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New Attendance/Schedule Policy
Effective September 1st, 2019

Your Master Schedule is your normal schedule from week to week (for example, “I come to tutoring every Monday from 6pm-7pm and every Wednesday from 5pm – 6pm”). Any Master Schedule changes such as (a) changing regular days or hours or (b) adding or subtracting hours from your regular schedule MUST be made in writing and MUST be approved by one of our directors before the change will take effect. You can ask for a Master Schedule Change Form from one of our tutors OR download one from our website and either give it to us in person or e-mail it to us at WestminsterCO@TutoringClub.com.
If you need to make a temporary schedule change for school events, vacations, etc ., you may call or text 720-506-9318 or e-mail (WestminsterCO@TutoringClub.com) any time BEFORE NOON ON MONDAY OF THAT WEEK.
If you cancel a session after noon on Monday of that week for a non-emergency reason, you will be charged for that hour UNLESS you get approval from a director to make up that session another day and time that week. This makeup session will be scheduled at the director’s discretion and only when extra hours are available.
Emergency Cancellations do happen once in a while. In these cases, just call us as soon as you can before the session and explain the situation so we can offer your spot to another student and we will not charge for that missed hour.
	Emergency Reasons: Things you could not have foreseen and planned for
“I picked up my child from school and she has a fever.” (We appreciate you keeping your child home to rest and not share germs)

“I got a flat tire on the way to tutoring and can’t make my session in time.”

“We had a family emergency.”

“There are dangerous driving conditions and I don’t feel comfortable on the road.”


	Non-Emergency Reasons: Things you could have foreseen and planned for
“I forgot I had a sports banquet tonight.”

“I forgot I had a dentist appointment today.”

“I forgot we have family coming into town today.”
“I don’t have anything to work on tonight.” (Never worry. We ALWAYS have something you can work on to get ahead at school!)


No Call/No Shows are when we have a student on the schedule who doesn’t show up and we did not receive a call letting us know. We do charge in these cases. 

I have read and understand the attendance policy and agree to abide by it.
Parent Name: ____________________________  Signature:_______________________________
