
Make-up Work and Extensions 

Students who miss a class obligation (exam, presentation, etc.) due to an excused absence will not be 
penalized - the instructor may offer a make-up test, arrange an alternative time for a presentation, 
exempt a student from the assignment, or provide another arrangement at his/her discretion. All make-
up work for missed assignments must be completed before the end of the course. 

Under exceptional circumstances, students may request a course extension from their course instructor. 
Final approval will be granted by the Associate Director, Professional Education. The Associate Director 
will provide a deadline for work submission; extensions will not be granted for longer than two weeks 
following the end of a course. All extension requests must be made before the final course meeting (on-
campus/off-campus/on-site) or end of the class (online). In such cases, students will not be permitted 
to begin a course for which the uncompleted course is a prerequisite until the uncompleted course has 
been completed. Missing the end date of a final assignment does not constitute an approvable reason 
for an extension. Students are expected to know and adhere to all course dates and assignment 
deadlines. 

If an extension is granted, an incomplete (“I”) grade may be temporarily awarded. An “I” grade must be 
replaced with a permanent grade (A, B..., F, etc.). If student work is not submitted/completed by the 
deadline issued, the “I” grade will revert to the grade earned based on the work that the student did 
complete. Instructors have the discretion to then impose a grade penalty for late/incomplete work. If 
the student did not pass the class, it may need to be retaken, at the full tuition rate, to complete a 
program or certification. 
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