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Due date for an Essential Task* has passed.

Teacher notifies student that they are missing 
an essential assignment. Teacher should select 
the method  of communication thought to be 

most effective for the individual student 
involved.

If the assignment has still not been submitted after a 
reasonable time, student and teacher make a plan to 

resolve the missing assignment(s) within an acceptable 
timeframe based upon the curriculum, the time of year, 

the unique needs of the student, and/or other 
considerations.

Teacher informs parent/guardian of the plan, via 
confirmed communication.

Missing assignment(s) 
resolved either by 

completing the original 
assignment(s) or 

demonstrating proficiency 
in some other manner.

Student does not resolve 
the missing assignment(s) 
in any fashion as per the 

established plan.

Teacher completes 
Academic Concern 

Form, triggering 
process described on 

the next page. 

Missing assignment(s) 
resolved either by 

completing the original 
assignment or 

demonstrating proficiency 
in some other manner.

At the end of the marking 
period, if the missing 

assignments are still not 
resolved, teacher enters a 

grade of INC as the 
quarterly grade.

If, at the end of the course, 
essential tasks remain 

incomplete a conversation will 
take place between 

administrator, teacher, and 
others regarding next steps or 

resolution.

*Essential Tasks are defined on the 

PCSD Essential vs non-Essential 

Tasks/Assignments document as being 

summative, wholistic, critical for future 

learning, part of a district-wide 

assessment expectation, and/or tied to 

a science lab experience required by 

NY State.  See the full explanation at: 

Essential vs non-Essential Tasks 

 

https://www.pittsfordschools.org/site/handlers/filedownload.ashx?moduleinstanceid=396&dataid=138513&FileName=Essential%20vs%20non-Essential%20Tasks.pdf
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Teacher completes an Academic Concerns Form indicating the 
primary purpose of the referral is the student missing essential 

assignments. 

A copy of the teacher/student agreed upon plan that the student 
was unable to satisfactorily complete should be attached to the 

referral.

Asst. Principal meets with the student to discuss the referral 
and communicates about the referral with parent/guardian.

AP has confirmed parent contact regarding the missing 
essential assignments.

Clerical Assistant to AP emails referring teacher and 
supervising para that student has been assigned to SSH or 

Saturday School.

Student is assigned to Saturday School as a 
supportive intervention to assist student in 

resolving missing essential assignments.

If the student fails to attend Saturday 
School, the Saturday School supervisor 

reports to the Asst. Principal.

Structured Study Hall assigned until all missing essential assignments 
are resolved.  The Structured Study Hall may take the place of a regular 
study hall, a "free" period.  An assignment to structured study hall may 

result in the revoking of privileges (lunch dismissal/late arrival; early 
dismissal) until missing essential assignments are resolved.

If the student fails to attend Structured 
Study Hall, the Supervisory Para reports 

to the Asst. Principal.

Asst. Principal informs referring teacher of the next steps 
put in place with/for the student. This may include removal 

of privileges, parent conference, or other. 


