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The Incomplete Grade Contract is located in the CCC Student Forms tile in 

InSite and can also be found on the Admissions & Records Forms Page 

The Incomplete Grade Contract is initiated by the student and completed 

by the instructor. Incomplete Grades should only be assigned if both the 

student and instructor agree. 

 

The students Name, ID Number, and Email address will auto-populate. The 

student will be asked to enter their current phone number. 

 

The student will then select the Term and Courses from the dropdown lists 

below the Student Section.  

 

The student will then provide a written description of the circumstances for 

requesting an Incomplete and will attach related documentation, if 

applicable. 

 

The student will then sign the form and click Submit at the bottom of the 

form. The form will be routed to the instructors 4CD email with a link to 

access the form. The form can also be viewed in the Pending/Forms 

History folder by using the Pending/Forms History link.  

https://www.contracosta.edu/admissions/forms/
https://nextgensso.com/sp/startSSO.ping?PartnerIdpId=https://pg.4cd.edu/sso&TargetResource=https://dynamicforms.ngwebsolutions.com/MyForms/Home.aspx
https://nextgensso.com/sp/startSSO.ping?PartnerIdpId=https://pg.4cd.edu/sso&TargetResource=https://dynamicforms.ngwebsolutions.com/MyForms/Home.aspx
https://nextgensso.com/sp/startSSO.ping?PartnerIdpId=https://pg.4cd.edu/sso&TargetResource=https://dynamicforms.ngwebsolutions.com/MyForms/Home.aspx
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The Instructor will be required to enter the Incomplete Grade assigned as 

well as the expiration date of the Incomplete Grade.  

 

*A Grade Change Form is required upon completion of the missing work. 

 

The Instructor will then write a description of the work to be completed. 

Once the form is submitted by the Instructor the student will be notified by 

email. The email will contain the written description from the Instructor as 

well as a link to the Pending/Forms History so they can view the form.  

 

The Instructor will then sign and submit the form. 

 

 

  On the next page the Instructor will choose their Division Dean from the 

dropdown list. Once selected and submitted an email will be sent to the 

Division Dean for signature before being routed to the Admissions Office.  

 

 


