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Students may not have more than 3 open extensions. Additional extension requests will be denied.
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	All course work listed below is e-mailed to the professor with the registrar’s office cc’d (registrar@garrett.edu). If course work is not submitted by the due date, the grade indicated by the professor below will be recorded as the final grade and notification will be sent to the advisor.

PROFESSOR:  
	List work required to complete this course:	
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If the final grade is not filled in, an F will automatically be recorded if the student does not hand in the work by the due date below.
							
	
Permission is granted for this extension by

PROFESSOR'S SIGNATURE

	DUE DATE

See policy under point 1 on next page
	GRADE
If coursework listed above is not completed
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(sending from .edu e-mail address constitutes signature)
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Instructions and Expectations for Extensions/Incomplete Course Work
1. All course requirements are to be submitted to the professor by the class deadline or no later than the last day of the semester or term.  In the case of an emergency an extension may be requested. 
a) For Master’s students, extensions for fall and spring terms, if granted, must be completed by the first day of their next term of enrollment, not to exceed 3 months." For January and summer terms extensions may not exceed the final due date for coursework listed in the academic calendar. Faculty may set earlier deadlines with the student.
b) For PhD students, For PhD students, extensions must be completed by the last day of the next semester per the academic calendar.  
c) For DMin students, given the length of time granted to complete their paperwork, extensions are only approved in the very rare instances that an emergency has occurred, and an extension is necessary to maintain the student’s progress towards degree. Extensions for fall and spring semesters must be completed by the first day of their next semester of enrollment, not to exceed 3 months." For January and summer terms extensions may not exceed the final due date for coursework listed in the academic calendar. Faculty may set earlier deadlines with the student.
2. Students may not have any more than three active extensions at any one time. 
3. If an extension is granted for a prerequisite course, the student may not register for the next course requiring the prerequisite until the grade is complete or a petition approved. 
4. Students taking courses at other institutions are subject to the extension policies of the school at which the student is taking the course.
5. Faculty may choose to grade down for late work, including work completed as part of an official extension.  
6. All extension request forms are due to the registrar before the last day of the course.  A temporary grade of "Y" is listed on the grade report to indicate an approved extension
7. The student e-mails all extension work to the professor and copies the registrar's office (registrar@garrett.edu).  If the student misses the deadline, the registrar will record the grade indicated by the professor on the extension form.
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