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A. We expect that each student will attempt each assignment given in each class. Each assignment counts 
because it is a chance to practice new learning. Because each assignment counts, students must 
complete all (IN) assignments in order to retake or redo assignments.  Incomplete assignments will be 
noted as (IN) in the BCPS One Gradebook.  
  
An (IN) in the BCPS One Gradebook may indicate any of the following scenarios: 

1) The student did not complete the work due to absence, lateness, or an excused commitment. 
2) The student did not attempt the assignment in class or for homework. 
3) The student attempted the assignment, but did not complete enough work for the teacher to be 

able to assess the students' understanding. 
4) The student has not submitted the assignment; it is late. 

  
B. If a student has achieved two or more (IN)'s in one class over the period of week: 

  
1) The student will complete an Incomplete Assignment Form that includes a plan for completing 

the work and an agreed-upon due date for the work. While a parent signature isn’t required, it 
is a recommended practice.  

2)  The teacher will follow through with the intervention strategy that was agreed upon on the 
Incomplete Assignment Form. 

3) The teacher will record the reason for an (IN) in the comment feature of the BCPS One 
Gradebook and send parents a message via BCPS One to notify them that an Incomplete 
Assignment form was given to the student. (Note: Send parents who do not have access to 
BCPS One to Patti Wit.)  

4) Before changing an (IN) to an (LS; 50%) at the end of a unit, the teacher is expected to remind 
students and parents of the date when the teacher will enter the (LS; 50%) into the Gradebook.  

  
C. Note: For transparent communication, it is critical to name each assignment consistently including 

the skill, assignment title, and any other important identifying information.  For instance, “Unit 1-
Journal-Comparing Themes in The Cay” 

  
  



Community Chest:  
Do Not Pass Go! You have an incomplete assignment. 

 
Student Name: ________________________________ Date:__________________ 

 
Incomplete Assignment: ________________________________________________ 

 
Reason (s) for the assignment being incomplete: 
 
 I didn’t make good use of class time. 

 
 I completed it, but left it at home. 

 
 I didn’t understand what I needed to 

do. 
 I forgot. 

 I had a lot of other work to complete. 
 

 I had family commitments. 

 I need some extra help.  
 

 Another reason. 

 
Explain your reason (s) here: 

 

 
 

 
 

 
Revised completion date:        ____________________________ 

 
My plan moving forward: 
 
 Meet with my teacher about the 

material. 
 Work with a school counselor on time 

management. 
 

 Use my agenda in class and at home.  Spend extra time at home to complete 
work and/or study. 
 

 Complete assigned work in class.  Other 
 

Explain the details of your plan here: 
 

 
 

 
 

 
Student signature: _______________________________________________________________ 
 
 
Parent signature: _________________________________________________________________ 


