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Recommended action 
 
Education and Student Committee is asked to: 
 

 approve the proposed Board of Studies/LEaD/SU consultation paper 
 
 
 
 
  

 
 
During 2015/16 Education and Student Committee prioritised work relating to the 
Assessment Regulation Review. The majority of work was undertaken and completed for 
implementation in 2016/17.  Education and Student Committee agreed that the scheduled 
work to research the current approach to late participation in assessment would commence 
in 2016/17.  Sector research and initial discussions with Associate Deans Education, key 
School Professional Services staff, LEaD, the Students’ Union and SU Advice Service led 
by Student and Academic Services have now taken place to inform this review. 
 
The current Assessment Regulations permit local arrangements to be approved by Boards 
of Studies in relation to allowing programmes to accept late participation and extensions to 
student work. It was agreed by Education and Student Committee that this variation in 
practice should be reviewed and a policy and guidance be produced to ensure that 
students are treated equitably.  
 
The next step is to consult with Boards of Studies, the SU and other stakeholders on the policy 
and guidance, to promote greater transparency of process and clarify of recording activity.  This 
will provide more robust data for consideration alongside other information on progression, 
retention and student satisfaction. 
 
A draft consultation paper for Boards of Studies has been prepared as attached and approval is 
sought from Education and Student Committee prior to circulation. 
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DRAFT PAPER FOR APPROVAL BY EDUCATION AND STUDENT COMMITTEE PRIOR TO 
CIRCULATION TO BOARDS OF STUDIES 
 
 
 
 
 
Assessment Regulation 19- Review of approach to late participation and extensions to student 
work – Draft Board of Studies Consultation 
 

 
 
During 2015/16 Education and Student Committee prioritised work relating to the Assessment 
Regulation Review. The majority of work was undertaken and completed for implementation in 
2016/17.  Education and Student Committee agreed that the scheduled work to research the 
current approach to late participation in assessment would commence in 2016/17. Sector 
research and discussions with Associate Deans Education, key School Professional Services 
staff, LEaD, the Students’ Union and SU Advice Service led by Student and Academic Services 
have now taken place to inform this review. 
 
The current Assessment Regulations permit local arrangements to be approved by Boards of 
Studies in relation to allowing programmes to accept late participation and extensions to student 
work. It was agreed by Education and Student Committee that this variation in practice should 
be reviewed and a policy and guidance be produced to ensure that students are treated 
equitably.  
 
Greater transparency of process and clarify of recording activity will provide more robust data for 
consideration alongside other information on progression, retention and student satisfaction. 
 
The purpose of this paper is to provide Board of Studies with an overview of current City and 
sector practices and to consult with Boards on the proposals outlined in the following pages. 
  
Comments and feedback on the consultation are also being sought from the Students’ Union.  
 

 
 
Board of Studies are asked to: 
 

 Consider and respond to the proposals and consultation questions set out in this paper on 
extensions to student work and late participation in assessment   

   
 
 
Please send the responses to the questions and comments on the proposals to Malgo Chrzan, 
Quality and Standards Officer, Student & Academic Services, by 31 January 2018.   
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Draft Board of Studies Consultation - Review of approach to late participation and extensions to 
student work  
 
 
During the Assessment and Regulation review, Education and Student Committee agreed that the work to 
research the current approach to late participation in assessment would commence during 2016/17. This 
planned review was noted by Senate and within a previous Board of Studies Assessment Regulations 
Consultation which outlined that the work would support a standard approach for late participation and 
extensions. 
 
The Assessment Regulations currently permit local arrangements to be approved by Boards of Studies in 
relation to allowing programmes to accept late participation and extensions to student work (see Appendix 1 
attached: 4.4.1 Late Participation in an Assessment). It was agreed by Education and Student Committee 
that this variation in practice should be reviewed to ensure that students are treated equitably.  
 
