SHERWOOD SECONDARY SCHOOL
REQUEST FOR EXTENSION FORM
Student Name: ____________________________________

Course: _______________

Teacher Name: ___________________________________

Semester: _____________

Original Due Date: ________________________________

Today’s Date: ____________
INSTRUCTIONS:

· For grades 11 and 12 courses, students are to complete this form a minimum of 24 hours before an assignment is due.
For grades 9 and 10 courses, students are to complete this form up to and including the day the assignment is due.

· You are allowed TWO requests per course for each semester.
· The student must meet with the teacher and the teacher, in consultation with the student, establishes a new due date.
· Failure to complete and return this form will result in a zero for the late assignment.

· Forms are valid only if signed by the student, parent/guardian, and teacher.

· Students agree to submit the assignment by the agreed upon extended due date or receive a mark of zero.
Reason for Extension:

I have not yet completed/handed in the following assignment: _______________________ because 
______________________________________________________________________________

In order for me to complete the assignment, I need to: 


__________________________________________________________________________


__________________________________________________________________________

I will complete this assignment/evaluation by the following date:

	Student Signature:  _____________________________________

Teacher Signature: _____________________________________

Parent/Guardian Signature: ______________________________

(required for students under 18 years)
	Parent/Teacher Contact
Phone # ______________________

Date: __________________

Time: __________________

School phone number:

905 – 383 -3377
Extension: _________________




LATE ASSIGNMENTS PROCESS

The late assignment policy applies to summative evaluations where overall or specific expectations need to be performed. This includes end of unit summative activities, long-term assignments, rich performance tasks and labs, and major essays.
This does not include quizzes, homework checks, and daily assessments. 

This is up to the discretion of the department.
The request for an extension does not apply to the final culminating activity at the end of the course.

PROCESS




STEP 1:
The teacher, in consultation with the students, establishes a due date for the assignment or evaluation.  Students record the due date in their agenda.

STEP 2:

The student completes a Request for Extension Form. 

Grades 9 & 10 courses – up to and including the day the assignment is due. 

Grades 11 & 12 courses - 24 hours prior to the due date.

On the Request for Extension Form the:

a) student clarifies the reason for not completing the evaluation by due date 
b) teacher, taking into consideration the reason for missed deadline, establishes a new due date

c) teacher assists student with time-management skills to facilitate the submission of the evaluation on time. 
d) teacher makes contact with parent by sending the request form home for signature.  Follow up as needed.
STEP 3:

Student submits evaluation by negotiated due date.

OR

Student does not submit evaluation by due date. A zero mark for the missed evaluation is recorded.
									This is the final submission date.








