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Employment Services

Attendance Policy

 FORMCHECKBOX 
  English for Employment: Daily Class Attendance and punctuality are required of all participants in the program.  

· I will attend all classes unless I have an emergency.

· I will call my teachers if I cannot come to class and tell them the reason why. I will bring a written notice the next day explaining why I could not come to class.

· I will call my teachers if I will be late.
· If I am 15 minutes late, my teachers will not allow me in class. 
· If I miss 3 classes I will be in non-compliance and will have to meet with my Employment Specialist to discuss my participation. If do not agree to come to class after this meeting I will not continue to receive services.
 FORMCHECKBOX 
  Meetings with Employment Specialists/Interns: all participants are required to meet with their employment specialists and the assigned interns.

· I will meet with my employment specialist / intern on a weekly basis.

· I will participate in all employment related activities.

· If I cannot to attend a meeting/activity I will notify my employment specialist. 
· If I miss 3 consecutive appointments with my employment specialist/intern I will be in non-compliance and will have to meet with my Employment Specialist to discuss my participation. If do not agree to attend appointments after this meeting I will not continue to receive services.
________________________             




 __________________________
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