Education and Student Committee noted that:  
 

 There should be a standard policy on late participation and granting of extensions to make the process 
fairer and more transparent 

 City should convey a message to students that submitting work on time is professional practice  

 The current variable approach to granting extensions impacts on other processes, such as managing 
assessment and feedback turnaround times  

 Some students may be benefitting from an unfair advantage by being granted longer to complete work 

 
 
Schools and LEaD were consulted to ascertain the current practice relating to: 

1. the processes for granting extensions and the relationship with the extenuating circumstances 
process 

2. determining how late submission of student work is dealt with and the associated penalties  

 
Discussions with Associate Deans Education, SU VP Education and the SU Advice Service informed drafting 
of the consultation paper (see Appendix 2) and a review of sector practice was also undertaken. 
 
The purpose of this paper is to give to Board of Studies an overview of current City and sector practices 
and to consult with Boards on the proposals outlined in the following sections.  
 
It outlines a range of proposals for discussion and feedback, to inform the drafting of a policy and 
guidance. 
 
Comments and feedback on the consultation are also being sought from the Students’ Union.  
 
Malgo Chrzan (Quality and Standards Officer) 
Helen Fitch (Assistant Registrar, Quality) 
 
October 2017 
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1. Extensions to student work  
 
 

A review of sector practice indicates that, although most HE institutions have provisions for extensions to 
student coursework, a significant proportion of Universities make allowance for extensions via the 
Extenuating Circumstances (EC) process only.  
 
The review of the approaches adopted at City, where local procedures have been defined by departments 
and frequently vary between and within Schools, show significant variation in the approaches to granting 
extensions to student work. These solutions range from a strict prohibition of extensions at all levels, or 
extensions being permitted for dissertations only, to extensions being allowed for all coursework.  As a 
result students from the same School, who on occasions attend the same lecturers, may be subject to 
different practices if requesting an extension.  
 
Whilst it is desirable to foster a culture of ensuring that work is submitted on time to reflect the 
professional conduct expected when students transition to employment, there should be appropriate 
support in place for students.  Linking the consideration of extensions to a process which operates 
alongside the EC process would bring a greater level of transparency and consistency to the current 
practices. 

 
 
It is proposed that: 
 

a) in order to ensure equality of opportunity, extensions should be permitted 
 

b) a common approach to extensions to student work should be developed, noting that 
Professional Body requirements or restrictions would be considered for specific 
programmes where applicable.  
 

c) the extensions process operates alongside the EC process with clarification on when 
each would be applicable (details to be agreed in liaison with relevant School and 
Professional Services colleagues) 

 
 

QUESTION 1 
 

i. Does the Board of Studies agree with proposals a), b) and c) 

ii. If not, please provide a rationale and suggest an alternative model which would offer 
consistency and transparency for students.  
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2. Administration of requests for extension 

 
Lack of a uniform approach to administering extensions across City gives rise to significant variations in 
how requests are submitted, considered and reported. While extension procedures are applied at School 
level in three Schools, in the remaining two and LEaD the provisions are established at programme level.  
 
Across the University, extension requests can be made by e-mail, EC form, and five different Extension 
Request forms. Some claims are considered by individuals such as Programme Directors, Supervisors or 
Course Officers, while others are scrutinised by Extensions or Extenuating Circumstances Panels. In 
some cases only evidence based claims are allowed and the EC guidance is applied, whereas in others 
requests tend to be approved with less stringent scrutiny.  
 
A variety of tools are used for recording outcomes of successful extension requests, including E-Vision, 
Moodle (by extending submission deadlines), local spreadsheets, email trails, or personal files. 
Unsuccessful requests can be overseen by a Course Office, Programme Directors, or not at all.  Students 
may be notified of the outcome by email or in person.   
 
Likewise, there does not seem to be a consensus on whether and how to monitor the number of 
extensions requested by and/or granted for each student, which means that early warning signs indicating 
that a student is either struggling with their studies or developing undesirable patterns of behaviour are 
often missed.  
 
The current methods of recording (or not recording) extensions to assessment deadlines prevent Schools 
from retaining oversight of the extent of the activity, differentiating extensions from extenuating 
circumstances and tracking cases.  Greater transparency of process and clarify of recording activity will 
provide more robust data for consideration alongside other information on progression, retention and 
student satisfaction. 
 
