Attendance Policy Guidelines for the Instructor

	Encourage your students to attend every class meeting and inform them of the mandatory attendance policy for this course.  Include a copy of the attendance policy on your syllabus and place a copy inside the attendance notebook.  When the number of absences for a student exceeds the number of times that the class meets per week, immediately begin the process for having the student administratively withdrawn.  (You should notify the student within 24 hours and most definitely prior to the next class meeting.)  It is not your responsibility to decide if an absence is excused or unexcused or to accept documentation for absences; your responsibility is to keep accurate records of attendance and to initiate the withdrawal process for excessive absences.  All absences should be reflected in the attendance notebook.  
	Students should be involved with the attendance process by signing the attendance notebook.  (Some instructors found it easier to monitor the sign-in process by keeping the notebook in the front of the classroom rather than passing it around during class thereby reducing opportunities for questionable signatures.)  You should use a highlighter to indicate the students’ absences by marking through the day(s) for which there is no signature.  Be sure to do this prior to the next class meeting so students cannot go back and sign in for previous days.  It is also helpful if you will indicate the number of absences in each highlighted space.
	Once a student has exceeded the maximum number of absences, you will start the process for administrative withdrawal by notifying the student and the Academic Coordinator using USI email accounts.  You should make a copy of the student’s attendance sign-in sheet for your notebook, and give the original sign-in sheet, as well as the student’s signed acknowledgement of receipt of the attendance policy to the Academic Coordinator at this time.  
	If the student does not appeal the decision of the department within 24 hours of the time of the email notification, the registrar’s office will be notified to administratively withdraw the student; the student will no longer have the right to attend the class.  You will receive a copy of the withdrawal paperwork.
	The student has 24 hours* from the time of the email notification, not counting weekends or holidays, to notify the Academic Coordinator if he or she has appropriate documentation and plans to appeal the administrative withdrawal.  Once the Academic Coordinator has been notified that an appeal will be made, the student has one week from the date of the email to submit a letter of appeal with documentation supporting the reasons given for the absences.  The student must attend class until a decision has been made on the appeal.  If the student misses any additional class(es) while in the appeal process, notify the Academic Coordinator via email.  It is not necessary to send an additional email to the student.
	If the appeal is approved, the student will continue attending the class and the process for administratively withdrawing the student will end; however, the withdrawal procedures will start again if there is an additional absence.  
	If the appeal is denied, the Academic Coordinator will notify the student, the instructor and the Associate Dean.  The student has 24 hours*, not counting weekends and holidays, to appeal the denial to the Associate Dean of the Pott College of Science and Engineering.  If the Associate Dean approves the appeal, the student will continue attending class; if the Associate Dean denies the appeal, the student will be administratively withdrawn.
	Students who are withdrawn prior to Friday of the ninth week, will receive a grade of W in the class; students administratively withdrawn after this date, will receive a grade of W only if they are passing the class at the time the withdrawal was initiated; otherwise a failing grade must be given to the student.  Students are reminded that there are some delays in the policy due to the appeals process; if they wish to withdraw, they should do so by submitting their paperwork directly to the registrar’s office.
	The university community is taking steps to prevent an outbreak of the H1N1 flu virus.  If a student has a fever or is experiencing flu-like symptoms, he/she should NOT attend class.  Students are encouraged to should stay home to prevent the spread of the disease.  They should email the instructor and the Academic Coordinator at LTrible@usi.edu IMMEDIATELY and to report that they are running a fever.  Such cases will be evaluated on a case-by-case basis.  


* This time frame will be honored unless it is the last week of class.  If the appeal process falls at the end of the semester, then all paperwork must be submitted no later than 4:30 p.m. on Thursday prior to the week of final exams.
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