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CARING FOR CHIL DREN





Student Attendance 
Throughout your training, regular attendance is imperative to ensure that you obtain your final qualification. You are expected to attend as required unless you are ill or have been authorised to take special leave (see below).
Signing in and out 
It is imperative that you sign yourself in and out of the building as you come and go. (Under no circumstances should you sign in or out for another student). This is a safety procedure in the case of a fire. In the unlikely event of a fire we must carry out a role call to confirm to the fire service that everyone has left the building.
Attendance records
The Administration Team are required to keep records of your attendance. Whilst you are on a placement week, you are required to submit your own records of attendance at the end of each week. Failure to do so will result in you being marked as absent.
What to do if you are ill
When you are ill you must personally telephone the college (and your placement if applicable) by 8.45am. You must provide a description of your illness, any action you have taken and when you expect to return to college. On return to college you are required to complete a self-certification form which is available as a template on the computer network. If you are ill for five consecutive days or more then you are expected to submit a sickness note from your doctor.
Special Leave / Authorised Absence
Absence from college is not encouraged. Students are given the term dates well in advance of each academic year in order that holidays and other activities can be organised without impacting on college life. However, there may occasions when special leave is required (e.g. a funeral or serious illness within the family) in which case you must speak to your personal tutor. Special leave for other reasons is rarely given. 
Timetable 
You will spend alternate weeks in college and in placement. During college weeks students are taught in mixed groups for all practical subjects. College days begin at 9am and finish at 4.30pm. Students are expected to be in college 5-10minutes prior to the start of their first lecture. There are 3 breaks, mid morning, lunch (lunch is not provided - students tend to bring a packed lunch with them) and mid afternoon. Briefing takes place on a Monday morning 8.45-9am in the conference hall. 
Practical Placements
Students attend a number of placements over the course of their training which encompass a wide range of childcare settings including nurseries, families and schools. In addition students spend 2 weeks in a ‘live in’ family placement and 2 weeks in a hospital maternity or paediatric unit. 
Points to remember
• It is your responsibility to inform your placement and college as soon as possible (before 8.45am) if you are     

  unwell and unable to carry out your normal duties.
• Placements will not allow staff to return to work until 48 hours have passed following a bout of 

  sickness or diarrhoea.
• Do not carry medication in your pockets. Lock this away with your bag.
• Do not carry your mobile phone with you, switch it off and lock it away with your bag.
Assessments
The timetable and calendar of assessment deadlines will be given to you at the start of term. Please take special note of the deadlines for work to be handed in. In the case of extenuating circumstances an application for additional time can be made to the course leader and will be considered in line with the validating body’s policies.
