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Policy on Extensions and Late Submission of Student Work 

From: Professor David Bolton, Deputy President & Provost 

Status: Version for approval 

Author(s): Malgo Chrzan 

Sponsor: David Bolton 

Executive summary 

City’s 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. 
Educational Quality Committee has undertaken a review of these local practices with the aim of 
establishing an institutional level approach to extensions and late submission in order to ensure 
that students are treated equitably.  

The proposed Policy on Extensions and Late Submission introduces procedures which will ensure 
transparency, fairness and contribute to the achievement of City’s KPI targets for Student 
Progression and Satisfaction across the institution. 

Action(s) required 
from the Committee: 

A. To approve the Policy on Extensions and Late Submission of
Work

B. To note that further work is planned to explore the feasibility of
developing an online system to support the management of a 
sliding scale of penalties for late submission.  

C. To approve the exemption requested by SHS as outlined in the
paper

The table below outlines which committees/groups have already seen the report and the resulting 
outcome/action from discussions. 

Committee date Committee title Outcome/action Action date 
Paper 
version 
number 

18 September 
2019 

Educational Quality 
Committee 

Recommended the Policy to 
Senate for approval. Noted 
that SHS would request to 
retain the School’s current 
sliding scale system for late 
submission. 

16 October 
2019 

Draft 
Policy 

version3 

18 September 
2019 

Equality Committee Requested amendments to 
Equality Impact Assessment 

Following 
Senate 

approval of 
the policy 

Draft 
Policy 

version3 

6 June 2019 Educational Quality 
Committee 

Requested further information 
on the feasibility of 
development of a 
technological solution for the 

6/06/2019 Draft 
Policy 

version 2 



2 

Committee date Committee title Outcome/action Action date 
Paper 
version 
number 

management of a sliding 
scale of penalties for late 
submission 

18 April 2019 Associate Deans 
Education Forum 

Agreed updates to the draft 
policy on Extensions and Late 
Submission of Student Work 

18/04/2019 Draft 
Policy 

version 1 
December 2018- 
February 2019 

Boards of Studies 
and the SU 

Rejected the draft Policy on 
Extensions and Late 
Submission of Student Work 

15 February 
2019 

Draft 
Policy 

version 1 
30 January 2019 Student Systems 

Prioritisation Sub-
Group 

Recommended development 
of technological solution for 
extensions with delivery 
scheduled for completion by 
September 2019 

This has 
now been 

de-
prioritised 

and delivery 
has been 
postponed 

Draft 
Policy 

version 1 

7 February 2019 Educational Quality 
Committee 

Approved the Draft Policy on 
Extensions and Late 
Submission of Student Work 
for the final consultations with 
the BoS and SU. 

Chair 
actioned in 
December 

2018 

Draft 
Policy 

version 1 

14 November 
2018 

Operations Board Made recommendations on 
operational, logistical and 
resource-related aspects of 
the Policy on Extensions and 
Late Submission of Student 
Work  

14 
November 

2018 

17 May 2018 Associate Dean 
Education Forum 

Made recommendations on 
operational and academic 
aspects of the Policy on 
Extensions and Late 
Submission of Student Work 
from pedagogical perspective 

17 May 
2018 

30 November 
2017 

Quality Forum Made recommendations for 
principles and parameters of 
the Policy on Extensions and 
Late Submission of Student 
Work from operational 
perspective 

30 
November 

2017 

November 2017 Boards of Studies 
and the SU 

Made recommendations for 
principles and parameters of 
the Policy on Extensions and 
Late Submission of Student 
Work from operational and 
pedagogical perspective 

31 January 
2018 

9 November 
2017 

Education and 
Student Committee 

Approved BoS consultation 
on the Policy on Extensions 
and Late Submission of 
Student Work.  

9 November 
2017 
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1. Introduction

City’s 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 (see 
Appendix 1 attached: 4.4.1 Late Participation in an Assessment). Educational Quality Committee has 
undertaken a review of these local practices with the aim to establish an institutional level approach to 
extensions and late submission in order to ensure that students are treated equitably. 

2. Current practice

The review of the procedures adopted at City, where the local practice is defined by departments and 
frequently varies between and within Schools, shows 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. 

