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1. Purpose

Willis College offers innovative programs designed to provide students with current, high-demand skills.
To ensure students are fully prepared for successful work experience and to foster a professional
learning atmosphere, a consistent degree of attendance must be maintained. This policy ensures
compliance with College expectations and academic standards.

Note: These are general attendance requirements; some programs have different criteria, and they are
outlined in this handbook.

2. Scope
e Applies to: Students.
e Appliesin: All locations (physical and virtual classrooms).
¢ Includes: Attendance records, late arrivals, early departures, and withdrawals.
o Excludes: N/A.
3. Definitions

e Attendance: Physical or virtual presence during scheduled instruction time. Cameras must be
turned on at all times for virtual classes.

¢ Withdrawal: The immediate dismissal or removal of a student from their program due to non-
compliance with attendance thresholds.

¢ Reasonable Accommodation: Adjustments made for absences based on recognized religious or
spiritual grounds.

4. Policy Statement

Students are responsible for their own conduct regarding attendance and will be held accountable for
maintaining the required hours of their program.

Attendance Requirements and Dismissal Criteria: (Program-specific criteria may apply for some
programs — please review your program) Willis College will immediately dismiss a student from their
program if any of the following criteria are met:

¢ Unnotified Absence: Five (5) consecutive class days of absence without school notification.



¢ Extended Absence: Ten (10) consecutive class days of absence, even if the school was notified.
e Program Threshold: Missing more than 10% of total program hours.
e Course Threshold: Missing more than 10% of any specific course.
o Note: Students may be required to retake the course, and additional fees may apply.
Reporting Absences:

e Notification: Students must self-report via the student portal to report any absence from
scheduled classes.

e Appointments: Personal appointments (medical, dental, interviews, etc.) should be scheduled
outside of instruction time whenever possible.

Punctuality (Late Arrivals and Early Departures):

e Late Entry: Instructors may deny entry to a physical or virtual class if a lecture has already
begun. Students must wait for an instructor's signal to join to avoid disruption.

e Early Departure: Students must advise the instructor in advance if they need to leave before a
period ends.

5. Procedures
¢ Related procedure document(s): N/A.
e High-level steps:
1. Recording: Instructors record all absences, late arrivals, and early departures.

2. Notification: The College provides factual attendance information to funding agents,
sponsors, or potential employers as required.

3. Withdrawal Action: If a dismissal criterion is met, the College initiates immediate
withdrawal and notifies relevant funding agencies.

6. Compliance and Enforcement

Failure to comply with attendance requirements will result in:
e Dismissal from the program.

7. Training and Awareness
e Required training: Policy reviewed during orientation.
e Target audience: Students.

e Documentation: Policy is outlined in the Willis College Student Handbook provided during
enrollment, and in Pocket Policies.

8. Related Documents



e Policies: Student Handbook - Professional Behaviour.
e Procedures/standards: N/A.

¢ Forms/templates: Enrollment Contract.



