Policies on Student Attendance, Participation in Group Work, Late Submission and Extensions
1.
Attendance

You should aim to attend all lectures, seminars and other learning activities for your course.  Not attending could affect progression through your course and ultimately could affect whether you have completed enough credits to graduate.  This is particularly important if you are studying a professionally accredited course where full attendance is required. Your department will inform you of its policy on attendance. 
2.
Non-Participation or Less than Full Participation in Group Work
For some modules you may be required to take part in assessed group work. So that all students can be assessed fairly for their contribution, you will be required to submit evidence of your participation in the group.  Your department will inform you of what this consists of and the marking criteria that will be used.

3.
Late Submission
Managing your time to meet your deadlines is an important skill for success both at University and in future employment.  It is important, therefore, that you do your best to hand in all work on time. If you submit work to be marked after the deadline your mark will be reduced by 5% for each working day the work is late after the deadline.  A working day includes working days within standard vacation times.  For example, if a submission date falls on the last day before the start of the Easter vacation, penalties would start to be applied from the following working day and not from the first day following the vacation.
If you submit your work more than 5 days late, your work will not be marked and it will be given a module outcome of NC (not completed). 

See the table below for examples. 

	Number of days late
	Penalty

(Mark reduced by 5% for each working day work is late)
	Calculation 

(Multiply the original mark by)
	Mark awarded when reduced by 5% per late day*

	
	
	
	Example A 

Original = 60
	Example B 

Original = 50

	1
	5%
	0.95
	57
	47.5

	2
	10%
	0.90
	54
	45

	3
	15%
	0.85
	51
	42.5

	4
	20%
	0.80
	48
	40

	5
	25%
	0.75
	45
	37.5

	6 or more
	Not completed
	
	NC
	NC


* standard mathematical rounding rules should be applied and marks should be rounded up.
4.
Extensions 
If you are unable to hand in your work on time due to special circumstances you should ask for an extension by completing a special circumstances form http://www.shef.ac.uk/ssid/forms/special.html. and handing it in to your department. You may also need to submit medical evidence or other documentation where appropriate.    Examples of special circumstances are medical problems, personal or medical problems arising from disability or specific learning difficulties, extreme personal and family problems, a serious incident (e.g being affected by a crime) and in the case of part-time students only, work-related problems,.  You must get the departments’ approval for an extension before the deadline or it will be penalised for being a late as above.
