

	Student Name
	

	Course
	
	Date
	



Missed Work – the following work has not been handed in:


Original Due Date: 		

Reason - please indicate why the work has not been submitted:


Next Steps – we have agreed to the following


New Date for Submission: 	

Once the new date has been agreed upon, the student must submit their work on time; failure to submit work by the new deadline means the student will receive a mark of incomplete. In consultation with the school administration the teacher will then determine at reporting time whether this should be recorded as a mark of zero.

I understand it is my responsibility to complete and hand in assignments on time. I have not yet completed/handed in the following assessment:

Student Signature: 	

Teacher Signature: 	

Parent/Guardian Signature: 	
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(for students under 18 years of age)
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