
Instructions on Processing Pass-Fail Contract Requests (for Spring 2020) 
  
STEP 1:  Student Request  

  
After consultation with their advisor, the student emails a completed Pass-Fail Contract to their assigned 
advisor by May 1, 2020. 
  

•  Each course must be submitted on a separate contract form. 
•  Students may submit the contract from their SCSU email if unable to sign it digitally. 
•  A student’s advisor is listed on the degree evaluation with a link to their email. If no advisor is listed, the 

student should email the request their major department. 
  

STEP 2:  Advisor Review, Approval and Submit: 
  

The advisor approves the course by ensuring that the course is eligible for pass-fail.  For questions regarding 
eligibility, the advisor should see courses ineligible for pass-fail or consult with their chair.  To approve the 
request, the advisor must digitally sign the contract and submit directly to either: 
  

•      Degree Auditor - for LEP or free elective courses 
•      Department Chair - for major/minor/cognate courses only 

  
Note: Some departments have approved advisors to submit major/minor course contracts directly to the 
Degree Auditor.  Advisors should confirm this with their chair. 

  
STEP 3: Chair Review, Approval, Submit:  

  
To approve the request, the Department Chair must digitally sign the contract for courses in the 
major/minor/cognate and submit to the Degree Auditor for the major.   
  
Students will be notified by the Registrar’s Office once processed. 

 
 

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.southernct.edu%2Fonestop%2Fforms&data=02%7C01%7Cmarxh1%40southernct.edu%7C19874bbcb4844a74572c08d7d82895d7%7C58736863d60e40ce95c60723c7eaaf67%7C0%7C0%7C637215541128578990&sdata=jKX7AU0ljNTc0SYxiN8Q3%2BgJKgv8DObTlIkf5AxK3uU%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.southernct.edu%2Fonestop%2Fpass-fail-sp2020&data=02%7C01%7Cmarxh1%40southernct.edu%7C19874bbcb4844a74572c08d7d82895d7%7C58736863d60e40ce95c60723c7eaaf67%7C0%7C0%7C637215541128588991&sdata=PVzXWzkmejbIsV7WFjzpypWvN4LUslxhnDAvZ6Y8irM%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhelpdesk.southernct.edu%2Fsims%2Fhelpcenter%2Fcommon%2Flayout%2FSelfhelpArticleView.seam%3Finst_name%3Dsouthernct%26article_id%3D1900-1477942&data=02%7C01%7Cmarxh1%40southernct.edu%7C19874bbcb4844a74572c08d7d82895d7%7C58736863d60e40ce95c60723c7eaaf67%7C0%7C0%7C637215541128588991&sdata=xTgxNrtMs1Ewr1FQt6JS3LSWF5w2uF1X34JbPZBDqA0%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.southernct.edu%2Fonestop%2Fdegree-auditors&data=02%7C01%7Cmarxh1%40southernct.edu%7C19874bbcb4844a74572c08d7d82895d7%7C58736863d60e40ce95c60723c7eaaf67%7C0%7C0%7C637215541128598979&sdata=1ULVVqaZGKc3aLY4r%2B4Y2jUDUqz%2BCdNFJro4VfSLasY%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fhelpdesk.southernct.edu%2Fsims%2Fhelpcenter%2Fcommon%2Flayout%2FSelfhelpArticleView.seam%3Finst_name%3Dsouthernct%26article_id%3D1900-1477942&data=02%7C01%7Cmarxh1%40southernct.edu%7C19874bbcb4844a74572c08d7d82895d7%7C58736863d60e40ce95c60723c7eaaf67%7C0%7C0%7C637215541128598979&sdata=zklW2U0ilbY4ZlGvf4h5twfenfCIQQqAWjGkeNJMJ6c%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.southernct.edu%2Fonestop%2Fdegree-auditors&data=02%7C01%7Cmarxh1%40southernct.edu%7C19874bbcb4844a74572c08d7d82895d7%7C58736863d60e40ce95c60723c7eaaf67%7C0%7C0%7C637215541128898808&sdata=OT%2B3KTBLlkYAQPo3lF%2BAId0S0q24UFMy3%2FXi1YM1R9c%3D&reserved=0
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