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ATTENDANCE POLICY

ATTENDANCE POLICY — TRADES

Required class attendance is 75 percent. Attendance is taken each day and reviewed at the end of
each quarter. Verbal warnings will be given to those students who are close to not maintaining
the 75 percent attendance requirement. Students who have less than 75 percent cumulative
attendance at the end of any quarter, will be place on Attendance Probation. Students on
Attendance Probation will be placed on an Individual Academic Plan outlining what the student
must do to come into attendance compliance. Those students on Attendance Probation have one
quarter to regain an acceptable attendance percentage. Students failing to meet the attendance
standard by the end of the probationary period, will be terminated.

Attendance Probation

Students placed on Attendance Probation for not maintaining 75 percent cumulative attendance
have one quarter to regain an acceptable attendance percentage. Students failing to meet the
attendance standard by the end of the probationary quarter, will be terminated. If a student is
terminated due to not meeting attendance percentage but had mitigating circumstances, they have
the opportunity to appeal.

Attendance Appeal Procedures

A student who had extenuating circumstances that has affected his/her attendance and has been
terminated (from school or a course) may appeal that termination.

e The student must first meet with the Campus Director (for complete termination) or
Instructor (for course termination).

e The student must provide evidence substantiating the request for appeal.

e The Campus Director and/or Instructor review the appeal and make a determination to
accept or reject the appeal within three days.

NURSING STUDENT ATTENDANCE

Attendance is taken each class meeting. Students are expected to attend all classes. Ohio Business
College does not distinguish between excused and unexcused absences. Each class meeting missed
counts as an absence, including any scheduled make up classes.

Practical Nursing students are expected to attend every learning session including theory, skills
laboratory, simulation laboratory, and clinical experiences.
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Required class attendance is set at a minimum of 80 percent of clock hours per quarter. Attendance
is recorded daily and reviewed at the end of each quarter. A warning will be issued if a student is
below 85%, but above the 80% requirement. Students who have less than 80% cumulative
attendance at the end of a quarter will be placed on probation. Students placed on probation at the
end of the quarter have one quarter to regain an acceptable attendance percentage. Students failing
to meet attendance standards by the end of the probationary period will be terminated. The
attendance record becomes part of every student’s permanent record.

LAB AND CLINICAL ATTENDANCE

All lab and clinical hours must be met. Missed lab hours will require completion of an assignment
in addition to the make-up of the lab hours. Lab make-up activities must be completed within 2
weeks of the missed lab. It is the responsibility of the student to contact the instructor to schedule
makeup hours. Missed clinical time will require completion of a written assignment and the
make-up of hours with an alternate clinical experience or assignment of similar scope and quality
as the missed clinical learning activity. Makeup clinical hours must be completed within 2 weeks
of the missed clinical experience.

CLINICAL ATTENDANCE
Clinical attendance will be evaluated using a point system. Students will accrue points based on
the following system:

¢ Clinical Absence= 6 points
¢ Tardy 1-15 minutes Late= 3 points
¢ Tardy 16-30 minutes Late = 4 points
¢ For atardy greater than 30 minutes, students will be sent home and accrue points for a
clinical absence.
If a student accrues seven points in any one clinical course, the student will be issued an
“Unsatisfactory grade” for that portion of the course resulting in course failure.

LAB ATTENDANCE

All lab and clinical hours must be met. Missed lab hours will require completion of an assignment
in addition to the make-up of the lab hours. Lab make-up activities must be completed within 2
weeks of the missed lab. It is the responsibility of the student to schedule the hours with the lead
faculty teaching the course. If a student does not meet the required lab hours, the student will be
issued an “Unsatisfactory grade” for that portion of the course resulting in course failure.

For the purpose of PN310: Practical Nursing Care of the Reproducing Family and PN 430:
Practical Nursing Care of Children, Ohio Board of Nursing recognizes simulation as an appropriate
clinical replacement experience and therefore, the laboratory portion of these courses will follow
the clinical attendance policy. (See above)

Attendance in all learning experiences is expected. In the event of an absence, it is the
responsibility of the student to make up missed work. The faculty must be notified of any absence
prior to the start of the class being missed, or as soon as safely possible. The faculty and student
will work together to ensure the student receives instruction on the missed content.
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ATTENDANCE-TRUCKING

The minimum attendance rate for graduation from this program is 85%. Students are expected to
attend all scheduled classes in order to achieve the goals of their training program. Prospective
employers are often as concerned with an applicant’s attendance record as with their skill level
and academic progress. After the 3 absence, the student will be placed on Probation (refer to the
Probation section). Any student missing 3 or more consecutive days will be considered withdrawn
from the program. Attendance is included as part of the overall program completion. Classroom
time missed may require make-up work to the satisfaction of the school before a certificate is
awarded (see Make-Up Policy). The school reserves the right to require documentation of
circumstances causing absences, late arrivals, and early departures. Whenever possible, the student
should notify the school if they are going to be absent.

NOTE: If, at any point, it is mathematically impossible for the student to regain good Attendance
Standing, they will be withdrawn from the program at that point and no longer permitted to
continue classes. For those VA students, a report will be submitted to the VA to terminate their
VA Educational Benefits. For the student, this may create a debt with VA. VA will not pay for any
make-up hours.

Students dismissed as a result of non-attendance may restart their training program one time with
a reinstated academic record and prior approval of the Campus Director and/or Training Manager
but not before the start of the next grading period, which is defined as one week.
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