Finally, periods for approved extensions range from one week, through 10 days, 2 weeks, 20 days, 4 
weeks, and up to 8 weeks. At least 3 programmes do not have a set extension period and leave this 
decision to the module leaders or PDs’ discretion.  Some students are invited to request the length of the 
extension period timescale themselves.  
 
The range of extension periods granted and methods of recording outcomes can mean that students are 
submitting work after their peers have received their marked work.  This can not only impact on their other 
module assessments, but also the monitoring of assessment and feedback turnaround times, timing of 
Assessment Boards, completion and progression and could also offer an unfair advantage to some 
students.  
 
It is recognised that it may be necessary to have a range of extension periods to reflect the diverse 
assessment types in operation across City and the programme types.  It may not be appropriate to offer 
extensions for some types of assessment. 
  

 
It is proposed that: 
 

a) a common approach is adopted for students wishing to request an extension 

b) extensions are requested via single point of contact within the School, such as an online 
form, (similar to but independent from the Extenuating Circumstances form on E-Vision) 
to ensure students know where to submit an application. 

c) to increase transparency in the decision-making process, extension requests are 
considered by more than one person, or a Panel  

d) guidance on extensions will be devised to differentiate extension requests from EC 
claims  

e) there should be a clear deadline for extension requests (details to be agreed in liaison 
with relevant School and Professional Services colleagues) 

f) all extension requests are to be supported by evidence 
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g) records of successful and unsuccessful extension requests are to be kept on the 
students’ records and centrally within the School (to inform e.g. potential support 
needs, monitoring of trends, assessment and feedback turnaround data), e.g. on E-
Vision 

h) set period(s) of additional time should be applied to standard coursework and 
dissertations 

i) only one extension per submission is allowed, if an issue persists, the student will be 
advised to submit ECs 

 

    QUESTION 2 

i. Does the Board of Studies agree with proposals a), b) c) d) e) f) g) h) and i)  

ii. If not, please provide a rationale and suggest an alternative model which would offer 
consistency and transparency for students. 

iii. With regard to a) are there any assessment types which should be excluded for 
practical reasons (i.e. groupwork, presentations, practical assessment).  

iv. With regard to c) should extension requests be considered by an EC Panel, a separate 
Extensions Panel or other arrangement (e.g. consideration by an academic member of 
staff with knowledge of the assessment in question and another staff member who 
retains oversight of the process and constancy of practice?  

v. With regard to e) please specify what circumstances would justify extensions to 
deadlines (i.e. should these be the same as those in place for the EC process or 
broader?  What other circumstances could be considered?)  

vi. With regard to h) what maximum period of extension is appropriate for 1) coursework 
and 2) dissertation 3) other types of assessment (please specify)? 
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3. Late submission of work and associated penalties 
 
 
Practices on handling late submission of coursework vary between and within Schools in the same 
manner as norms on extensions. The two most common approaches are: 
 

 a zero tolerance policy whereby students who fail to submit work by the deadline are awarded 
a mark of 0% and  
 

 a sliding scale policy which applies penalties for every day the assignment is late without prior 
arrangement, for instance a deduction of 5 marks per day.  

 
If work is submitted after the deadline, practice varies as to whether the work will be marked.  In 
addition, some departments give feedback on late coursework which has been awarded 0 marks for 
non-submission whilst others do not.  
 
Whilst is acknowledged that students should manage their assessments appropriately, initial 
discussions with ADEs, the SU VP Education and Union Support (Appendix 2) highlight concerns 
about the overall impact of having a zero-tolerance for late work policy on student retention, 
progression and satisfaction.   
 
It is believed that a consistent approach across the University for the late submission of coursework on 
undergraduate and postgraduate taught programmes would make the process fairer and more 
transparent. It is also recognised that the policy should aim to reinforce the essential employability skill 
of time management, whilst ensuring that all students are treated equitably and do not gain an unfair 
advantage by being granted a chance to submit their work late.  
 
It has also been requested that this consultation includes consideration of the introduction of standard 
practice and/or penalties for students submitting work which is substantially over or under the set word 
count for an assessment.  Current practices include application of significant mark reductions or 
refusal to mark work beyond the given word count. 
 
