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Sample Make-Up Sessions and Post-Assessment Policy  

Class participation is key to developing the knowledge, skills, and attitudes required for success as an apprentice. Attendance will be excused for Extenuating Circumstances (see below), but participants are still required to attend at least 80% of a module’s instructional hours (along with achieving a score of at least 70% on the module’s post-assessment) to successfully complete the module.  Make up of time and of tests will be scheduled and coordinated by academic success and other program staff. 

What are extenuating circumstances?
Extenuating circumstances are unavoidable, unexpected and beyond a participant’s control. They may impact participants’ ability to take an exam or attend class. Extenuating circumstances are usually health-related or serious personal or family situations such as a serious illness or the death of a close relative.

What may be accepted as an extenuating circumstance? 
Extenuating circumstances are those that are ‘beyond the control of the participant.’ Minor illness, family event, travel plan, employment responsibility, or transportation difficulty will not normally be accepted.
Some examples that may be accepted:
· Acute illness or injury on the day of or during the examination, including COVID-19
· The death or serious illness of a close family member or dependent
· Sudden worsening of a long-term health condition
· Extended illness or injury that lasts for more than five days
· Serious personal injury
· Being the victim of a serious crime
· Unavoidable and/or unforeseen transport difficulties (e.g., through natural disaster)
· Court attendance/Jury service 
· Jury service where deferral has been refused by the court
· Pregnancy complications or childbirth 
Examples that are unlikely to be accepted:
· Any reasons submitted without supporting evidence
· Mistaking the date/time/location of the examination
· Routine employment commitments
· Transport difficulties, foreseeable or planned travel disruption
Note: Some pregnant workers may have one or more impairments related to their pregnancy that qualify as a “disability” under the ADA. In addition, the Pregnancy Discrimination Act (PDA) of 1978 amended Title VII of the Civil Rights Act of 1964 to "prohibit sex discrimination on the basis of pregnancy."

Missed Instruction Sessions 
Participants must make up missed class(es). Missed time should be made up no later than two weeks after a module has ended. If missed class time is not made up before the scheduled term has ended, the participant will not receive a completion certificate until the requirement is met. Too many absences and failure to meet make-up deadlines will lead to disciplinary action, which could include dismissal from the program.
Missed Post-assessments
Participants must make up missed post-assessments (exams). Missed post-assessments should be made up no later than two weeks after a module has ended. If they are not made up before the scheduled term has ended, the participant will not receive a completion certificate until the requirement is met. Failure to meet deadlines will lead to disciplinary action, which could include dismissal from the program.
Failed Post-assessments
Participants must retake failed post assessments. Failed post-assessments should be retaken no later than two weeks after a module has ended. If failed post assessments are not retaken before the scheduled term has ended, the participant will not receive a completion certificate until the requirement is met. Failure to meet retake deadlines will lead to disciplinary action, which could include dismissal from the program.
Excessive Absenteeism and Missed Post-assessments
Participants that display a pattern of excessive absenteeism and/or continually miss post assessments need to meet with Barrier Reduction staff who will first understand their situation and offer, in partnership with instructors and other program staff, support and opportunities for correction. If the patterns continue or worsen, the Barrier Reduction staff will meet with the participant and:
1. Reiterate program requirements and warn them about the consequences of not attending and progressing (if progress is not made, participants can be dismissed from the program).
2. If the pattern continues, give the student a second warning about potential dismissal from the program.
3. If the pattern continues, initiate dismissal procedures, in partnership with the program director, and, if the situation merits, dismiss the participant from the program. 
4. If the pattern continues, participants may be dismissed. 
Dismissals are classified as withdrawals. This occurs when participants fail to comply with the terms of their commitment agreement or violate program policies. Grantees’ dismissal policy should outline a standard procedure for how, when, and why participants can be dismissed. Once dismissal has been confirmed, all services must be terminated through the CEJA Reporting System. A formal dismissal letter must be provided to the participant, and a copy must be saved in the participant’s profile in the CEJA Reporting System outlining the reasons for dismissal and the process that was followed by the program.
All student interactions must be documented in the CEJA Reporting System, and warnings given to participants must also be sent via email after the Barrier Reduction Staff meets with them.
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