OWENS COMMUNITY COLLEGE

PROCEDURES
Course makeup work Board Policy No.: 3358:11-2-64
PROCEDURES:
1. Introduction. The procedures supplement the Board-approved policies for course

makeup work for students and for the accommodation for a student absence for the
observance of religious beliefs and practices.

Circumstances. For circumstances not listed below, the instructor has primary
responsibility to decide on a case-by-case basis if an absence is due to unavoidable or
legitimate circumstances and grant a request for makeup work.

The following circumstances are considered legitimate and require the student to provide
advanced notification to the instructor of the pending absence:

a. Observance of a religious belief and practice. The 3358:11-2-63 policy and
procedures may be found https:// www.owens.edu/trustees/policies/

b. Approved disability accommodations.
C. Participation in an intercollegiate athletic event.
d. Subpoena; jury duty; court-required activities.

e. Military service (including Ohio Revised Code 3345.53, military leave of absence
for student on activity duty).

f. College entrance exam (for example, PSAT, ACT, SAT) for a student in the
College Credit Plus (CCP) program.

The following circumstances should be considered legitimate and require student
notification to the instructor as soon as possible:

g. Illness, physical or mental, of the student or a student’s dependent.

h. Medical emergency of student, dependent, spouse, or parent who is in the
student’s care.

1. Bereavement, including travel related to bereavement.
] Accident or natural disaster causing damage or harm.
k. Circumstances related to Title IX (including pregnancy, parenting, sexual assault,

domestic violence, stalking, etc.) should be directed to the Title IX Coordinator at
titleix@owens.edu. The Title IX Coordinator will work with the student to
provide necessary accommodations or supportive measures to help them continue
progressing in their courses. Instructors should treat all Title IX matters as valid
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and not require documentation from the student. While advanced notice for
missing classes or assignments is encouraged, it may not always be possible. For
more information see the 3358:11-4-17 Title IX/Sexual Misconduct Procedures
and Guidelines at https:// www.owens.edu/trustees/policies/

3. Responsibilities.

a. Student. Provide advanced notification when a class or coursework is anticipated
to be missed.

1. The instructor has the right to request, and the student must provide, a
verification for the absences with the exception of a single episode
medical absence that does not require medical services.

ii. The instructor has the right to request verification from the student for a
single episode medical absence if (i) the student has had more than one
single episode medical absence in the class, or (ii) the single episode
medical absence involves missing laboratory sessions, exams, or important
graded in-class assignments.

The student should submit makeup work timely or in accordance with a deadline
from the instructor.

b. Instructor. The instructor will determine how a missed class or assignment will
be made up in a manner that fulfills an academic obligation.

1. The instructor must provide reasonable and timely accommodation or
opportunity to make up missed work, including exams or other course
requirements that have an impact on the course grade, if the student:

1. Was absent due to a legitimate circumstance; and,
2. Complied with the notification requirements; and

3. Provided verification for further information, if requested from the
instructor.

ii. Instructors are not obligated to accommodate a student who has missed
more than 25 percent of the coursework and/or attendance, even for a
legitimate circumstance, when arrangements for makeup work or an
incomplete would not be reasonable.

iil. Instructors should take all factors into consideration when determining
whether to grant an excused absence and how to make arrangements for
makeup work that has an impact on the course grade. If a student has
missed a component of the course that cannot be made up in the same
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manner, the instructor may substitute another activity or assignment to
assess the missed component.

iv. A deadline can be given to the student to complete the makeup work.

C. Academic Program. An academic program may establish more specific or stricter
criteria for notifying instructors and completing associated makeup work,
especially involving accreditation guidelines or when the absence involves
activities that may not be possible to make up, such as laboratory or clinical
sessions and performances.

4. Appeal Process. A student can request a grade appeal, in accordance with the 3358:11-
2-54 Grade Appeal Policy and Procedures. Academic policies and procedures may be
found on the Owens.edu website, Board of Trustees, Board Policy Manual
https://www.owens.edu/trustees/policies/
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