
Late Policy 
Students in the MACAL program are expected to respect deadlines and submit assignments 
on time. However, we recognize circumstances can be challenging for working professionals. 
Students who know that they will be unable to meet deadlines due to extenuating 
circumstances should clearly communicate with their instructor(s) in advance of the 
deadline or, in cases where this is not possible, as soon as is reasonably possible. Extensions 
given should be reasonable and appropriate to the circumstances. 

For late assignments beyond six days past the due date or the agreed extension date, the 
maximum grade possible is a B-. Students who do not communicate with their instructor for an 
extension and have not submitted their assignments within two weeks of the deadline will 
receive an F on that assignment. 

 
The submission of academic work on time is a reflection of professional communication skills. 
Late assignments will therefore be penalized with a 10% deduction of the total points possible 
for the first day the assignment is late; on day two and onward, the penalty will be 5% per day 
late. Informal extensions for course work will be granted only if the learner notifies the 
instructor in advance of a deadline and the instructor agrees on a different due date. If the 
learner is unable to submit assignments on time due to unanticipated emergency situations, 
official documentation (doctor's notes, police reports, etc.) may be required by the instructor 
and/or the School Environment and Sustainability. Informal extensions cannot be granted if 
they delay course completion date. In such instances, a formal course extension must be 
pursued as outlined at the following link https://www.royalroads.ca/grade-notations  
 
For Final Course Assignments 

Students will be extended the courtesy of a reasonable extension, due to extenuating 
circumstances. As with mid-course assignments, the student should clearly communicate with 
their instructor(s) in advance, or in cases where this is not possible, as soon as is reasonably 
possible. Students should be mindful that the instructor has only 10 days to grade assignments 
before submitting grades and several late assignments can create work pressure for the 
instructor. Extensions given should be reasonable and appropriate to the circumstances. 

In cases where the student is late beyond six days for the final assignment of the course, the 
following University-wide grades should be applied. 

When considering requests from students for assignment extensions at the end of the 
course, MACAL instructors will use the following guidelines: 

 
• Up to a two-day extension: At the discretion of the instructor. 
• For an extension over two days, the Academic Regulations state the following: “A 

student may be granted an extension for completion of the requirements of a 
course due to unanticipated and/or extenuating circumstances. This is a 
temporary grade and must be accompanied by an extension deadline date. The 



new deadline date must be forwarded by the School Director (or faculty 
designate) to the Registrar's Office. Failure by the student to complete the 
requirements of the course by the deadline will result in a grade of F.” 

Process: 
The instructor should email the program head (cc program office) prior to: 

• making any arrangements with learners. 
• If the program head supports the extension, the instructor may then 

communicate the approved extension deadline date to the learner (cc program 
office and program head). 

• The program office will send program head approval to the Registrar’s Office. 

Extension Granted (EG) 

A student may be granted an extension for completion of the requirements of a course due to 
unanticipated and/or extenuating circumstances. This is a temporary grade and must be 
accompanied by an extension deadline date. This extension deadline date should be discussed 
and agreed to by both the instructor and the student. The new deadline date must be 
forwarded by the School Director (or faculty designate) to the Registrar's Office. Failure by the 
student to complete the requirements of the course by the deadline will result in a grade of F. 

Incomplete (INC) 

INC is a temporary grade that is assigned when the required course work has not been 
completed by the course end date or to the satisfaction of the instructor. This is used only 
when a student's performance has been satisfactory and successful completion of the 
remaining assignments or final examination would enable the student to pass. A maximum 
grade achievable on completion of the requirements is a "D" for undergraduate and a "B-" 
for graduate courses. To cover additional grading costs, students will be assessed a fee in 
accordance with the University's approved ancillary fees. If the outstanding course work is 
not completed satisfactorily within 20 working days of the course end date, a student will 
automatically receive a grade of F 

 
 


