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Elementary Incomplete Classwork Intervention Plan
[bookmark: _18g2c3z03lel]Grades 3–5
[bookmark: _rqrn1i860gfx]Purpose
The purpose of this plan is to provide a consistent, progressive system for addressing uncompleted classwork among students in grades 4 & 5. The plan is designed to give students multiple opportunities to correct their work habits, complete missing assignments, and get back on track before privileges are restricted.
The goal is not to punish students for falling behind. Instead, the process provides increasing levels of support and accountability while recognizing that students need structure, encouragement, and opportunities to make better choices.
A key component of this plan is that missing assignments will be counted by day, not by individual subject area. This prevents a student from being disproportionately impacted when multiple assignments are missing from the same school day.

[bookmark: _jij5hrinmnjl]How Missing Assignments Are Counted
For the purposes of this plan, a missing assignment is counted as one missed day of required classwork, regardless of how many individual subject areas or assignments were incomplete on that day.
For example:
· A student does not complete required work in Math, ELA, and Science on Monday → 1 missing assignment/day
· The student does not complete required work on Tuesday → 1 additional missing assignment/day
· Total → 2 missing assignments
This system provides a more accurate picture of a student's overall work completion and prevents multiple missing assignments from one day from immediately moving a student through several intervention levels.
Teachers will maintain accurate records of uncompleted work and communicate with students regularly regarding what must be completed.

[bookmark: _mmh35t77utgj]Four-Tier Intervention System
[bookmark: _aya8cc12umhu]Tier 1 — Parent/Guardian Contact
[bookmark: _g6xc28j388mk]At 4 Missing Assignments
When a student reaches 4 missing assignments/days, the classroom teacher will intervene.
The teacher will:
1. Review the student's missing work with the student.
2. Discuss the reason(s) the work has not been completed.
3. Develop a plan with the student to begin completing missing work.
4. Contact the student's parent/guardian by phone.
5. Document the parent/guardian contact and the intervention provided.
6. Continue monitoring the student's progress.
The purpose of Tier 1 is to make sure the student and family are aware of the concern before the situation becomes more serious.
At this stage, the emphasis should be on communication, encouragement, problem-solving, and helping the student establish successful work-completion habits.

[bookmark: _aqau09nd0u5m]Tier 2 — Peer Mentor Program
[bookmark: _caty2339icxx]At 6 Missing Assignments
When a student reaches 6 missing assignments/days, the student will be referred to the school's Peer Mentor Program.
The peer mentor intervention is intended to provide an additional positive support system. The mentor may assist the student with:
· Organization
· Assignment completion
· Time management
· Goal setting
· [bookmark: _GoBack]Accountability
· Developing productive classroom habits
· Encouragement and motivation
The student should understand that this referral is an opportunity to receive additional support rather than a punishment.
The mentor and/or designated staff member will monitor the student's progress and encourage the student to return to successful work-completion habits.

[bookmark: _rri9xu65hsem]Tier 3 — After-School Academic Recovery Program
[bookmark: _pq75w7c46dr8]At 10 Missing Assignments
When a student reaches 10 missing assignments/days, the student will be referred to the school's After-School Academic Recovery Program.
This intervention provides students with additional structured time and academic support to address incomplete work.
The program may include:
· Dedicated time to complete missing assignments
· Teacher/staff assistance
· Organization of unfinished work
· Academic support
· Completion goals
· Progress monitoring
· Communication with parents/guardians as appropriate
The goal of Tier 3 is to provide students with a meaningful opportunity to catch up academically and reset their work-completion habits before privileges are impacted.
Students should be reminded that completing their work and demonstrating improved responsibility can help them return to good standing.

[bookmark: _ictulocaxunt]Tier 4 — Loss of Privileges
[bookmark: _fc9cteint02i]More Than 10 Missing Assignments
When a student exceeds 10 missing assignments/days, the student may begin to experience a loss of selected school privileges.
The purpose of Tier 4 is to establish accountability after multiple opportunities and interventions have been provided.
Potential privileges that may be restricted include:
· Quarterly reward programs
· Special assemblies
· Holiday activities
· Recess
· Special school activities
· Other privileges or activities deemed appropriate by administration
Administration will determine which privileges are appropriate to restrict based on the circumstances and the nature of the activity.
The intent is not to remove every positive school experience from a student, but to communicate that participation in special privileges comes with the responsibility of completing required schoolwork and demonstrating appropriate work habits.

