                                            MEMORANDUM
To: Faculty, Lecturers, Instructors, and Teaching Assistants
From: Jane Winer, Dean- College of Arts and Sciences 
Date: August 22, 2005
Please note that there are new policies in effect for withdrawal from class and assigning of the grade of “I” beginning fall 2005. 
Students may drop a class online until September 14 (12th class day). After that day, this should be done in person in the office of the Registrar.  The deadline to drop a class for an automatic “W” is October 31 for the fall 2005 semester. After the deadline, the student has to complete the course for a grade. The full regulation appears in OP 34.05, http://www.depts.ttu.edu/opmanual/OP34.05.pdf and page 48 of the 2005-2006 Undergraduate and Graduate Catalog, http://www.depts.ttu.edu/officialpublications/catalog/GenInfo.pdf
The grade of “I” is given only when a student’s work is satisfactory but, due to reasons beyond his or her control, has not been completed. It is not given in lieu of an “F” or “W”. The instructor assigning the grade will stipulate in writing at the time the grade is given the conditions under which the “I” may be removed. The assigned work and a change of grade must be recorded within one calendar year from the date of the “I”. Failure to do so results in an “F” for that course. The form for reporting the grade may be downloaded from TechSIS for Faculty http://techsis.admin.ttu.edu/faculty/. A full description of the grading procedures appears in OP 34.12, http://www.depts.ttu.edu/opmanual/OP34.12.pdf as well as pages 49-50 of the catalog, http://www.depts.ttu.edu/officialpublications/catalog/GenInfo.pdf.
Finally, please make sure that the students who are attending your class are on the official class roster. It is against the university policy to allow those who are not enrolled in a class to attend the class, http://www.depts.ttu.edu/opmanual/OP34.16.pdf.
