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APPENDIX C
ATTENDANCE WARNING FORM

Student’'s Name: Date:

Instructor’'s Name: Course Name:

Our records indicate that you have exceeded the allowable amount of absences per
semester. As a reminder, the attendance policy was reviewed during orientation at the
beginning of the semester and is outlined in your student handbook. You acknowledged
receipt of this handbook and agreed to all policies and procedures therein.

Your instructor has issued several verbal warnings regarding your attendance. To date, you
have been tardy [ ] times and absent [ ] days.

This correspondence serves as your final warning. Any subsequent absences will result
in being placed on academic or performance probation, which may lead to immediate
separation from the program if your time and attendance does not improve.

Please take this matter seriously to avoid further consequences.

Student’s signature:

Principal’s signature:
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