In-school administrators are requested to use the following letter to give to staff members to ensure that they complete and hand in items on time, such as:

Year plans

Unit plans

Course outlines

Discipline plans

Timetables

One other aspect is that the items must also be completed in a manner satisfactory to in-school administrators.  The letter may be revised as needed.

M E M O

DATE:
___________________________
TO:

___________________________
RE:

DEADLINE MISSED
It has come to my attention that you have missed the deadline date of ______________________________________________________________________

for submitting the following:

____________________________________________________________________________________________________________________________________________
Please ensure that you submit this item by ___________________________________.

__________________________________


In-School Administrator

cc:
Superintendent of Education

Personnel file
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