Attendance and Punctuality
Welcome to  
Course      
Title


Course Times      
Start date 

Start Date
Dear Learner 
We would like you to get the most from your course.  Your regular attendance and participation will be appreciated by your tutor and fellow learners.  To help, we have set out the following information about managing attendance and punctuality. 
· If you are going to be unavoidably absent or late please contact the centre on this number   

or email 
· If there are any specific dates you are unable to attend - due to hospital appointments, religious observance/ cultural celebration, please inform your tutor in advance so that arrangements can be made to support you.
· If you are unable to attend for several weeks then you may wish to speak to your tutor about how to continue your learning during your absence.
· If you are absent for 3 sessions in a row you will be automatically withdrawn from the course.  But please keep in touch as we may be able to find you a place on another course, in the future, at a time that suits you better.
· If you are thinking of leaving the course please do talk to your tutor – if you are dissatisfied with an aspect of your course we would like the opportunity to make it better. 
Please keep for your future reference

	Your Contact Details
Please complete this page and return it to your tutor.
Name:  _____________________________________________________                                                            
Course:  ____________________________________________________

	Contact arrangements for non-attendance.

We would like to keep in touch with you if you are absent.  Please let us know the preferred method of contacting you by adding contact details to one of the following: 



	Phone:  _____________________________


	Email: ______________________________
Letter:
_________________________________________________________________
_______________________________________   Post Code _______________










































