
Course Offering Book. If a U is warranted, faculty must also enter
a last date of attendance or a date that reflects the students’ last
substantive academic participation confirming they participated after
the “Last Official Day to Drop” as determined by the official course
start date as listed in the Course Offering Book.

• Drop Withdrawal (DW) indicates a student has requested an
official drop or withdrawal from the course. This is entered by an
approved staff person in the registrar’s office or at times the advising
office– not faculty – who process the drop request AFTER Official
Enrollment.  The last date to drop a course is the Last Official Day to
Drop as determined by the official course start date as listed in the
Course Offering Book.

• Withdrawal (W) indicates a student who did not attempt an ability
validation offered in the course.

• Incomplete (I) An Incomplete (I) progress code may be assigned
when a student has successfully demonstrated satisfactory progress
toward meeting the outcomes of a course but, due to extenuating
circumstances, is unable to complete the remaining course work
within the regular duration of the class. The assignment of an
Incomplete (I) progress code for a course requires mutual agreement
between the instructor of record for a course and the student.
The instructor of record is not required to provide an Incomplete
(I) option for a student, though is encouraged to consider all
relevant circumstances impacting a student’s ability to complete
the required work of a course successfully to meet outcomes and
whether a limited extension to complete that work is warranted.
Unless the student is working with Accessibility Services and an
accommodation is necessary, it is the sole discretion of the faculty
of record for a course to assign, or not to assign, an Incomplete (I)
progress code.

It is the responsibility of the student to make appropriate arrangements
to fulfill all course requirements in accordance to their agreement
with the instructor of record for the course using the registrar’s Permit
for Incomplete Progress Code. Failure to make such arrangements
or complete the required work within the agreed upon timeframe will
result in a student receiving an Unsatisfactory (U) progress code for
the course. For unique cases like student teaching, music therapy
capstone internships, and some summer internships Academic Affairs
and the Registrar have approved individual incompletes without permits.
Instructors who teach these courses should clarify the policy with their
Academic Dean.

An Incomplete (I) in a prerequisite course must be satisfactorily removed
and reported to the Registrar's Office before beginning the subsequent
course(s). Students seeking a waiver for prerequisite must complete a
General Permit Form through the Office of the Registrar.

An Incomplete (I) in a course provides an opportunity for a student to
complete their required course work outside the constraints of a regular
semester or course session. The length of time provided to complete
necessary course work is determined by the faculty of record and
student at the time of formally assigning an Incomplete (I). While the
faculty member retains discretion to extend the agreed upon time, all
Incompletes (I) should be completed no less than two (2) weeks prior
to the start of the subsequent term in which the student is enrolled. In
those instances in which the time between terms does not allow for an
extension of work to be completed two (2) weeks prior to the start of the
subsequent term, the Incomplete (I) must be completed before the date
of official census of the next term in which the student is enrolled.

An Incomplete (I) may impact a student’s ability to receive financial aid
and/or demonstrate that a student is making satisfactory academic
progress (SAP) for financial aid. The student will be notified through the
Registrar’s Permit for Incomplete Progress code process of the potential
implications and how to contact Financial Aid for specific information
on their aid. It is the responsibility of the student to understand their
financial aid situation when agreeing to the Incomplete.

• Audit (AU) indicates a student has selected (and been approved) to
audit the course. No satisfactory or unsatisfactory judgment needs to
be made for an AU.