The practice for handling late submission of coursework also differs between and within 
Schools in the same manner as the 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 set penalties for every day the assignment is late
without prior arrangement, for instance a deduction of 5 marks per day.

As a result, students from the same School, who on occasion may attend the same lectures, can be 
subject to different School practices for consideration of extensions and late submission. 

3. Rationale for the Policy

3.1. Fairness 

A consistent approach across the University to extensions and late submission of coursework 
is essential to make the process fair and to safeguard the integrity of assessment. Presently, 
students registered on programmes which do not have provisions for extensions are 
disadvantaged in comparison with their colleagues on programmes which permit extensions. 
The extension periods currently available at some programmes have a potential to create an 
unfair advantage for some students as their extended deadline may fall after their peers have 
received their marked work.  

3.2. Transparency 

The application of a uniform and easy to follow set of rules and procedures for extensions and late 
submission will ensure that the process is more transparent and streamlined for both students and staff. 

3.3. Support for City’s KPIs 

The proposed institution-wide approach to late submission which abolishes the prevalent zero 
tolerance policy will support City’s Student Progression and Satisfaction KPIs by reducing the 
risk of students failing their programme based on one piece of late coursework. This proposal 
is supported by the SU and City Union Advice.  Greater clarity of recording activity will provide 
more robust data for consideration alongside other information on progression, retention and 
student satisfaction.  

Item 14.5
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3.4. Student Welfare 

In line with City’s commitment to support the #stepchange initiative for mental health, the 
policy gives consideration to student wellbeing and mental health by providing students with a 
fall back option in the event of minor adverse circumstances impacting their studies.  

4. Principles of the policy

The proposed policy constitutes a consensus reached after extensive consultations with 
numerous stakeholders, including Boards of Studies, the Students’ Union, Educational Quality 
Committee, the Associate Deans Education Forum, the Quality Forum, the Operations Board 
and IT. The following principles, endorsed by all stakeholders, form the basis for the policy: 

a) There should be a university-wide Extensions Policy.

b) There should be a university-wide Late Submission Policy.

c) There should be provisions for exemption from both policies for programmes/ assessment
with an agreed rationale.

d) The Extensions Policy should uphold the existing high academic standards.

e) Both Extensions and Late Submission Policies should strive to inculcate excellent time
management skills in students.

f) The Late Submission Policy should moderate the high-stakes nature of the zero tolerance
approach which can lead to withdrawal due to lateness.

g) The Late Submission Policy should aim to deter students from missing deadlines without
making prior arrangements for an alternative deadline.

h) Both Extensions and Late Submission Policies should align with the principles of the
#stepchange Mental Health in Higher Education to promote a holistic approach to mental
health at City.

i) The administration of extensions should be expeditious to enhance student welfare.

j) Both Extensions and Late Submission Policies should establish mechanisms to actively
provide oversight of issues that may impact on progression, retention and student welfare.

k) Personal Tutors should be provided with sufficient information to monitor the occurrence of
extension requests and direct students to sources of help and support at key points.

5. Mode of administration

The implementation of the policy is contingent on a development and delivery of a 
technological solution to allow for swift processing of extension requests, avoid creating 
excessive administrative burdens and facilitate the oversight of the occurrence of extensions.  
This can be achieved through a modification to the existing Extenuating Circumstances online 
request form and discussions are in process with IT to facilitate this solution. 

6. The Students’ Union contribution

The SU have been a vocal advocate for the introduction of a uniform approach to extensions 
and late submission and a main contributor to the proposed policy. The SU’s influence clearly 
manifest itself through the student-centric character of the document which prioritises equality 
of opportunity and gives due prominence to student welfare. It is believed that the policy will 
significantly improve the student satisfaction as it has been created in response to the student 
voice. 
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7. Late submission – sliding scale

Some stakeholders have expressed their support for a sliding scale of penalties for late 
submission whereby the final mark awarded for the assessment is reduced progressively for 
each day the work is late (for instance a deduction of 5 marks per day for 5 days), provided an 
online system existed to support the management of this penalty scheme. Further work is 
planned to explore the feasibility of a development of an online solution for automatic imposition 
of penalties on a sliding scale.   

