Managing Attendance Workshop, Sample Scenarios
	
	Scenario
	Questions

	A
	Maria has been a student in your program for several years, has made substantial progress and has always had good attendance. She registered for the new year of classes but hasn’t come to the first four class sessions. She has called to say that her mother is in the hospital and that she will probably need to miss another couple of classes, but isn’t completely sure.

	As the program administrator, should you tell Maria that she can start whenever she is able or should you suggest that she wait until the next semester?  

	B
	Xiao works until 5pm and class starts at 5:30pm. Sometimes, she is asked to stay a few minutes at work to complete a task, resulting in her arriving at class late. 
	As Xiao’s teacher, what do you say when Xiao is tardy for the fourth time? What measures, if any do you take?



	C
	You are a program counselor, following up on the frequent recent absences of two students. Over the phone, both of them politely indicate that their teacher is “not helping them to learn.”
	As the counselor, how can you address this issue?

	D
	Rodrigo has a church commitment and has to leave class 20 minutes early once a week (class meets 2x/wk). 
	Do you allow Rodrigo to leave early on a regular basis? 

	E
	Olga has a job as a nanny. Her English class begins at 6:30. Her employers are usually home by 6, which allows her just enough time to make it to her class, if there’s no traffic. Of the last six classes she has been more than 30 minutes late three times and called to say that she couldn’t make it at all for one. She begs to be allowed to remain in the class because she needs to improve her English to keep her job. The program administrator agrees to allow her to stay, but her teacher is very frustrated.
	How does the program administrator explain her decision to the teacher? What options does the teacher have in dealing with Olga when she is so late?

	F
	The school year begins and attendance overall is very good. Slowly but surely, however, more and more students start arriving late or not coming at all. The counselor calls those with attendance problems to remind them of the policy and that they are missing important things in class. They say they will try to be better, but little changes. By the last couple of weeks of class, there are regularly only half of the students present.
	What can you as the teacher do to improve attendance at the end of the semester? As the program administrator? Counselor?

	G
	Jia Hua’s wife works full-time. He works part-time and takes care of their young child. There’s a sitter that usually comes to watch the child when Jia Hua is in class, but the sitter isn’t completely reliable and sometimes doesn’t show up.
	What do you say when Jia Hua misses class twice in a month for this reason?


