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1. Purpose

In accordance with section 60 of the Private Career Colleges Operational Regulations - Nova Scotia 2016,
Willis College offers innovative programs designed to provide students with high-demand skills. To
ensure students are fully prepared for successful work experience, a consistent degree of attendance is
essential to meet the College’s high expectations.

2. Scope

Applies to: All students enrolled in programs at the College.
Applies in: All instructional environments, including classrooms and labs.

Includes: Attendance tracking, dismissal criteria, medical documentation, and reporting
requirements.

Excludes: N/A.

3. Definitions

Excessive Absenteeism: Missing significant program hours that may lead to program
discontinuation.

Excused Absence: Hours absent supported by accepted medical documentation used to reduce
the overall attendance percentage.

Dismissal: Immediate removal from a program due to reaching specific attendance thresholds.

Outside Instruction Time: Time scheduled for personal appointments such as medical, dental, or
job interviews.

4. Policy Statement

Willis College reserves the right to discontinue any student from their program for excessive
absenteeism and agrees to act in accordance with the Private Career Colleges Act.

General Attendance Expectations: (See Program Specific Requirements Section for individual program
information that may differ from the general information below)

Students must report absences by emailing their instructor.

Emergency departures require notification to the instructor prior to leaving.



e Prolonged absences should be discussed with the Campus Director in advance when possible.

e All absences, late arrivals, and early departures are recorded and shared with funding agents,
sponsors, or potential employers.

e Late-arriving students may be denied entry if a lecture has begun and must wait for an
instructor's signal to join.

Dismissal and Attendance Thresholds:

e Consecutive Absences: Missing 5 consecutive days without contact or 10 consecutive days with
contact may result in dismissal, determined on a case-by-case basis.

e Mandatory Dismissal: Under Private Career Colleges Regulations Section 38(3), a student must
be immediately dismissed if they miss 3 consecutive weeks or 10% of total program hours,
whichever occurs first.

e Progression Warnings:
o 3% Missed: Student may receive a written notice of hours missed.

o 5% Missed: Student may receive a written notice and an in-person meeting to develop
an action plan for success.

o 7% Missed: Student may receive a written notice and a second in-person meeting for an
action plan.

o 10% Missed: Student will receive a written notice of program dismissal signed by the
Campus Director.

Medical Documentation:
e Doctor or Nurse Practitioner notes are accepted up to thirty (30) days after a recorded absence.
¢ A maximum of 80 hours can be excused with medical documentation.

e Excused hours do not waive make-up requirements; for programs with mandatory hours, all
missed time must be made up.

5. Procedures
¢ Related procedure document(s): N/A.
e High-level steps:
1. Notification: Student enter absences via the Student Portal.
2. Recording: The College records attendance, late arrivals, and early departures.

3. Monitoring: The College tracks cumulative hours; at 5% and 7% thresholds, meetings
are held to create "action plans for success".

4. Dismissal: If 10% or 3 consecutive weeks are missed, the Campus Director issues a
formal dismissal notice outlining the reason, time, and effective date.



6. Compliance and Enforcement
e Students are responsible for tracking their own absenteeism.

e Program-specific conditions may have stricter requirements that supersede this general policy;
these are outlined in the Program Specific Requirements section.

e Failure to meet attendance requirements leads to mandatory dismissal as per provincial
regulations.

7. Training and Awareness

e Required training: Policy reviewed during orientation.

e Target audience: Students and Faculty.

e Documentation: Policy is outlined in the Student Handbook and enrollment materials.
8. Related Documents

e Policies: Practicum Placement attendance requirements.

e Procedures/standards: Action Plan for Success.

¢ Forms/templates: Written Notice of Dismissal; Medical Documentation.