This will involve significant resource and an IT business case due to the nature of the 
requirements, should a solution be feasible using available technologies.  It is therefore proposed 
that this work is undertaken as a separate exercise without delay to the approval of the current 
version of the policy as recommended by Educational Quality Committee, so that students can 
benefit from a more equitable approach and the advantages of the policy during 2020/21. 

8. School of Health Sciences request for exemption from the Policy on Late
Submission

The School of Health Sciences (SHS) has provided a rationale for an exemption to the proposed 
method for determining the penalty for students submitting late work.  Educational Quality Committee 
has acknowledged that, whilst a technological solution to support sliding scale for implementation 
across the University would be unavailable for 2020/21 and subject to approval of additional financial 
resource, SHS is currently operating a manual system for calculating sliding scale penalties and the 
School wishes to retain this system.  

The rationale provided by SHS notes that 

• removal of the sliding scale which has been successfully used for a number of years would
have a detrimental effect on the student experience for at least 2 years for the current cohorts
affected by the change at City, and that this would be reflected in the subsequent NSS and
YourVoice returns; a view which is supported by the Students’ Union.

• the removal of the sliding scale currently in operation may also have a detrimental effect on
SHS being able to meet the progression KPI given that a small number of students are
currently submitting later than 24 hours after the deadline. This is in part caused by some
work needing to be submitted during clinical blocks when students may be doing shift work or
working 9-5 in a clinical department, the exact nature of which is beyond the School’s control
when setting assessment deadlines. Although students would be able to submit at second
attempt, the current SHS system allows for more flexibility to accommodate the nature of
clinical placement

It is therefore requested that SHS be an exception to the part of the policy proposal stated below, and 
that the sliding scale (see 8.1 below) is retained in order to help sustain the current levels of student 
feedback and not affect the SHS progression KPI. 

• Work submitted for assessment up to 24 hours after the submission deadline will receive a
penalty deduction of 10 marks, to a minimum of the pass mark, if the work is of a pass
standard.

• Work submitted for assessment more than 24 hours after the submission deadline will receive
a mark of zero.

8.1. Current SHS Sanctions for late Submission  

‘Deadlines for submitting your coursework/assignment will be provided by your module leader. 
You are reminded that it is your responsibility to ensure you are aware of all coursework 
deadlines, examination and other test dates. For each day your submission of 
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coursework/assignment is late without prior arrangement, you will receive a deduction of 5 marks 
per day for a maximum of 4 days.  Your coursework/assignment will be deemed late if it is 
submitted at any point after the 14:00 deadline e.g. if your coursework/assignment is submitted at 
14:01 then you will receive a 5 mark deduction. If you submit after the deadline, your work will be 
marked according to the late sanctions and you will receive an email indicating that your work has 
been received late. If the sanction takes the final mark below a pass, this will be capped at the 
pass mark. After the fourth day your work will be regarded as a ‘non-submission’ and will receive 
a mark of 0%.’ 

Senate is asked to approve this exemption. 
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APPENDIX 1 

SUMMARY OF THE CURRENT REGULATION: EXTRACT FROM 2018/19 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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Policy Update Cover Sheet 

Type of Policy � New Policy Development 
� Existing Policy Update 

Policy Name Policy on Extensions and Late Submission of 
Student Work 

Scope / Rational / Key 
Changes  
(As appropriate) 

The University does not have a consistent 
approach to extensions and late submission. The 
Policy aims to improve transparency and ensure 
that students are treated equitably. 

External Legislation / 
Regulations that must be 
considered 
Author Malgo Chrzan and Helen Fitch, Student and 

Academic Services 
Owner 
Date of Origin 
Version 3 
Date of next review 
Stakeholders for consultation Boards of Studies, the Students’ Union, Operations 

Board, Educational Quality Committee, Associate 
Deans Education Forum, Quality Forum 

Ratified by 
Resourcing & Financial  
Implications 
Implementation Expectations Policy to be implemented from 2019/20 following a 

development of an online system for the management of 
extension requests 

Evaluation of impact (for 
existing policies) 
Publication Website (If published) 

Intranet (For internal policies only) 
Other (please specify) 

For further information and 
queries please contact: 

Malgo.chrzan@city.ac.uk 

Item 14.5 
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Extension and Late Submission Policy 

This policy sets out the general principles relating to the consideration of applications for extensions 
to coursework deadlines and the approach to penalties for late submission of work.  

