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Executive summary 

This paper provides an update and an overview of work across City to implement the 
Count Me In: Taught Student Attendance Policy. 

City introduced a Taught Student Engagement and Attendance Policy in 2017/18. The 
primary purpose of the policy was to enable rapid identification of students at risk of 
disengaging from their studies and to provide consistent, targeted interventions of support. 

In 2018/19 the Count Me In (CMI) Working Group was established in order to respond to 
feedback and lessons learned from policy implementation in 2018/19. The group 
developed an action plan for consultation, policy and process changes. Significant 
changes for 2019/20 included: 

• Introduction of a ‘triage function’ to support students
• Revised intervention stages
• Introduction of extensive staff guidance
• Improved reporting templates for data collection

This paper covers adaptations to attendance recording that have been necessary as a 
consequence of the swift move in March 2020 to online teaching and learning. It also 
provides next steps for implementation in 20/21.  
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Count Me In: Taught Student Engagement Policy: Implementation 2019/20 
 
Background 
 
City introduced a Taught Student Engagement and Attendance Policy in 2017/18. The primary purpose of the 
policy was to enable rapid identification of students at risk of disengaging from their studies and to provide 
consistent, targeted interventions of support. The aim was to ensure that students could successfully progress in 
their studies and minimise the likelihood of withdrawal. Following the first year of operation and in response to 
feedback and analysis of attendance records during 2018-19, City commenced implementation of a revised 
Student Engagement and Attendance Policy in all Year 1 undergraduate programmes as well as piloting a technical 
attendance recording solution, SEAtS in Year 1 Law and Music (SEAM project). 
 
This was achieved by: 

• Monitoring attendance of timetabled, taught sessions and reviewing every 14 days 
• Setting attendance thresholds by which to monitor student engagement 
• Use of ‘Stages’ to indicate students’ level of attendance and apply the corresponding the course of action 

required by schools, including ‘nudge’ emails, contact by course officers and/or personal tutors and 
meetings to discuss support needs. 

 
 Lessons learned and actions taken  
 
Following the implementation of the Policy in 2018/19, feedback and lessons learned were gathered from a range 
of stakeholders including School representatives and students. The Count Me In (CMI) Working Group was 
established, chaired by Professor Richard Payne of Cass Business School and comprised of academic and 
professional service staff representatives across Schools and the Students’ Union. The group developed an action 
plan for 2019/20. This included: 
 
 

• Conducting a full evaluation of the implementation of policy and project from the September 2018 
launch.  

• Consideration of interdependencies such as the overarching framework for student success, 
communications plan and the Personal Tutoring Policy. 

• Assessment of time required to engage with and support effective change in the lead up to September 
2019 across Schools and Professional Services. 

• Developing clearer and joined-up communications to staff and students and a plan for supporting staff 
though change in collaboration with Schools and relevant Professional Services. 
 

 
Policy changes and consultation 2019/20 
 
Following extensive consultation, the CMI working group refined the Policy to ensure that it robustly fulfilled the 
primary function to identify and support students at risk of disengaging from their studies. SEAM delivered Pilot 2 
of the SEAtS software implementation, increasing the scope for the two undergraduate Programmes in Pilot 1 to 
include Year 2 students, as well as participation from at least one undergraduate Programme for each of the 
schools1. Full roll-out is scheduled for 2020/21. 

 
1 Pilot 2 full programme list: 
SHS: Year 1 Nursing (Adult, Child, Mental Health) Speech and Language Therapy/Science. 
LLB: Year 1 and Year 2  
SMCSE: Year 1 Civil/Electrical/Mechanical/Aeronautics Engineering 
SASS: Year 1 and Year 2 Music & Music Technology, Year 1 English, Year 1 Journalism 
Cass: Year 1 Actuarial Science 
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The Count Me In: Taught Student Attendance Policy is provided at Appendix 1. 
 
Specific changes  

• Renamed as Count Me In: Taught Student Attendance Policy to align with the branding for the technical 
solution, SEAtS. 

• Consolidated information on expectations of attendance and how students are supported in meeting 
them. 

• Removed reference to withdrawal  
• Emphasis on support for students and consistent use of terminology  
• Commitment to supportive action being taken for all students with low attendance.  This includes the 

creation and completion of a support plan.  
• Consequences of falsification of attendance records specified. 
• Commitment made to give all students the opportunity to discuss their attendance and engagement with 

their personal tutor.  
•  Attendance intervention Stages were revised to simplify the process for staff as well as improve the 

response time in identifying at-risk students. 

