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Missed Session Policy

This policy sets out how LWDW Training manages learner absence and Missed Sessions on
Foundation and Diploma Training, whether delivered face to face, online. It should be read
alongside the Booking, Cancellation and Deferral Terms & Conditions. The policy aims to:

o Treat all learners equally and fairly.

e Uphold the quality and consistency of the training and ensure that required learning
outcomes are met and ensure standardisation in line with The Crossfield Institute
expectations.

e Provide learners with clear information about attendance, catch-up requirements,
certification and progression so they can make informed decisions.

Key Principles

o Alllearners are expected to attend all scheduled teaching sessions and should make
every effort to achieve full attendance.

e Attendance at the First Teaching Session is required. If a learner is unable to attend
the First Teaching Session of Foundation Training or any Diploma Module, the
booking will be cancelled in accordance with the Cancellation Policy.

e An absence of more than 30 minutes from a scheduled teaching session will be
treated as a Missed Session, including arriving more than 30 minutes late, leaving
more than 30 minutes early, or being absent for more than 30 minutes during a
session.

¢ A maximum of three (3) Missed Sessions may normally be completed through catch-
up arrangements. Where a learner exceeds the permitted number of Missed
Sessions, they will not be eligible to achieve certification or progression for the
relevant course or module and will be required to re-register and pay the applicable
course fee if they subsequently wish to complete it.

Booking Terms and Conditions and missed sessions:

The terms and conditions around missed sessions can be found in our Booking Terms and
Conditions, agreed upon booking and available on our website.

Learners responsibilities:

o To make every reasonable effort to attend all scheduled teaching sessions and keep
advertised course dates free of other commitments.

e To notify their trainer and/or the LWDW Training Office as soon as reasonably
possible when an Unforeseen Absence arises or when they are unable to attend a
scheduled session.

e To provide sufficient information to the LWDW Training Office where this is needed
to determine the appropriate application of this policy. Any personal information
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provided will be treated confidentially and in accordance with the LWDW Privacy
Policy.

e To respond to communications about catch-up arrangements, pay applicable fees in
advance and complete all catch-up requirements within the specified timeframe.

e To understand that catch-up places and tutorials are subject to availability and that
certification or progression may be affected if Missed Session requirements are not
completed.

Trainer responsibilities:

LWDW Trainers are not authorised to provide advice to learners on the options available
should a session or part of a session be missed. Options for the catch up of missed
sessions is solely at the discretion of the LWDW Training Office Team.

LWDW Office responsibilities to the learner:

e To provide learners with access to this Missed Session Policy and the Booking,
Cancellation and Deferral Terms & Conditions.

e Toestablish, where necessary, whether an absence is a Known Absence or an
Unforeseen Absence and confirm the relevant process with the learner.

e Toengage in a conversation with the learner to establish the best course of
progression, if they wish to continue, and how that can be achieved.

e Toexplain the financial implications, timescales and availability of catch-up
arrangements.

e To maintain appropriate records of Missed Sessions and catch-up arrangements, and
advise learners when attendance, certification or Diploma progression is affected.
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