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Attendance Policy

General Information

Aaladl ciloglal

The purpose of this policy is to provide a
framework to help student and trainees
understand attendance expectations and the
consequences for absenteeism. It gives trainees
and trainers clear guidelines on EHCT’s
attendance expectations and outlines the
process for addressing absenteeism.

Pursuing learning and skills improvement
requires time and effort. Any class session or
activity missed, regardless of cause, reduces the
opportunity for learning and may adversely
affect a trainee/student’s achievement in the
course. Students/ trainees who arrive late have
an impact not just on their own learning but also
on the progress of the rest of the class. Trainees
are expected to demonstrate this commitment
by attending class and actively engaging in
training activities.

EHCT reserves the right to impose disciplinary
action when absenteeism interferes with the
success of imparting new skills intended,
disrupts learning, and/or impacts other trainees
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Principles

iy

a. The expectation is for trainees/students to be
100% ‘present’ at all scheduled classes. The
focus is on ‘presence’ rather than absence.
Trainees must be in attendance for their
training program a minimum of 80% time to
be eligible for a full Certificate of
Attainment.
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b. Students/ trainees should know their own
attendance levels and the regular review and
reporting of attendance to be part of the
student/trainee monitoring process. The
measure of attendance will be ‘present.’

c. To reduce the amount of time students/
trainees are not in class, either from sickness
or other reasons, there will be regular and
consistent processes put in place by the
Centre management to monitor, follow up
and report on attendance.

d. Students/trainees will be expected to explain
in person the reason for their absence and
the authorization of absences will be limited
to specific situations.

e. There will be clear consequences for
students/trainees whose attendance falls
below agreed levels.
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Procedure

a. General Attendance Expectations:

 The expectation is for students to be 100%
‘present’ at all scheduled classes. The
focus is on ‘presence’ rather than absence

« All students are required to at least attend
80% of the scheduled course contact
hours.

« All absences will count towards the
maximum absence limit regardless of the
nature of the absence.

* Trainers are responsible for maintaining
accurate attendance records and entering
attendance information into the trainee
record system on a daily basis.

* If a trainee’s absence is 20% or more, he
or she could be a subject for review and
disciplinary action.
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. Absence Reporting
As a general rule, EHCT expects students
and trainees to report an absence to their
trainer or by email to EHCT prior to the start
of class and with as much advance notice as
is reasonably possible .Absences are
generally recorded on the EHCT attendance
record as follows:

. Partial Absence: any missed class time
less than 15 minutes.

. Two instances of partial absence are
equivalent to one half-day of absence.

. Half-Day Absence: any missed class
time greater than 15 minutes and less
than or equal to 1 hour of scheduled class
time.

- Full Day Absence: any missed class time
greater than 1.5 hours of scheduled class
time.

. Late arrivals, early departures, and
extended breaks may be recorded as any
one of the above categories based on the
amount of missed class time.

Documentation Requirements for missing

assessment

- The level for measuring attendance will
be the ‘present’ level.

. Students/trainees attendance shall be
checked and recorded daily by use of a
class roll

. EHCT trainers are required to mark and
sign off on daily class rolls for each
lesson and update information in the
Centre’s training management system.

- The attendance will be recorded,
calculated and assessed over each study
period

+ 971 2 4172333 l;i info@emirates-house.com

e LY Cyaally LTI (e Sl Sl adgms dle Buclas

Ll Jud 11 I G AT sl 3ol e ol copetall Lisl)

Gkl Ls¥l pe oSes a3 (gadly (el

Sl g Hgas Jmaw § ple S oladl el Jimud o

i LS

35315 (e JB1 a8l g oyl liadl

Py el wlee (¥olad Gl Gladl (e o> .
A9

By Juaddl @ pilis By (gl pgn cdyms Bl Slall
By e Busly delu Golug ol oo J3Tg daids 15
gyl Ll

byl Juadll § pilis By (61 ool il
(eilydll Jumall By e Aelis 1.5 Boi

& 5olally alie wdg 3 (uadledl Jumadd ozy A8 o
Ll e Bl Layliae s Buies Jualgdy ;Sue il
@ plall cdgll luae gulal de odlel 5,58l
el

s9aall muanl) Bl slllzs .z

" Q" Gyl O3S spanll oS iy

oehzedy Oyl / Ml spam pazd oy
Jaall daild aluseiwls Lo

slsall e mlodle auzg EHCT (ke e ooty »
d Slaslall cuumis Gups IS Llizeudy 2o
S ezl 3515) allas

INS Loty Lplawmg gamedl Jumad @iiws o
Ll 58 S

www .theemirateshouse.com _emirateshouse_




¢
LI

),

Sy GG

ﬁ).\.ﬁ‘j Q‘)L&J-ww &b\.ﬂ}(bb}s)&

g - 1) SoleMatal — Ayslaidl &l Ladu!

. Attendance Management and Action
Action for trainee/student absenteeism may
include verbal and written warnings, and
decision not to award certificate.

As excessive or patterned absenteeism

emerges, the following progressive

discipline process will apply:

. Stage 1 (as per the 20% absence
threshold): Warning notice #1 to the
trainee

. Stage 2 (as per the 50% absence
threshold): Warning notice #2 to the
trainee

. Stage 3 (as per the 60% absence
threshold): Attendance review and final
decision

. Stage 4. There should be no more than 2

formal absence review meetings. Should
the situation not improve with
attendance continuing at ‘present’ rate of
less than 80%, persistent lateness or
failure to improve despite warnings or
absence reviews, this will trigger a
formal hearing with Academic Manager
and a final warning being given to the
student.
If the situation does not improve even
after the final warning this could lead to
the cancellation of exclusion from the
course.Where attendance is affected by
authorized absence, it is still necessary to
address the matter directly with the
student and institute the above processes
where a trend of absence emerges and
exceeds 20% of the class time at any
given time in the program
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Authorized Absence

An absence can only be authorized where:

e |tis agreed in advance with the trainer.

e Every attempt has been made to schedule
external appointments outside of training
scheduled times.

Authorized absences may include:

e Sickness supported by a medical certificate
Medical appointments

Court appearances

Work or Higher Education interviews
Appointments with government
organization/ department

Funerals

e Driving Tests

All of the above absences should be
accompanied by formal written documentation.
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