Introduction 

City believes that our students’ approach to their studies is an important factor in developing 
professional practice and preparing for future careers.  Students are expected to manage their 
learning efficiently and complete a range of assessments to demonstrate their knowledge.  

To help students prioritise their tasks and plan ahead, submission procedures, deadlines and the 
defined learning outcomes will be published by Module Leaders with sufficient advance notice. 
Programme Teams will ensure that assessment workload is balanced across the academic year to 
avoid a convergence of assessment, or ‘bunching’ of submission deadlines. Assessment strategies 
will be appropriately diversified across the programme in recognition that different students perform 
better in some types of assessment than others. However, it is recognised that during their studies, 
students may experience minor or major adverse circumstances which can affect their ability to 
complete their work on time.  

City is determined to support students during these events and ensure that they are not unfairly 
disadvantaged by circumstances outside their control which have demonstrable negative impact on 
their performance.  The Extenuating Circumstances process is available for students who experience 
unforeseen significant disruption to their studies due to such reasons. 

Students experiencing minor adverse circumstances prior to an assessment deadline may apply for 
an extension to the deadline as detailed in this policy.  Failure to meet the assessment deadline 
without prior agreement will trigger a penalty. 

Principles 

The aims of the policy are to: 

a) ensure consistent, fair and transparent practice across the University in respect of time
allowed to complete coursework

b) establish a culture of responsibility seeking to encourage students to take charge of their
educational experience

c) stress the importance of strict adherence to deadlines

d) support students in the development of efficient time management skills and the ability to
reconcile University work with external commitments or the unforeseen

e) support students whose ability to meet deadlines for submission of coursework or to complete
coursework to the required standard is affected by minor medical, personal or work-related
circumstances

f) safeguard the fairness of the assessment and to avoid creating an unfair advantage

g) promote good practice in the higher education sector through responding to the student voice

h) support City’s approach to promoting positive student mental health

i) provide clear, unambiguous guidance for staff and students
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Student Support 

Students experiencing difficulties which affect their performance in assessment or prevent them from 
taking assessment should seek academic advice as soon as possible. The University has a range of 
procedures in place which can be accessed by students who experience disruption to their studies: 

• Significant, short-term, unforeseen adverse circumstances are covered by the Extenuating
Circumstances Policy.

• Long-term, chronic conditions and disabilities are covered by the Reasonable Adjustments,
Fitness to Study, and or Interruption of Studies Policies.

• Support for students as parents is covered by the Maternity, Paternity Adoption and Student
Parent Guidance.

• Short-term medical, personal and work-related circumstances are covered by the Extensions
Policy.

Extensions Policy 

1. All undergraduate and postgraduate taught students can request an extension to an
assessment deadline provided they meet the eligibility criteria in Appendix A and their course
and assessment type are not exempt from the policy (Appendix B).

2. The maximum period of extension for coursework is 5 working days. Dissertation deadlines
will be extended by 10 working days. No penalty will be applied for work submitted within the
extended deadlines if an extension is granted.

3. Requests for extension should be submitted at least 2 working days before the assessment
deadline. Any requests submitted less than 2 working days before the due date may not
guarantee a response before the submission deadline.

4. Students must apply for an extension themselves. Members of staff, next of kin, public
officials or any other individuals are not permitted to request an extension on the student’s
behalf.

5. Students should produce documentary evidence to corroborate their application. All evidence
should be provided at the point of submission of the extension request at least 2 working days
prior to the assessment deadline. Examples of acceptable evidence types are listed in
Appendix C.

6. Supporting evidence must be presented in English.

7. Extension requests will be considered by a designated Professional Staff member. The
decision will be communicated to the student within 2 working days.

8. Students are advised to continue working on their assessment after submitting an extension
request and not to assume that their request will be accepted.

9. If no outcome is received by the submission deadline, the student is advised to submit the
latest version of their work pending the response.

10. Only one extension per assessment component can be granted. If more additional time is
needed, the student should be referred to the Extenuating Circumstances Policy, subject to
the Extenuating Circumstances criteria being met.
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11. Each application will be considered on a case-by-case basis therefore multiple requests,
submitted by the same student and within the same timeframe, may have different outcomes.
This is because the nature of assessment may vary.

