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INTRODUCTION 
 

The grade of “Inc” is given if a student’s class standing throughout the semester is “Passing,” 

but fails to take the final examination or fails to complete other requirements of the subject due to 

illness or other valid reasons. In case the class standing is not “Passing” and the student fails to take 

the final examination for any reason, a grade of 5.00 shall begiven (Revised UP Code: Art. 369, as 

amended at 886th BOR Meeting: 28 April 1977; 899th BOR Meeting: 30 March 1978). 
 

Removal of the “Inc” must be done within the prescribed time [within one (1) academic year in 

which there are three (3) regular removal periods] by passing an examination or meeting all the 

requirements of the course, after which the student shall be given a final grade based on his/her 

overall performance. 
 

For purposes of scholastic standing, a grade of “Inc” is not included in the computation. When 

it is replaced by a final grade, the latter is to be included in the grades during the semester when the 

removal was made (Art. 394 UP Code). 

 

1.0 DETAILS 

 

ACTIVITY RESPONSIBILITY NOTES/REFERENCE 

 

   

↓    

Secure permit for Removal 

Examination from the Office 

of the College Secretary. 

Student 1 

Student secures permit for 

Removal Examination from the 

Office of the College Secretary 

before the date of Removal. 

 

Note: Forms are available in the CAS 

OCS page and CAS Website. 

↓    

 
   A 

START 
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↓    

Verification of student’s 

enrollment and if the removal 

is within the prescribed time 

of one academic year. 

Assigned CAS OCS 

personnel 
2 

The Assigned CAS OCS personnel 

Verifies if the student is enrolled 

during the semester and check if 

the removal is within the 

prescribed time of one academic 

year. 

↓    

Student will fill out the form 

and the faculty will sign it.  

Faculty, 

Student 
3 

Student will fill up the Removal 

Examination form and the faculty 

signs the permit for removal. 

↓    

Fee is paid through online 
channels after a statement of 
account is emailed to the 
student. 

Student, 

Cashier’s Office 
4 

The student will pay the fee via 

online channels and email their 

proof of payment to CAS OCS and 

cc: cash@post.upm.edu.ph. 

↓    

Send an E-mail to the Office of 

the College Secretary for the 

approval of the permit for 

removals 

CAS Office of the 

College Secretary 
5 

After the payment the students 

sends an E-mail to the Office of 

the College Secretary for the 

approval of the permit for 

removals. 

↓    

The College Secretary will 

sign the permit for removals. 
College Secretary 6 

The College Secretary approves 

the permit for removals. 

↓    

Removal exam will be given 

to the student. After the exam, 

the form will be signed by the 

faculty. The form will be 

forwarded to the Department 

Chair for signature.  

Faculty Administering 

the Removal, 

Department Chair 

7 

The faculty gives the removal 

exam, after the exam, the faculty 

will sign the removal form and 

enter the grade in removal form. 

The faculty will attach the permit 

to the duly accomplished removal 

form and submit the form to the 

Department Chair for signature. 

↓    

 
 

   
B 

A 
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↓    

The grade will be entered 

online. 

Assigned CAS OCS 
personnel 

8 
The Assigned CAS OCS personnel 

will enter the grade online. 

↓    

 

   

 

 

 

2.0 ATTACHMENTS 

2.1 None 

 

 

 

3.0 FORMS 

3.1 Permit for Removal Exam 

 

END 

B 