Currently, if students are unhappy with the outcome of the late work process, some Schools would 
consider this through the standard appeals procedure whilst others would meet the student to explain 
why the decision had been made.   
 

  

It is proposed that: 

a) a defined penalty or range of penalties should be developed for late 
submissions, for instance a reduced mark would be awarded if the work is 
submitted within an agreed extended period, but no marks would be awarded if 
the new deadline is missed (details to be agreed in liaison with relevant School 
and Professional Services colleagues) 

b) feedback for late submissions is provided 

c) a standard range of penalties is developed for the submission of work which is 
significantly under or over a set wordcount (details to be agreed in liaison with 
relevant School and Professional Services colleagues) 

d) there should be a common approach to considering appeals related to students 
unhappy with the outcome of the process 

 

QUESTION 3 

i. Does the Board of Studies agree with proposals a) b) c) and d) 

ii. If not, please provide a rationale and suggest an alternative model which would offer 
consistency and transparency for students. 

iii. Does the Board have further comments on a) b) c) or d) to inform the drafting of policy 
and guidance documentation?  
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APPENDIX 1 
 
 

SUMMARY OF THE CURRENT REGULATION: EXTRACT FROM 2017/18 ASSESSMENT 
REGULATIONS 

 
 

4.4   PARTICIPATION AND ATTENDANCE  
 
Boards of Studies must approve arrangements for participation in all forms of assessment (including 
participation, late participation and any extensions that may be permitted in certain circumstances, usually 
where a student has submitted Extenuating Circumstances) and these will be detailed in the Programme 
Handbook.  These procedures will take into account the nature of the subject area and any professional, 
statutory or regulatory requirements.   
 
Students are expected to attend scheduled lectures, tutorials and laboratory sessions and are required to 
participate in all assessment components by the specified deadlines.  Assessments must be submitted in line 
with the arrangements approved by the Board of Studies. 
 
Attendance for some students on some Programmes and/or Modules is mandatory, often to meet PSRB 
requirements. Where this is the case, the requirement for mandatory attendance is set out in the Module and 
Programme Specifications, and attendance will be recorded and will count towards the successful completion 
of a Module or Programme Stage.  These requirements will normally lead to a pass or fail and will not normally 
contribute to overall Award classification. 
 
Where a student participates in, but fails a component or Module, resit rules apply (see Section 4.7). 
 
4.4.1       Late Participation in an Assessment 
 

Where late submission is permitted, the penalties for late submission and arrangements for 
extensions are determined by Programme Teams, approved by Boards of Studies and published in 
the relevant Programme Handbook.    
 
If late submission is permitted, penalties will apply where a student:  
 participates in an assessment after the due date where a deadline has not been extended and 

there are no Extenuating Circumstances. 
 has been given an extension but participates in the assessment after the extended date but 

within any stipulated timeframe. 
 
4.4.2       Failure to Participate 
 

Where a student fails to participate in an assessment component and has no Extenuating 
Circumstances, then that component will be considered to be failed.  No mark or credit will be 
awarded and a resit opportunity will be offered subject to the rules in Section 4.7.2. 
 
A student who has not met the pass requirements for the Module and who does not complete any 
required resit assessment by the required date will be withdrawn from the Programme by the 
Assessment Board in accordance with the rules in Section 4.7.2. 
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APPENDIX 2 
 
SUMMARIES OF INITIAL DISCUSSIONS WITH REPRESENTATIVES FROM THE SU AND UNION ADVICE 
SERVICE, THE ASSOCIATE DEANS EDUCATION, AND LEAD 
 
The following notes summarise key considerations highlighted during discussions which informed the 
compilation of this consultation paper. 
 
  
1. Summary of initial discussion with the SU VP Education and the Union Advice Service 
 

Extensions to student work 

 Agreed that a common approach to extensions would ensure fair treatment of all students. It was also 
pointed out that some flexibility may need to be allowed to accommodate programme specific 
requirements characteristic of professional courses attended by students juggling full time work with 
studies.    

