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write that mid-term exam). The Faculty office recommends that you clearly list
communication expectations in the course syllabus, if you expect students to contact
you within a certain time-frame. If employing this method, please allow for flexibility in
cases where students are unable to contact you within this guideline.

1 If astudent does not follow up with an instructor regarding theiracademic
consideration request, the instructor can assign a grade accordingly.

1 Students requiring additional guidance on submitting

1 Students needing guidance with this type of request can view the “Short-term request with
documentaton” video tutorial, found on the Academic Consideraton \Webpage.

3. Long-Term: (Between 4-Days And 3-Months)

All requests for Consideraton must be submited through the Academic Consideraton Portal.

This type of academic consideraton applies to students who are requestng consideraton for over 4-
days and up to 3-months due to experiencing a long- term extenuatng circumstance. This ofen
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temporary designaton reserved for a course in which a student has not completed all
term work foracourse or when the deferred fnal examinaton will take place afer the
submission of grades. The student must have partcipated actvely in the class and only one
or two elements of the class may be outstanding. Please note that the latest date by
which the outstanding course requirements must be completed is the end of the
subsequent term. Any further extensions based on contnued extenuatng circumstances
will require a writen petton to the Associate Dean (Academic). Students with
extenuatng circumstances who have been unable to complete the majority of their work
in a course should instead consider submitng an petton to drop the course. Instructors
are welcome to use the "Permission for an Incomplete Grade or Deferred Examinaton”
formoradaptitif they wish to formalize their agreement with the student regarding the
date of the deferred exam.
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Comparing The Diferences: Request For Academic
Consideration Vs. Accommodation Plan
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Using Universal Design To Facilitate Consideration

What is universal Design for Learning?

Universal Design for Learning (UDL) is an approach to teaching and learning, inspired by Universal
Design, that uses cognitive science around how people learn to remove as many barriers to learning for
as many people as possible. For more information on UDL, please see the CentreforTeachingand
Learningwebsite.

Here below are some tips and tricks crowdsourced from faculty across Arts and Science:

1. Tests and Quizzes:
1
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Break a large project into parts (outline, bibliography, intro/review, discussion/conclusion),
give each part a diferent deadline and mark it separately.

. Frequent Small Stakes Components -e.g. labs, responses:

Count only the best results in fnal grade (e.g. best 8 of 10).

No late penalty for frst late assignment.

Set a deadline for the assignments, but a later date on which students start losing marks if
they stll haven’t submited with a fnal date afer which assignments will not be accepted.
Have midnight deadlines, rather than in the middle of the day.

Create more assignments in course, each worth smaller proporton of fnal grade.

For mandatory atendance components, allow all students 2 (or more) classes that can be
missed without penalty

To deal with missed in-class assignments, create ahead of tme a set make-up assignment
with a 2- week extension (open on onQ for 2 weeks). Make up assignment requires that a
student reads an artcle because they missed the lecture.

Allow students to elect not to do in-class assignments and have 10% added to the final exam
In seminar classes, don’t mark partcipaton on aweekly basis-instead assign a global mark at the
end of the year. Keep notes on a weekly basis to aid your memory!

For labs and presentatons, set aside last 2 weeks of the term for presentaton of missed work.

21
Back to Table of Content



FAS Instructor Handbook 2024-2025

l

l

ThereareXmidtermtestsaswellas acumulatve fnal exam. Should you do beter on
your fnal exam than one or more of your midterms, your lowest midterm test score
will be dropped, and that weightadded to your fnalexam.”

Those receiving permission to write a deferred fnal exam will be expected to come to
campus to write their exam on Friday, January 5th, tme and locaton TBA. Requests for
individualized deferred exam dates cannot be accommodated.”
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Consideration Team.

4. Iwould like all requests sent to a specifc email address. Can you direct

students to do so?
As students input this information directly into the Portal which sends automated emails, we
cannot control where requests are sent. We recommend including a statement in your syllabus or on

onQ to inform students of the email address you'd| A
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10.

11.

Can | deny Consideration requests?

