MANSFIELD STATE HIGH SCHOOL
APPLICATION FOR EXTENSION ON DUE DATE FOR ASSIGNMENT

	NAME
	
	FORM CLASS
	

	STEPS
1. Check student handbook for eligibility for extension and tick the appropriate box.
I am eligible for an extension according to the assignment policy because:

· I have been absent due to illness for an extended period of time and I have a medical certificate.

· I have been absent due to other commitments, for an extended period of time, and I have supporting documentation.

· Other – explain in Section A below.

2. Complete section A, parent/guardian to sign and date

3. Section B to be completed and signed by class teacher

4. Section C to be signed by Head of Department

5. Section D to be signed by Principal

6. Return completed form to class teacher

	SECTION A TO BE COMPLETED BY PARENT/GUARDIAN and STUDENT

	Subject
	
	Assignment topic
	

	Date assignment given
	
	Checkpoint Date
	
	Final due date
	
	No. of class lessons given
	

	Reason extension requested

(please provide specific dates of absences and/or illness)
	

	Parent’s/guardian’s signature
	
	Date
	

	SECTION B – TO BE COMPLETED AND SIGNED BY TEACHER

	Teacher Name
	

	COMMENT ON STUDENT’S WORK EFFORT TO DATE ON ASSIGNMENT

	Extension Supported?
	YES/NO

	Teacher’s signature
	
	Date
	

	SECTION C – TO BE SIGNED BY HEAD OF DEPARTMENT

	Extension Supported?
	YES/NO

	New date for submission of assignment
	

	Head of Department
	
	Signature/Date
	

	SECTION D – TO BE SIGNED BY PRINCIPAL

	Extension approved
	Yes/No

	Principal’s signature
	
	Date
	