 

Process changes 

A key change resulting from staff consultation was the introduction of a ‘triage function’ undertaken by 
Professional Services staff in Schools at the point where low attendance is flagged as a concern. Triaging enables 
staff to expedite support where needed, while ensuring effective and optimal use of professional and academic 
staff resources. Work was undertaken to establish what the triage function would look like in each School and 
what the support requirements for staff making first contact with students will be. The consultation resulted in 
‘roles and responsibilities’ being clarified within schools which then fed into the staff guidance.  

 
The ‘Count Me In: Staff guidance for triaging and supporting students’ guidance document was produced to 
support both professional services and academic staff (including Personal Tutors) and designed to support policy 
implementation as well as complement the technical training support for SEAtS. The guidance sections were 
compiled based on extensive feedback via the CMI working group and circulated to Schools prior to start of 
2019/20. 
 
Data collection 
Reporting templates were revised in consultation with schools to simplify the process and ensure the data 
collected was more meaningful. Changes to the template allow Schools to:  
 

• assess the effectiveness of Count Me In by correlating students’ attendance thresholds against overall 
performance during the assessment period 

• assess the effectiveness of the intervention Stages (Stages 3-4) 
• improve the manual attendance recording data collection 
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Adaptations as a result of Covid-19 
Schools moved to an online teaching model on 23 March 2020. Subsequently, previous methods of attendance 
recording ceased, however it was recognised that the need to continue identifying at-risk students was imperative, 
due the unprecedented impact of Covid-19. Moodle analytics data is the only platform able to record individual 
students’ attendance.  
 
Schools were provided with ‘log counts’ from Moodle and using this and other localised methods of engagement, 
such as personal tutorial records and assessment submission data, have been able to identify students whose 
engagement has declined since lockdown. To support schools, guidance was provided on how to use and interpret 
Moodle analytics as well as supporting students remotely. Initial feedback indicates the Moodle data has proved 
helpful in assisting schools with identifying at-risk students and most effective when used with other data sources 
such evidence of interaction with personal tutors. Additional tools such as dedicated emergency ‘Covid-19’ mail 
inboxes and timely support for students in ‘supporting your academic success’ applications have provided students 
with the mechanism to reach out to schools. 
 
 
Next steps 
The CMI working group continues to meet, albeit with a scaled-back agenda post-implementation, recognising 
there has been a shift in priorities due to the impact of Covid-19. Feedback continues to be gathered from schools 
CMI members and key decisions have been made regarding the full roll-out of workflows for SEATs in 2020/21. 
 
Work has begun to plan the student offer for 2020/21, decisions regarding on-campus and online provision are 
expected by the end of July. Once confirmed, the working group will look to support the changes by: 
 

• Conducting a full evaluation of implementation 2019/20 
• Review the Policy to ensure it meets the aims and objectives of the new student support model 
• Review and update staff guidance to ensure it provides the necessary tools to support staff, considering 

previous feedback from 2019/20 
• Review current attendance reporting templates to ensure compatibility with revised attendance and 

engagement recording measures 
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Appendix 1 
 
COUNT ME IN: TAUGHT STUDENT ATTENDANCE POLICY  

Scope  

All taught programmes leading to an award of City, University of London. Specific arrangements for validated 
provision are set out in the Validation and Institutional Partnerships Handbook.   

Date approved/re-approved: July 2018, July 2019 (revised)  

 Date for review:  To be reviewed every three years, with allowance for minor annual updates of roles and 
responsibilities by Educational Quality Committee, as required  

 To be read in conjunction with:  Programme Handbook, Quality Manual, Section 4 – Student Support and 
Information, Quality Manual, Section 6 - Academic Integrity Policy and Guidance, Terms & Conditions for Study at 
City  

Equality & Diversity Statement 

City, University of London is committed to promoting equality, diversity and inclusion in all its activities, processes, 
and culture, under its Public Sector Equality Duties and the Equality Act 2010. This includes promoting equality and 
diversity for all, irrespective of any protected characteristic, working pattern, family circumstance, socio-economic 
background, political belief or other irrelevant distinction.  Where relevant to the policy, decision-making panels 
will ensure a reasonable gender balance (with at least one man and one woman) and will actively consider 
representation of other protected groups. 

