MISSED WORK FORM
DR. CAROL J.V. FISHER
LENOX MEMORIAL MIDDLE & HIGH SCHOOL MAKE-UP POLICY:

Excused Absence: An absence is considered excused when the parent/legal guardian contacts the school and provides a legitimate excuse for the absence.  Students whose absences are excused have the right to make up tests and as much classroom work missed as each teacher deems essential. It is the student's responsibility to schedule makeup arrangements with each of his/her teachers. Work missed due to one or two absences should be made up within two school days. Work missed due to longer absences should be made up within five days.

Unexcused Absence: An unexcused absence is considered a major infraction of school rules
and will result in one or more days of either in-school or out-of-school suspension.  Students
missing tests and other classroom work due to unexcused absence(s) may lose their right to make up work missed as a result of such absence(s).

STUDENT NAME: ____________________________________________________________

DESCRIPTION OF MISSED WORK: ____________________________________________

LINE # ON GRADE SHEET: __________________________________________________
ORIGINAL DUE DATE: _______________________________________________________

NEW DUE DATE (no penalty):
in my mailbox in the front office by 7:30 AM on ____________________________________

IS MAKE-UP WORK TO BE PROCTORED? (check one)

_____  YES (see instructions on reverse side)

_____   NO

PROCTORED MAKE-UP INSTRUCTIONS
TO THE STUDENT:
· This must be proctored by an adult.  
· Kindly ask an adult if they are willing to proctor you.  Please have them read the proctor instructions below.

· The proctor will return this form to me, together with your quiz/test.
· Good luck!

TO THE PROCTOR:
Thank you for proctoring this quiz/test for ________________________________________.

Please collect the quiz/test from the student at the required time.

Please put both the quiz/test and this form in my mailbox, or under my office door.

allowed time: __________________________________________________________________

today’s date: __________________________________________________________________

PLEASE MARK START TIME: _________________________________________________
PLEASE MARK END TIME: ___________________________________________________
Please administer the quiz/test according to the instructions below.

(Items which do not apply have been crossed off.  Items which do apply are circled.)

· The quiz/test should have been delivered to you in a sealed envelope, with my name written across the seal.  If it was not delivered to you in this way, please let me know.

· no calculator allowed
· calculator allowed
· no books or notes allowed
Additional instructions:
ADULT PROCTOR SIGNATURE: ______________________________________________

AGAIN, MANY THANKS!
