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College Mission: Harper College enriches its diverse communities by providing quality, affordable, and accessible education. Harper College, in collaboration with its partners, inspires the transformation of individual lives, the workforce, and society.
Harper College Massage Therapy Program
Faculty Statement of Understanding: Departmental Attendance Policy

The Harper College Massage Therapy Program maintains a departmental attendance policy to ensure that students complete the instructional clock hours required by the curriculum and remain eligible to meet Illinois massage therapy licensure requirements. The departmental attendance policy applies to all courses in the Massage Therapy Program except MTP128, and MTP138, for which 100% attendance is required for successful course completion.
Consistent implementation of the attendance policy is essential. Faculty are expected to apply the policy fairly and consistently and to address each absence in accordance with the procedures established by the program.
When a student is absent from a class meeting, the instructor is responsible for the following:
· Notify the student of the absence by email and copy the Program Coordinator on the communication so that the student’s attendance status can be appropriately documented and required follow-up meetings with the student can be scheduled. 
· Complete an “Absence Make-Up Form” identifying the instructional content, activities, practice, or other work the student must complete to make up the missed class meeting. 
· Using the Absence Make-Up Form, fill out the portions that apply for the particular class meeting the student missed, and provide that along with any class handouts to the Program Coordinator. The Program Coordinator will provide that paperwork to the student when meeting with the student to review the applicable post-absence documentation and make-up requirements. 
· Provide sufficient information on the Absence Make-Up Form for the assigned make-up activity to reasonably address the instructional content and supervised practice missed during the absence. 
· Communicate with the Program Coordinator regarding any unusual circumstances, questions, or concerns related to the student’s absence or make-up requirements. 
· These responsibilities are in addition to any recordkeeping requirements of the Health Careers division for adjunct instructors.
Individual instructors may establish course-specific expectations regarding tardiness and early departure when appropriate to the instructional format and learning objectives of the course. Any such expectations must be clearly stated in the course syllabus and applied consistently to all students enrolled in the course. The departmental recommendation is that cumulative missed instructional time of 10-minutes or more during a class meeting be recorded as half of an absence.
Faculty are responsible for following all applicable departmental procedures related to attendance, absence documentation, and assignment of make-up work and for promptly communicating attendance concerns to the Program Coordinator.
Departmental Attendance Policy:
		Absence
	Result
	Action needed by the student

	First absence in a given course
	Student will be on Attendance Warning
Lecture time - Student will make-up class time in Skills lab by watching a narrated video of the lecture in supervised skills lab. 
Lab time – The student will make-up missed lab time in the Skills lab. The instructor will provide a list of skills to be practiced and the student must demonstrate practiced skills and have their lab sheet signed off on by the skills lab supervisor.
	1. Meet with Program Coordinator within 1 week to sign an Attendance Warning contract
2. Sign up for skills lab session and indicate on the sign-up form what class is being made-up. Make-up must be within 2-wks of the absence.
3. Complete make-up in the Skills lab

	Second absence in a given course 
	Student will be on Attendance Probation
Follow the same steps as above 

A maximum of two absences can be made-up by spending time in the skills lab. The student must also meet with the Program Coordinator to sign an Attendance Probation agreement saying they understand if another absence is necessary (for any reason,) the student would no longer be eligible to pass the course that semester. 
	1. Meet with Program Coordinator within 1 week to sign an Attendance Probation contract
2. Sign up for skills lab session and indicate on the sign up form what class is being made-up. Make-up must be within 2-wks of the absence.
3. Complete make-up in the Skills lab

	Third absence in a given course
	Student is no longer eligible to pass the course that semester. 

If Harper’s Final Withdrawal date has not passed, the student may withdraw from the course. (Course withdrawal may have financial aid implications – Before withdrawing, students should meet with a financial aid counselor at the One Stop office.)
If the Final Withdrawal date has passed, the grade in the course will be an F, regardless of the grades received up to that point. 
	To continue in the program the student will need to retake the course in a future semester. 




	Arriving late or leaving early by more than 10-minutes counts as half of an absence toward this policy. Jury duty, a Covid diagnosis or absences related to a student’s active military service do not count toward this Attendance Policy - Documentation for these situations is required and class time and content must still be made-up.



Acknowledgment
By signing below, I acknowledge that I have reviewed and understand the Harper College Massage Therapy Program Departmental Attendance Policy and my responsibilities as a faculty member in implementing that policy. I agree to apply the policy consistently, accurately document student absences, communicate absences to students and the Program Coordinator, complete an Absence Make-Up Form identifying the work required to address missed instructional content, and follow the applicable departmental procedures whenever a student is counted absent.

Faculty Member Printed Name: 								

Faculty Member Signature: 								 Date: 				
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