[bookmark: _f75nwwa8jfsr]Opportunities to Get Back on Track
A critical component of this plan is that students should have multiple opportunities to improve before privileges are removed.
The progression is intentional:
Missing Work → Teacher Support → Parent/Guardian Contact → Peer Mentor → Academic Recovery → Accountability
Each tier provides an opportunity for the student to change course.
Students should not be viewed as permanently assigned to a tier. When a student demonstrates consistent improvement, completes missing work, and returns to appropriate work habits, staff should recognize that progress and support the student's continued success.
The purpose of the plan is to answer the question:
"What support does this student need to get back on track?"
before asking:
"What privilege should this student lose?"

[bookmark: _oezdpusjcd2d]Student Responsibility
Students in grades 3–5 are expected to progressively develop responsibility for their schoolwork.
Students will be expected to:
· Complete assigned classwork.
· Ask for help when they do not understand an assignment.
· Use classroom time appropriately.
· Keep track of unfinished work.
· Make reasonable efforts to complete missing work.
· Participate appropriately in interventions.
· Take advantage of opportunities provided to get caught up.
Teachers and staff should reinforce that mistakes and setbacks can be corrected. Students should understand that reaching an intervention level does not define them; their choices and improvement moving forward are what matter.

[bookmark: _kyah7fd0t320]Teacher Responsibilities
Teachers will:
· Clearly communicate classroom expectations.
· Maintain accurate records of uncompleted work.
· Count missing work according to the day-based system.
· Communicate concerns to students before they escalate.
· Complete documented parent/guardian contact at Tier 1.
· Provide appropriate classroom-level interventions.
· Make referrals at the appropriate intervention levels.
· Communicate relevant information to staff involved in mentoring or academic recovery.
· Recognize and encourage student improvement.
Teachers should make every reasonable effort to help students understand what they are missing, why completion matters, and what they can do to improve.

[bookmark: _fhqbitag5t3l]Administrative Responsibilities

Communication with Families
Family communication is an important part of the intervention process.
Parents/guardians should be informed early enough to participate in helping the student improve. The Tier 1 documented phone call serves as the formal notification that the student's missing work has reached a concerning level.
Additional communication may occur at higher tiers when appropriate.
Communication should remain solution-focused rather than punitive, emphasizing:
· The student's current status
· What work is missing
· What interventions have occurred
· What the student needs to do next
· How the family and school can work together

[bookmark: _fjwxnno5vdu]Rationale for the Plan
Students in grades 3–5 are still developing organizational skills, independence, responsibility, and the ability to manage competing demands. A student who begins accumulating missing work should have opportunities to receive support and correct the behavior before experiencing significant consequences.
This four-tier model intentionally creates a graduated response.
[bookmark: _jsrmbd27ss3s]Students receive multiple opportunities to improve:
First opportunity: Teacher intervention and student problem-solving
Second opportunity: Parent/guardian notification and involvement
Third opportunity: Peer mentoring and additional accountability
Fourth opportunity: Structured after-school academic recovery
Final level: Loss of selected privileges after repeated opportunities and interventions
This approach communicates a clear message:
We want students to be successful and will provide support to help them get there. At the same time, students are responsible for making the effort to complete their work and take advantage of the opportunities provided to them.

[bookmark: _fjcyfgxrwr5i]Protecting Positive School Experiences
Quarterly reward programs, assemblies, holiday activities, recess, and other special events are important parts of the elementary school experience. These opportunities are designed to recognize students who demonstrate hard work, responsibility, positive behavior, and consistent effort.
The purpose of Tier 4 is therefore not simply to "take things away." It is intended to preserve the connection between responsibility and privilege.
Students who consistently complete their work and meet school expectations should be able to experience and enjoy the rewards associated with their hard work.
At the same time, students who are struggling will have several clearly defined opportunities to get back on track before those privileges are affected.
This creates a system that is both supportive and accountable.

[bookmark: _kfhz3or1dv9r][bookmark: _svrl76byiq81]Implementation Summary

	Level
	Missing Assignments/Days
	Intervention

	Tier 1
	                 4
	Teacher intervention + documented parent/guardian phone call

	Tier 2
	                 6
	Referral to Peer Mentor Program

	Tier 3
	                10
	Referral to After-School Academic Recovery Program

	Tier 4
	                10+
	Loss of selected privileges as determined by administration


[bookmark: _2od4h1acja9g]Guiding Principle
Support first. Accountability second.
The ultimate goal of this plan is to help every student develop the habits necessary to be successful in school. The system provides clear expectations, consistent interventions, family communication, peer support, academic recovery, and—only after repeated opportunities—appropriate consequences.
Students should leave the process understanding that they have the ability to get back on track, which adults in the school are there to support them, and that hard work and responsibility lead to positive opportunities and privileges.
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