Student Attendance and Attitude Procedures

with effect from October 2008

This replaces all previous versions of the Procedures

Attendance is compulsory for ALL timetabled sessions, group tutorials and individual interviews arranged with tutors. 

If you have a legitimate reason for absenteeism you must notify the College by: 

· informing tutors in advance if possible 

· telephoning your Faculty Officer before 10.30 a.m. 

It is important that you understand that unauthorised absenteeism, failure to submit assignments on time and attitude issues will result in the following actions being taken i.e. if - 

· your attendance and/or attitude to work give cause for concern you will receive a formal verbal warning from your personal tutor 

· there is no obvious improvement after one working week for attendance or immediately in attitude you will receive a formal written warning 

· there is no improvement after a further week for attendance or immediately in attitude, you will be seen by your Director and will be placed on contract for four working weeks

· you successfully complete the contract period you will be taken off contract but if you subsequently fail to meet expectations you may be placed back on contract for the remainder of the academic year 

· you are not able to comply with the College’s expectations regarding attendance and/or attitude to work you may be asked to leave College 

· in the future when you are ready to make the commitment to further your studies, the College will consider your application and you may be placed on probation for 4 weeks in line with the College’s Probation Procedures. 

Appeal – The only grounds for appeal against a request to leave the course/College will be that the procedures were not followed correctly or that there is significant new evidence which was not available at the time. If you have grounds for appeal then you must contact the Personal Assistant to the Senior Management Team within 10 days of being asked to leave. 

Please note that :

1. if you are under 18 years of age your parents/guardians will be informed of a written warning, being placed on contract and being withdrawn from College. 

2. where there is a time lapse between the stages outlined above then should there be further concern regarding attendance and/or attitude then the procedure will be reactivated from the previous recorded stage.
3. being placed on contract may affect your EMA, FCF and ALG payments.

