Attendance
You are expected to be in class on time every day your class is scheduled. Attendance is reviewed WEEKLY. Inconsistent attendance is may result in termination from the program.
Attendance Policies
· You are expected to be in class every day for the first two weeks. If you miss class during the first two weeks, you may be asked to leave the class and be put back on the waitlist.

· You must inform their instructor IN ADVANCE if they will be absent, late, or will leave class early. You may leave a voice mail for your instructor.

· Absences due to medical, legal, housing, and/or mandatory appointments require written documentation. You must try to schedule appointments on days when you do not have class.

· It is your responsibility to plan ahead for childcare and transportation.

· If you do not wish to continue to take the class, you must inform your teacher TWO WEEKS in advance. You will then be put back on the waitlist.

· There will be breaks in every class. You are expected to return to class at the time given by the instructor. Returning from a break late is the same as coming to class late.
Lateness
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Classes begin at 9:00 am and end at 1:00pm. Please try to arrive 5 minutes early to class so that you are not late.
If you know that you will be late, contact your instructor.
Every 2 (lates) count as one absence.
Leaving Early
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If you need to leave early, you must obtain permission from your instructor BEFORE CLASS STARTS.
You are responsible for completing all activities and exercises assigned while you are away from class.
If you leave early TWO times, this will be counted as one absence.
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Attendance Penalties
If your attendance drops below
· 80%, you will receive a verbal warning from the advisor or the coordinator.
· 75%, you will receive a written warning from the advisor or the coordinator.
· 70%, you may be asked to leave the class and be put back on the waitlist.
· Remember- Arriving late or leaving early twice equals one absence.
· Attendance will be reviewed every week.
Class Cancellation
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In case of bad weather or other emergencies, check radio and TV announcements for ABCD closings.
All cancelled classes will have a makeup date.
Holidays
Classes at Mattapan Family Service Center will not be held on the following dates:
CLOSED


Columbus Day
Monday, October 14, 2013
Veteran's Day
Monday, November 11, 2013
Thanksgiving
Thursday, Nov. 28- Friday, Nov. 29, 2013
MLK Day
Monday, January 20, 2014
Evacuation Day
Monday, March 17, 2014
Memorial Day
Monday, May 26, 2014
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