
MS-WORD: TEACHER ABSENCE
Please fix the supplied form for Bloor Collegiate Institute High School in Toronto.   
Your form could be used by administration when teachers are going to be away.  
It helps the Administration ensure that all classes are covered when a teacher is away. 
 
Here are some of the issues: 

 1. The margins are way too big. Make 
great use of ALL of the paper.  Page 
Layout, Margins will get you started. 

 2. There are many spelling mistakes. 
 3. Check boxes are good.  Can you figure 

out how to insert a ‘symbol’ that allows 
someone using the form to check the 
‘check box’? Hint:  Wingdings font is 
what you want. 

 4. The font is too ‘old school’.  How about 

Calibri? 

 5. Some of the font sizes are all wrong.  
Maybe start from scratch and make it all 
size 14.  Later bump up some of the 
important headings. 

 6. Vice Principal Arksaw was promoted to 
Principal at another school.  The new VP 
is J. Peprah 

 7. They added extra characters such as 

periods.  Sloppy! Please fix it! 

 8. The line spacing is not correct on some 
lines.   

 9. The Teacher’s cell phone number should 
appear somewhere.  Use 519-745-681. 
 10. Some of the shading is wrong in the 
table.  And dump the ‘Admin Use 
Only….’ Column. 
 11. The table is messed up a bit.  You may need the eraser.  You 
might even have to redraw some lines that got deleted. 
 12. What’s with the random italics?  There should be no italics. 
 13. Some justifications are way off. 
 14. The whole thing should fit on one page. 
 15. A reason for being away was missed:  Field Trip!  Add it 
please. 
 16. The period times are messed up.  They should all be 
centered.  The times should also exactly split each period in 
half.  This is a bit tricky but you can figure it out! The picture 
at right might help you get started. 
 17. Work in teams of 2 (max) if you wish.  Both participants 

 must do some of the keying.  
 18. Don’t forget to delete all these instructions/hints when done.  Feel free to get 

 creative to make it look great!  008 