Academic Consideraton is a good faith process. Although we encourage Instructors to honour
requests where possible, there are cases where denying requests would be warranted (e.g. for
short- term requests where Universal Design has been employed, if a student has not completed
a proportonal amount of coursework, etc.). In these cases, other academic remedies may be
more benefcial for the student, and we recommend directng the student to speak to an
Academic Advisor regarding petton optons (i.e.: late drop, aegrotat standing, etc.). Please direct
students to our advising webpage for up-to-date informaton regarding making appointments.
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13. When should instructors give an Incomplete (IN) grade?

As per Academic Regulation 10.3.4: In caseswhere a student will receive a failing grade if all
outstanding work is not completed or the exam is not written, an IN grade will be submitted by the
instructor. A grade of IN will not be included in the determination of a student’s GPA, and any course
with an IN designation may not be counted for credit towards a degree program.

If the outstanding work is not submitted by the end of the subsequent term, the IN grade will (a19/Qq0 0 612 612!
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family members passed away on July 12th. The student can submit a new request pertaining to
this circumstance. The professor will receive a request for Consideraton pertaining to the
current academic term as the circumstance occurs in the new semester.

15. When should Instructors advise students to contact the Faculty regarding
petition options?

Depending on the timing and impact of the extenuating circumstances, the student may not be
able to engage in academic tasks to the extent that dropping the course should be considered.

Instructors should refer students to speak with an Academic Advisor or the Academic
Consideration Team in the Faculty Office to consider dropping a course before the academic
deadline. Dropping a course after the academic deadline requires an Academic Petition to the
Associate Dean (Academic).

16. What is the diference between “re-weighting” and an Aegrotat
Standing?

Re-weighting of marks: Allocation/shifting of marks associated with missed academic work to another
academic requirement that assesses similar learning outcomes. This type of academic consideration
should be used mainly when:

T Astudent has missed a small component of academic work; and/or

T Itis not possible to have the same assessment at a later tme because the component has been
compromised (i.e., answers posted or material coveredinclass); or

Itis not possible to set an alternatve assessment (with the same learning outcomes).
Itis possible to redistribute marks on a mid-
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17.

18.

19.

20

estimation of the student’s grade in the class based on the work completed. If the request is
granted, this estimated letter grade will appear on the student’s transcript together with a note
reading “Aegrotat Estimated Grade.” Students may be granted Aegrotat and/or credit standing for
amaximum of 36.0 units during their entire program.

What to do when an Instructor teaches one half of a full-year course?

It is the student’s responsibility to contact the instructor teaching the portion of the course to
which academic consideration applies. Should the instructor no longer be available to contact,
then students should be directed to contact the Department Head for support.

Instructors should also update their auto emails to direct students to contact the Department Head
after the portion of the course that they are teaching has ended.

What should departments do if the Instructor is on sabbatical, or their
contract has ended?

It is the responsibility of the Department Head to assign a new instructor to oversee any Incomplete (IN)
grades for courses for which the Instructor is on sabbatical or if their contract has ended. Instructors who
are on sabbatical or have completed their contract should also update their auto-e-mails to direct
students to contact the Department Head after the course has ended.

A student in my course needs to defer their exam. How is this arranged?

If the request for academic consideration pertains to a time period when a final examination is
scheduled, please note that the decision to defer an exam is at the discretion of the Instructor. Deferred
examinations may be scheduled as early as the day after the student’s consideration period ends or up to
maximum of the end of the subsequent term.

On-Campus/Online: The central Exams Office will communicate pertinent deferral information and
deadlines with Professors prior to each exam period. Although their office coordinates most deferrals,
there are circumstances where the Professor may arrange for their own exams. Please refer to this
semesterly correspondence for further details and contact exams@queensu.ca, should you have
additional questions.

BaderCollege: Professors ofering exam deferrals for courses at the Bader Internatonal Study Centre (BISC)
should notfy Deputy Director, Dr. Anna Taylor at: bc.deputyad@gueensu.ca.

. A student in my course has been granted Academic Accommodation. How

do | arrange an accommodated exam?

It is the student’s responsibility to contact the Professor 10 business days before the date of
the exam. Students registered with QSAS before November 15th (Fall) and March 15th (Winter)
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will be guaranteed their exam accommodations for the upcoming exam session.

Ifa studentis granted Accommodation less than 10 days prior to an exam, they may be
eligible for Consideration and an exam deferral instead.

On
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