12. No appeals will be accepted for declined extension requests.

13. If granted an extension, feedback for in-term assessment will be released within 3 weeks of
the extended deadline while feedback for end of module/ equivalent assessment will be
released within 4 weeks of the extended deadline.

14. In the event of an extension request not being granted, the rationale for the decision will be
communicated to the student.

15. Students are permitted to apply for Extenuating Circumstances regardless of the outcome of
their extension request or if they miss the deadline for submitting extension requests, subject
to the Extenuating Circumstances criteria being met.

16. Personal Tutors will be notified when a student requests an extension.  The Personal Tutor
will monitor the occurrence of extension requests for the emergence of early warning signs
indicating that the student is struggling with their studies or developing undesirable patterns of
behaviour.

17. The Assessment Board will maintain oversight of successful and unsuccessful extension
requests.

Late Submission of Work 

18. Late submission occurs when a piece of assessed work is submitted after the original
submission deadline or extended deadline where a subsequent extension is not authorised.
All instances of late submission will be subject to a penalty.

19. 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.

20. Work submitted for assessment up to 24 hours after the submission deadline will receive a
penalty deduction of 10 marks, to a minimum of the pass mark, if the work is of a pass
standard.

21. Only the mark with the penalty imposed will be recorded as the final mark for the assessment
component submitted late.

22. Work submitted for assessment more than 24 hours after the submission deadline will receive
a mark of zero.

23. Late work submitted within 24 hours of the submission deadline will not incur the late
submission penalty if it is not of a pass standard.

24. Feedback for late in-term assessment will be released within 3 weeks of the submission date
while feedback for late end of module/ equivalent assessment will be released within 4 weeks
of the submission date.
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25. The late submission penalty will be applied if the student does not meet the extended
deadline following a successful extension or Extenuating Circumstances application.

26. The late submission penalty will not be applied if the student meets the extended deadline
following a successful extension or Extenuating Circumstances application.
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Appendix A- Eligibility criteria 

The following examples are indicative and non-exhaustive. Requests will be considered on the basis 
of the extent to which the student is able to demonstrate that an event affected their performance in 
assessment. 

Acceptable criteria Unacceptable criteria 
Significant circumstances covered by the 
Extenuating Circumstances Policy where short 
extension period is required 

Poor time management 

Significant but foreseen circumstances which 
have demonstrable impact on the student’s 
academic performance (i.e. work and placement 
related circumstances) 

Social activities (i.e. holidays, parties, family 
events) 

Significant transport difficulties (i.e. cancelled 
flights or considerable disruption to public 
transport caused by adverse weather conditions) 
where online submission is not possible 

Everyday traffic difficulties (traffic jams, cancelled 
buses and trains where alternative means of 
transport are available) 

Minor ailments IT failure (unless City systems are the issue) 
Caring responsibilities Failure of group members to cooperate in 

groupwork 
Jury service, court attendance 

Appendix B- Exemptions 

Programmes which demonstrate a rationale for variation will be exempt from the policy. 

Course Assessment Type 
Any course where PSRB restrictions do not allow 
extensions to deadlines 

Presentations, music ensembles 

Practice based assessment/ clinical portfolios Group work 
Assessments which are scheduled for a 
particular time and require supervision or 
invigilation (i.e. exams, class tests, OSCEs) 
Placement and practical skills assessments 
Assessments which cover material that feeds 
directly into the consecutive class and therefore 
must be covered to enable full participation in 
future classes 
Assessment where any extension could delay 
the release of marks/ feedback to the full cohort 
(e.g. online quizzes) 

Appendix C- Evidence 

Relevant evidence Evidence unlikely to be accepted 
Official document issued by a public servant or 
person in authority (i.e. a medical practitioner or 
police officer) which is signed, dated and has 
verifiable contact details. 

Self-certification 

Tickets for long distance travel in the event of 
cancellation indicating the intention to travel and 
a press report on the disruption occurred. 

Evidence in a language other than English not 
accompanied by translation 

Correspondence from line manager which is 
signed, dated and has verifiable contact details. 

Retrospective evidence 

. 
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