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Student Participation and Attendance Policy 

Introduction 
This policy sets out City’s expectations of taught students’ participation and attendance in your 
studies and how we will support you with your progress. City monitors students’ attendance as one 
way to understand how you are getting on. Having this information helps us support you and to 
anticipate challenges you may face in your progress at City.  
 
All students are expected to engage fully with their studies. For the purposes of this policy, this 
means engagement in learning activities (such as lectures and tutorials), assessments, and other 
activities which are provided to support progress on your programme.1 All requirements are set out 
in the programme handbook provided to students at the start of each academic year.  
 
This policy is accompanied by supporting guidance and resources to support staff and students.2  

Principles  
Consistent proactive engagement with learning helps to enable you to succeed and develop to your 
best potential. Inconsistent attendance and engagement can put you at risk academically. If you do 
not attend and engage regularly you are less likely to benefit and progress in a meaningful way.  
  
Underpinning principles: 

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

b) A high level of engagement with your learning and teaching will help you develop a strong 
sense of identity with members of the City community. 

c) You will most benefit by attending and engaging regularly, taking advantage of the learning, 
teaching and other activities available.  

d) Engagement with academic staff teaching on your programme is important and they will 
advise you on their availability to support you with your learning and progress.  

e) A range of specialist services are available at City to support you to progress within your 
programme in addition to the academic support available on your programme.  

f) Poor attendance and engagement does not just affect individual students, but also has an 
impact on others. For example, in group projects or other types of peer-learning.  

g) Identifying poor attendance and engagement early, and intervening early, are key to helping 
you progress. 

h) All of our students are given a fair and equal opportunity to demonstrate academic 
achievement in accordance with City regulation and policy.  

Participation and Attendance Expectations  
City, University of London expects you to consistently attend all timetabled sessions. This includes all 
learning activities set out in your programme handbook or those provided to you during a module, 
including personal tutorials. 

                                                      
1 Drafting note: Text shaded in grey is taken directly from current Tier 4 policy and is highlighted for ease of 
reference. Work will be done to ensure consistency of tone between merged documents. 
2 Drafting note: These will be developed as an outcome of the consultation process and will be specified in the 
policy in due course. 
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a) Details of specific programme or module attendance requirements are noted in your 

Programme Handbook. We expect you to attend all of your scheduled programme activities. 
You should familiarise yourself with specific programme or module attendance 
requirements. You are responsible for engaging with the method of attendance-recording 
used. 

b) If you expect or know you are going to be absent for a number of days or over a period of 
weeks, you are required to make contact with the designated member of staff on your 
programme. Together you should make arrangements to ensure you are able to engage 
appropriately in your studies for the duration of your absence from class if permitted. 

c) City recognises that our students come from a diverse range of backgrounds. You may be 
undertaking your studies in specific and complex circumstances. We find value in the fact 
that all of our students have unique experiences. You may have other commitments 
including childcare, religious or caring responsibilities. However, we expect you to manage 
these commitments around timetabled sessions in order to take part in the module or 
programme fully and get the most from your studies. 
 

Good student engagement is also a requirement of a number of external bodies. This includes, for 
some programmes, Professional Statutory and Regulatory Bodies (PSRBs). It also includes certain 
funders (e.g. U.S. Department of Education who administer Federal Direct Loans). It is a requirement 
of the UK Visas and Immigration department of the Home Office for Tier 4 sponsored students.3 

Tier 4 Sponsored Students 
If you are on a non-UK student studying with a Tier 4 student visa, please refer to the Tier 4 
Attendance Monitoring Policy. [Link].  
 
If you are a Tier 4 student the steps we take and the support offered if your attendance becomes a 
concern will be the same as for all of our students. Equally, any sanctions for 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. 

Participation and Attendance records 
School staff are responsible for recording and monitoring attendance. 4 Attendance points will be 
meaningful contacts (including core modules) to provide evidence that you are engaging well and 
progressing within your discipline.  Not all activities will be monitored by all Schools. Assessment 
activities that will be monitored will be set out in your Programme Handbook.5  
 
You are expected to attend all of your scheduled timetable. Attendance and engagement is 
monitored from the day you begin your programme. It is a programme’s responsibility to record 
attendance and engagement each month for all of their students. All relevant evidence will be kept 
in your student file. This will include emails between the School and you in regards to attendance, 
medical evidence, and other relevant correspondence.  
 
Schools must be able to produce reports showing the frequency of student attendance/engagement.  
Schools will have their own defined procedures and nominated monitoring personnel in place.   

                                                      
3 Drafting note: Include links to Tier 4 policy and any guidance to loans/scholarships. 
4 Drafting note: Schools staff will be specified – e.g. Course Office/Programme Leader etc. As this is to be 
worked though during implementation planning this is not specified in this draft. 
5 Drafting note: Other attendance/contact points specific to School context to be laid out in the Programme 
Handbook (noting some will be programme-specific).   
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You are required to ensure your attendance and engagement is noted either via systems in place in 
your School or by appropriate School staff. Where it is the responsibility of academic staff to ensure 
attendance and engagement records are complete, School administrative staff flag any incomplete 
or incorrect records to academic staff to ensure records are accurate. 
 
