
 



Procedure if academic missing from teaching session


· If academic to miss teaching session, contact professional lead in the first instance.

· If academic does not arrive for teaching session, students to contact reception 10 minutes after start of session.

· Reception to contact relevant admin office imparting information.

· Admin office to try and contact relevant academic within 5 minutes.

· If academic cannot be contacted, admin office to inform relevant professional lead immediately.

· Academic, professional lead or admin support to come down immediately and speak to the students. Reception to be informed.

· If Academic has been held up, admin support to come down and speak to the students immediately.  Reception to be informed. 

· If Academic is off sick, professional lead or admin support to come down immediately and speak to the students.  Reception to be informed.

· If session has been cancelled, academic, professional lead or admin support to come down immediately and speak to the students.  Reception to be informed.

· Students can leave 20 minutes after start of session if there is no one available to teach it.

· Students to be told to return for pm session if session cancelled am but different speaker pm.  If one speaker all day then no return needed.

· Reception to record information on teaching complaints spreadsheet.

· Module or programme leader to email the group after the session with information re the session eg if/when it will be repeated, where there is information from the session.
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