Count Me In: Taught Student Attendance Policy   

We want you to succeed in your aspirations at City and beyond.  Attendance is a key component of success in your 
studies.  City’s Student Charter sets an expectation that  students will commit to engaging in all learning 
opportunities so as to achieve their potential, including participation in lectures, seminars, tutorials, assessments, 
research and similar activities and a commitment to independent study.     

This policy lays out what we expect from you, and what you can expect from us when it comes to your 
attendance.  Supporting your attendance is one of the ways in which we help you successfully engage with your 
studies.  Please make sure you are familiar with the ‘Improve your study skills’ resources on the Student Hub 
which are intended to support you in managing your student journey, which we recognise will be personal to you, 
as it depends on your preferences, personal circumstances and strengths.  Learning is a two-way process and we 
will continually develop these resources in response to research on what works and what you tell us is most 
important and helpful to you.  Here are the things you should keep in mind about prioritising your attendance and 
planning how you will engage with your studies:    

a) You are responsible for your participation with the learning and teaching on your programme.  

b) We are responsible for providing a means to establish how well you are engaging.  

c) Being part of a learning community of staff and students is an important component of your university 
education and is created and maintained through your attendance and engagement.  

d) You will benefit most by attending and engaging regularly, taking advantage of the learning, teaching, 
academic support and other resources and activities available at City.  
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e) Engagement with your programme team is important. They can advise you on attendance queries and 
issues and help direct you to the appropriate support. Ensure you know who your course officer is and how 
to contact them.  

f) Poor attendance and engagement doesn’t just affect you. It may also impact on others, for example in 
group projects or other types of peer-learning where other students rely on you.  

g) Good attendance is an important way for you to model professional behaviour during your time with us 
and will be crucial in preparing you for your future career. 
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Why is attendance important and why is it recorded? 

If you are not attending you are missing out on valuable opportunities to learn with your peers, ask questions and 
participate in activities that help you develop your academic and professional skills. Research has shown that, on 
the whole, inconsistent attendance and engagement makes you less likely to succeed.  If we find that you are not 
attending, we will endeavour to check in with you as early as possible. Falsifying attendance records compromises 
our ability to identify that you may need help and may constitute misconduct.  Please refer to the Academic 
Integrity Policy & Guidance for more information.    

What counts as attendance? 

You are expected to attend all sessions in your timetable and scheduled personal tutorials.  City’s definition of 
attendance includes every point of classroom engagement including lectures, tutorials, workshops and lab 
sessions.  Attendance is recorded from the day you begin your programme.  We are working hard to help you and 
your programme team to record and reflect on every aspect of your attendance.   

A successful study strategy goes way beyond attendance and includes engagement with every element of your 
programme.  It also includes the use you make of academic and specialist support services and your participation 
in the range of extra-curricular activities available to you.  These things help enrich your experience, support your 
preparation for professional life and help you maintain a healthy study-life-work balance. 

In the interests of consistency and fairness, all students have similar attendance requirements. If you are on 
placement or outgoing Study Abroad there will be appropriate alternatives agreed with your Programme Director 
and programme team.  If you are a part-time student, or are engaged in distance learning, then the expectations 
and systems will be a little different.  You will find all the information you need in your Programme Handbook.   

External Requirements   

Regular attendance is a requirement of a number of external bodies. For some programmes this may include 
attendance requirements set by Professional Statutory and Regulatory Bodies (PSRBs). Certain funders also have 
requirements (e.g. the U.S. Department of Education who administer Federal Direct Loans). Regular attendance is 
a requirement of the UK Visas and Immigration department of the Home Office for Tier 4 sponsored students.  
Clinical placements have separate attendance requirements which are not covered by this policy.  

Your Programme Handbook lays out attendance requirements specific to your programme, which operate in 
addition to this policy.   

Tier 4 Sponsored Students   

If you are a Tier 4 student the steps we take and the support offered if your attendance becomes a concern are 
the same as for all of our other students. Equally, any action we take in response to poor attendance will be the 
same as for other students. However, there are additional requirements meaning that if you do not meet your 
attendance commitments it could lead to the withdrawal of sponsorship, or funding and/or you having to return 
to your home country.   

If you are a non-UK student studying with a Tier 4 student visa, please refer to the Tier 4 Attendance Monitoring 
requirements for more details.    
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