1/22/2010
POLICY NOTICE
Dear [INSERT STUDENT’S NAME HERE],

Your decision to attend college is an important step toward a great career! We are pleased that you have chosen Coahoma Community College to begin your journey in higher education. 
It is important to remember that academic success can be achieved through maintaining a good grade point average and adhering to the college’s attendance policies.
In order to encourage full-participation in the educational process at Coahoma Community College, the following attendance policy for academic courses has been adopted and revised (as can be seen in the Academic Policies and Services section of the 2009-2010 College Catalog):

· Day Class Attendance Policy: Students enrolled in academic, technical, and or career programs are limited to six (6) absences in a given course during a regular semester. A student is counted tardy if he/she is later than ten (10) minutes arriving to class. Three tardies shall constitute one absence.

· Evening Classes Attendance Policy: Students enrolled in evening courses are limited to three (3) absences in a given course during a semester. A student is counted tardy if he is later than ten (10) minutes arriving to class. Three tardies shall constitute one absence.

Excessive absences may result in loss of credit for the course concerned as well as loss of grant refunds and/or financial aid eligibility.
As you can see, your attendance and participation in your education process are important.  In order to stress that importance, Coahoma Community College has developed the policies listed above to acknowledge the dedication of students who attend and participate in class.  
Please take your education serious and attend class.  If you have any questions please contact me at [INSERT INSTRUCTOR’S E-MAIL HERE] or [INSERT INSTRUCTOR’S PHONE NUMBER HERE].  
Thank you for understanding the value of your education by attending class!

Sincerely,
[YOUR NAME]
[YOUR POSITION]


