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ATTENDANCE POLICY

NEW ENGLAND NEXT STEP PROGRAM
Attendance at class for the NEXT STEP Program is mandatory.  As with any other day of work, students must attend class when scheduled.  Because of the accelerated nature of the NEXT STEP Program, missing just one day of classes is the equivalent of missing a week’s worth of classes in a traditional college program.  Class attendance is essential to success in the Program.  Missing class, arriving late for class, or leaving class early could negatively affect a student’s final grade. 

If students are unable to attend a class for any reason, three telephone calls must be made:

1. To the NEXT STEP Program Coordinator at their college.  They must inform the Coordinator that they will not be in class on a particular day, and the reason(s) why they will not be in attendance;

2. To their foreman if they will not be reporting to their work location that day; and

3. When possible, to their individual professors.  If students know in advance   that they will not be in class, they must inform their individual instructors and make sure they have all of their class work assignments.

Class attendance means that students are physically present in the classroom for the entire time class is in session.  This means that students must show up on time for every class, and must stay until the Instructor dismisses the class.  Any kind of appointments such as doctor, dentist, etc., should be scheduled outside of class time. 

Students who are absent from three class sessions in a semester will be subject to review and potential dismissal from the Program.
DISABILITY

Students on Verizon medical disability must inform:

1. Jack Marshall, NEXT STEP Program Co-Director/IBEW 

(1-508-460-4689);

2. The NEXT STEP Program Coordinator at their college; and

3. The NEXT STEP Program’s academic administrative office at Springfield Technical Community College, the Lead College for the New England Program (1-800-238-5455).

Students on disability may attend classes on campus if they have the permission of their physician, their Verizon supervisor, and their Verizon disability case manager.  If they are physically unable to attend class, or if they do not have all the required permissions to attend, then they are to withdraw from the Program and seek re-entry in the next appropriate semester.

Students who formally withdraw from the College and the NEXT STEP Program must surrender all books and equipment, including laptops.  They must also write a letter to Jack Marshall, Program Co-Director/IBEW, stating the particular circumstances of their withdrawal, and anticipated return to the Program.
VACATIONS, EXTRA WORK, AND COMPANY TRAINING    

As stated above, attendance at class is mandatory and even one or two absences can negatively affect grades.  Thus, students are requested not to schedule a vacation on a day or week that they are supposed to be attending class. Tolerance will be afforded to first semester students if a vacation was planned before they learned of their acceptance into the NEXT STEP Program.  However, students in the second semester, or second, third, or fourth year of the program should not schedule vacation time during the regularly scheduled class meetings.  If students do schedule vacation during class time, it will be viewed as an absence. 

Verizon employees are given work assignments and selected for company training by their supervisors.  When an assignment or training conflicts with NEXT STEP classes, students are to inform Verizon NEXT STEP staff, who may be able to resolve the conflict through contacting the appropriate supervisor.  If the conflict cannot be resolved, students must inform their Program Coordinator and, when possible, their individual professors.  Missed classes under these circumstances do not count as absences for this policy, and students who miss classes due to these circumstances will remain in the program if they maintain passing grades. 

RETIREMENT 

Students who retire from Verizon are not permitted to participate in the NEXT STEP Program and must withdraw from the Program.  

Retiring students must make three telephone calls to withdraw from the Program:

1. To the Next Step Program Coordinator at their college;
2. To Jack Marshall, Program Co-Director/IBEW

 (1-508-460-4689); and

3. To the NEXT STEP Program’s academic administrative office at Springfield Technical Community College, the Lead College for the New England Program (1-800-238-5455).

Once these calls have been made, then students must follow all withdrawal procedures at the college they attend as well as any procedures required by the academic administrative office at Springfield Technical Community College.  All books and equipment, including laptops, must be returned.  If they so choose, they may continue with coursework on their own, taking advantage of the Telecommunications degree programs offered at most of the New England partner colleges.
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