DISCLAIMER: Effective February 28, 2011.  THE FOLLOWING POLICY REPLACES AND SUPERCEDES THE ATTENDANCE POLICY CONTAINED IN THE CLASS SYLLABUS.  ANY DIFFERENCES ARE CONTROLLED BY THIS POLICY.
Attendance Policy

Because things sometimes happen beyond our control, students will be granted two excused absences in each course eight-week course and four excused absences in each sixteen-week course.  These absences are not vacation days. They are designed for those unexpected situations.  There is no penalty attached to these absences.  However, the student who accrues 3 or more absences in an eight-week course and 5 or more absences in a sixteen-week course will be penalized.  (See Table A for details.)

Table A

	Missed Periods 

per course (8 weeks)
	Course Penalty

8 weeks
	Missed Periods 

per course (16 weeks)
	Course Penalty

16 weeks
	School Penalty

	1
	None
	1 & 2
	None
	None

	2
	None
	3 & 4
	None
	None

	3
	2% penalty to final average
	5
	2% penalty to final average
	Meet with Instructor (Verbal Warning) 

	4
	3% penalty to final average
	6
	3% penalty to final average
	Meet with Instructor (Written Warning)

	5
	4% penalty to final average
	7
	4% penalty to final average
	Meeting with Program Director 

	6
	5% penalty to final average
	8
	5% penalty to final average
	Attendance Probation that could lead to dismissal ↓

	7

↓
	6% penalty to final average

↓
	9

↓
	6% penalty to final average

↓
	Attendance Probation that could lead to dismissal ↓


NOTE: Students who experience extenuating circumstances will be evaluated on a case-by-case basis.  An extenuating circumstance is defined in the following way: an emergency that led to 3 or more absences. One or two absences do not constitute an extenuating circumstance.  Absences that result from extenuating circumstances should be supported with adequate documentation.  In these special cases, the course instructor, with consultation from the Program Director or School Director, will meet with the student, verify the student’s supporting documentation, and decide how best to accommodate the student in the course with or without penalty.  If the instructor, Program Director, or School Director can not verify the student’s information, the student will receive the appropriate penalty based on the attendance policy.          

Tardy Policy

Students will be considered tardy when they miss fifteen minutes or less at the beginning of a class period.  Students absent more than fifteen minutes of a class period will not be admitted to the class and will be considered absent for that class period.  NOTE: Three tardies equal one absence.  