 Requested that the extensions process would be separate to and independent from the EC process 
as it has been noted that there is currently potential for confusion between staff, students and the SU 
Advice Service where the EC and extensions processes are not clearly defined as being separate.  

 

Administration of requests for extensions 

 Broad agreement with proposal for a common framework noting that it should not disadvantage 
particular groups, such as students on placements. 

 Agreed that there should be a single point of contact within the School for requesting extensions, such 
as submission via an online form, however in line with their desire to keep extensions separate from 
ECs, it was suggested that the extensions form is not imbedded in the existing EC form on E-Vision, 
but rather an independent solution is developed.   

 Recommended that separate extensions panels deal with extensions requests to prevent a habitual 
application of the EC guidance in consideration of extension requests. It was proposed that extensions 
panels convene on a more frequent basis than EC panels which occur once or twice a term, and 
consist of the person who set the coursework and has an understanding of time implications and one 
additional person to give an oversight of the process.  

 Recommended that there is a clear demarcation of eligibility criteria between extensions and ECs in 
order to prevent the former from falling into a trap of merely emulating the latter. Recommended that 
extensions should attract more leniency than ECs and proposed dropping the requirement of 
unpredictably and broadening the grounds on which extensions can be sought.  

 Agreed that some sort of vetting mechanism is necessary to avoid mass extensions requests that 
would have knock-on effect on turnaround times.  

 Agreed with proposals relating to record keeping and limiting student requests to one extension per 
submission. 

 Agreed that there should be set periods for certain assessment types and recommended that 
extensions be granted for a short period of time in order to ensure that they do not take students out of 
‘sync’ with other work. For instance, it was proposed that standard assessments allow for extensions 
of up to 5 calendar days and dissertations of up to 10 working days.  

 

Late submission of work 

 Strongly disagreed with a zero tolerance policy as it severely impacts progression and retention. It was 
noted that there is a strong sense of injustice among students who pay high fees, meet most of 
learning outcomes but still risk being withdrawn if they fail to submit on time just one piece of 
coursework. It was felt that this is too harsh and also has a negative impact on student satisfaction. On 
the other hand, introduction of a sliding scale of penalties that allows for lateness of up to 5 days 
would reduce the number of appeals and complaints. 

 Considers that feedback should be provided for late submissions and there should be a common 
approach to appeals. 
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2. Summary of initial discussions with ADEs. 

 

Extensions to student work 

 Agreed that there is a need for a clear policy on extensions that would guarantee fair and equitable 
treatment of students across all Schools. It was also recognised that standard coursework and 
dissertations would require different extension periods.  

 Schools currently have diverse methods of dealing with extension requests which were adopted in 
accordance with the needs of their programmes; e.g. for Professional courses and those with weekly 
coursework it would not be manageable to have extensions panels for every coursework in order to 
provide students with timely responses. Where extension requests are currently being dealt with by 
panels, this is to ensure consistency.  The need for appropriate oversight of decision making was 
acknowledged to ensure transparency.      

 

Late submission of work 

 Agreed that the discussion on late submission of coursework is overdue and that the considerations 
should take into account the impact that a zero tolerance policy would have on students in terms of 
progression, retention and student satisfaction.   

 Noted that there should be caution over the introduction of a sliding scale of penalties as this would be 
difficult to manage especially in the case of big cohorts where keeping track of various submission 
dates and corresponding penalties.  

 A revised framework should be wide enough to encompass the varied student groups and assessment 
types but should not be too lenient; the penalties should be sufficient to prevent overuse of the 
extension process.   For instance, a ‘sudden drop’ approach could be introduced whereby students 
are given a ‘grace period’ during which a standard penalty is applied. If students fail to submit their 
coursework during the ‘grace period’, they would be awarded zero for non-submission.  

 

3.    Summary of initial discussions with LEaD.  

 LEaD stressed the need for a flexible approach to professional courses which cater for working 
students. The majority of students are part-timers doing block modules with various patterns of 
attendance.  It was acknowledged that a range of extension periods may be required to reflect the 
diverse assessment types. 

 


