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Dear Dr. Sally smith, Re: Response regarding complaints and plans underway in the absence of Prof. Doe. It is unfortunate many students have misunderstood my strict guidelines and failed to raise the matter with me, so that, we may reach a satisfactory conclusion. Strict guidelines especially declining to offer makeup quizzes was to shun students’ laxity, whereby some evade classes faking they were ailing or giving lame excuses. Hence, take advantage of the tutors’ kindness. However, I have always been fair to students once they express the need for permission due to unavoidable circumstances in their lives, for instance, illness besides others. Similar to Prof. Doe’s policy, the issuance of instructional handouts takes place during lectures, where I usually avail extra directives regarding on how to tackle assigned tasks using materials already provided. 
Therefore, in exercising fairness in class while Prof. Doe is away, I will try being lenient and offer makeup quizzes where necessary though with a lot of caution. This is to ensure when Prof. Doe resumes, there are no pending assignments or tasks that will disorient her while waiting for prolonged submissions, which may interfere with her program. I will also avail adequate and timely instructional handouts to the students so that each has the necessary materials meant to tackle the assigned tasks during lectures. Hence, ensure both timely submissions of assignments and fewer excuses for makeup quizzes. However, discouraging the latter entails clear explanations besides motivating students to inquire where they may need assistance both in class confinements and even outside. This is via email or telephone (though within the day) such that they are able to receive quick responses instead of waiting for physical interaction with them. Hence, make them feel supported, whereby they will tackle varied tasks with ease and in time. 
I look forward to a healthy interaction with students who will be under my care for this extremely short time, while Pro. Doe will be away at a conference. This encompasses resolving cordially other issues that may arise in the process between me and the students. 
Kind regards. 
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