Important information regarding attendance monitoring

From Monday 30 January 2012, new attendance procedures will be in place.  Please read carefully.

· If you are absent from College for any reason, phone your Centre Assistant on the first day of absence (numbers listed below).  The Centre Assistant will advise your lecturers (via timetables) and your LDT (via e-mail).
· On return to college, go to your Centre Assistant’s office to complete your Student Attendance Monitoring (SAM) form.  The Centre Assistant will assist you, check that you have entered your absence details correctly and supplied evidence where appropriate.  
· Any further absences will be listed on this SAM for the rest of the academic year.
· Your SAM will be filed in the Centre Assistant’s office.
· Your LDT is responsible for checking SAMs on a daily basis and will either support or not support your absence based on the reasons for absence, the evidence supplied and the number of absences you have had during the current semester.
· Your LDT will expect to have a “back to college” chat with you and will contact you to arrange this.
· The register will be marked with “A” if your absence is supported and “U” if your absence is unsupported.



Students have access to Centre Assistants from 8.30 am to 4.30 pm most days

	Centre Assistants

	Tourism
	Marcella Herriot 1-29E
	7300

	Enterprise & Entrepreneurship
	
	

	Health & Wellbeing
	Graeme Robb 1-29E
	7200

	Creative Industries
	
	

	Learning & Teaching
	Lyn Crook 1-29E
	7086

	Engineering 
	Karen McClung 1-06M
	7525
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	Built Environment
	Lillian Turner 1-06M
	

	Health & Wellbeing
	Karen Stewart 3-11M
	7351

	ESOL
	Pat Falconer 2-05E
	7338

	Community Engagement
	Michelle MacVicar 3-11M
	7051



Any Centre Assistant can deal with your SAM – if your Centre Assistant is not available, please contact one of the others at the same campus!
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