In the interests of consistency and fairness, as far as possible all students have similar contact points. 
If you are on placement or outgoing Study Abroad there will be alternatives agreed that are 
appropriate to your situation.  
 
For Postgraduate Research students, supervisory meetings are considered the principal mode of 
engagement. Supervisors must input monthly activity into the Research and Progress (RaP) system, 
but contacts may also be recorded by the student and approved by the supervisor. Postgraduate 
Research students are expected to continue to engage with their studies throughout the calendar 
year, unless it is specified as a designated vacation period. 

Identifying Poor Attendance and Engagement 
Programme Teams will run a participation report at monthly review points during each term to 
identify students who have missed expected contacts. Some Programme Teams may run reports 
more frequently if a high number of contacts in any given week is expected.  A student may be 
flagged in the following ways: 
 

a) If a student has missed five or more consecutive contact points without explanation or 
authorisation (see next section for information on authorised absences); 

b) When a student’s attendance and participation falls below 80%; 

When a member of staff becomes aware of an unexplained absence, there are a series of steps to 
take where they will contact you and offer support. Further detail on this is provided below. 

Authorised Absences  
a) Programme teams must provide clear information to you on how you can report an absence.   
b) Students will not normally be allowed to be absent during designated teaching and 

examination weeks. During vacation periods there is no requirement for you to be present 
on campus, and there is no need to request an authorised absence during designated City 
vacation periods.  

c) The maximum continuous period of absence which can be granted without suspending 
studies is 20 working days, subject to School/Visa Compliance approval. In exceptional 
circumstances, where appropriate evidence has been provided, City may consider 
authorising an absence up to maximum of 60 days.  

d) Students who are granted an authorised absence will not receive a refund of tuition fees. 
Nor will their expected end date of studies be amended to reflect the period of time away 
from their studies.  

e) In circumstances where a student’s absence is expected to prevent them from progressing 
on their current programme, the School must decide on temporary or permanent 
withdrawal of the student. All authorised absences must be recorded on the student file 
along with any relevant supporting evidence.  

For more information, please refer to the Authorised Absence Form. [Link]  

Contact, Reporting and Withdrawal  
If the reports show that you may not have been attending programme activities your programme 
team will contact you and the following steps will be taken:  
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a) In the first the programme team will notify you that there is a concern and establish how to 

help you. You will be asked to meet with your Personal Tutor to discuss your attendance and 
any help that you might need. 

b) If you do not respond to communications and/or if attendance continues to be low the 
programme team will contact you again. You will be asked to meet with your Programme 
Director (or a nominated alternative) to discuss how your attendance can be improved and 
whether you need any support. A record of the meeting will be retained on your file. 

c) If you miss two or more contact points, or if your attendance drops below 80%, you will be 
invited by the Programme Director (or a nominated alternative) to discuss how your 
attendance can be improved and whether you need any support. This meeting will be 
treated as an official disciplinary meeting.  

d) If your attendance does not improve or you miss five consecutive contact points of 
engagement, or if your overall engagement drops below 80%, a formal written letter will be 
issued outlining the conditions on which you can stay on the programme.  

e) A student with 10 consecutive unexplained absences, or where overall engagement 
continues to be below 80%, will be withdrawn from their programme.  

All students will be signposted to appropriate support services at City. 

Programme Team Roles 
Programme Teams are expected to: 
 

a) Ensure that personal tutors engage with students in delivering our Personal Tutoring Policy. 
b) Ensure all students, but particularly new and international students who are transitioning 

into life at university, are supported and made aware of the pastoral support available. 
c) Ensure attendance requirements are made clear to students at induction. Compulsory 

attendance and engagement requirements will be detailed in the Programme Handbook. 
d) Determine method(s) of monitoring participation and attendance. 
e) Publish the procedures for students to report an absence from a compulsory event. 
f) Provide a system of support for a student who has or is at risk of having an unsatisfactory 

attendance record or at risk of disengagement/withdrawal from studies. 
g) Actively signpost students to the services offered by City and by external agencies to support 

students who are experiencing issues that are impacting on attendance and engagement. 

It will be the responsibility of the Deans of Schools (or nominee) to ensure appropriate processes are 
in place to make this happen. City’s Professional Services will work with Schools to provide support 
to colleagues and the means of enacting this policy. 
 
City is continually seeking to improve our services and support for students. Relevant Professional 
Services and support schemes will be made available to academic staff (e.g. Personal Tutors) and 
support staff (e.g. Course Officers) to ensure that we are able to help you make the most of your 
time with us and offer assistance if your attendance suggests you may be experiencing difficulty. 
 
Our Student Charter details the importance of attendance and engagement in student life in the 
wider context of City’s community [Link]. 
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