
EXTRACT FROM TEACHING AND LEARNING COMMITTEE MINUTES:  22.6.04

04.106
PROTOCOL IN RESPECT OF STUDENT ATTENDANCE


At the May meeting of the Committee it had agreed that, as a minimum University requirement, attendance registers for small group teaching should be kept by Faculties for monitoring attendance.  The Committee had asked for a protocol to be drafted drawing on Faculty practices (min 04.68 refers).  

The Committee was asked to consider the appropriateness of the draft Protocol (TLC/04/39) and to consider whether Regulation 11 of the General Regulations for Students should be amended to add ‘or an aggregate of four weeks’ in order to remove any ambiguity in interpretation which might suggest that the period of four weeks’ absence, following which a student was deemed withdrawn by the Faculty Board, would need to be continuous.  Clarification was provided that this period was within a semester rather than over an academic year.  

If approved, the Protocol would not be compulsory but Faculties would be expected to take account of it as part of their monitoring of student attendance in 2004/5.


The Committee noted the effectiveness of making early contact by telephone with non-attending students (min 04.107 and paper TLC/04/40 refer).


AGREED:

i)
that it be recommended to Senate that Regulation 11 of the General Regulations for Students be amended to add ‘or an aggregate of four weeks within the semester’;

ii)
that, in monitoring student attendance, Faculties should have an early warning system in place and undertake appropriate follow-up action;

iii)
that a standard form of words to notify students of the ‘deemed withdrawn’ decision be drafted centrally for possible use by Faculties;

iv)
that the protocol be endorsed (revised version at Appendix 2);

v)
that Faculties take account of the protocol in 2004/5 and report to the Committee on its use as part of their review of the operation of their systems for monitoring attendance and retention.

UNIVERSITY OF ULSTER
APPENDIX 2


PROTOCOL IN RESPECT OF STUDENT ATTENDANCE

1
UNIVERSITY REGULATIONS

The University’s General Regulations for Students state:

6. 
Students must be punctual and regular in their attendance at such classes or other forms of instruction as may be prescribed.

7. 
Students shall keep the prescribed dates for their courses and at the discretion of the Senate may have to fulfil such additional requirements either in vacation or in intercalary periods as may be specified in course regulations.

8. 
A student who has not been in attendance for more than three days through illness or other cause must notify immediately either the Course/Subject Director or the research supervisor. Where the absence is for a period of more than five working days, and is caused by illness which may affect the student's studies, the student shall arrange for a medical certificate to be presented in accordance with section 18 hereof.

11. 
The board of the faculty shall deem a student to have withdrawn from the University if the student has been absent without leave from prescribed instruction for a period of four weeks or an aggregate of four weeks in the semester.

The Student Charter emphasises that the University expects students to attend punctually lectures, training programmes and assessments, and to participate actively in tutorials and other timetabled activities and meetings.

Students’ obligations under the Regulations are contained in the Attendance section of the Student Handbook.

Academic staff should stress the importance of attendance and the consequences of absence at induction.

2
NOTIFICATION OF ABSENCE

The Teaching and Learning Committee has approved the introduction of a Notification of Absence Form for use by students from 2004/5.  In addition, the EC1 form, used for notifying extenuating circumstances which may have affected performance in assessment, has been revised to provide guidance to students.

3
MONITORING ATTENDANCE

The Teaching and Learning Committee has reviewed Faculty arrangements for monitoring attendance in 2001 and 2004.  It has recognised the practical implications of monitoring attendance for large classes, and the different approach which may be taken to attendance at lectures which have a primarily information-dissemination function, compared to other classes.

It is the responsibility of Module Co-ordinators, in conjunction with other members of the teaching team, to monitor student attendance.  A range of methods may be employed for monitoring attendance:

· self-reporting by students;

· weekly class registers/attendance lists;

· random sampling of attendance.

The Teaching and Learning Committee has agreed that, as a minimum University requirement, attendance registers be kept for small group teaching, eg seminars, tutorials, workshops.  

Some Faculties require records in respect of all classes.  Processes adopted should accord with the Faculty’s guidelines.

4
ACTION IN RESPECT OF ABSENCE

Absence of Three Weeks

It is the responsibility of the Module Co-ordinator to advise the Course/Subject Director of any student who is absent from classes in the module for a period of three weeks, either continuously or for an aggregate period.  The Course/Subject Director then contacts the student, directly or through the Adviser of Studies, to seek clarification of the reason for non-attendance and warn the student of the consequences of continued non-attendance at classes.  Telephone contact is recommended.  A note of the contact should be placed on the student’s file.

Where extenuating circumstances are involved as a result of this contact, it may be appropriate to put in place arrangements to assist the student or to refer the student to Student Support (Counselling and Guidance Services).  If absence is expected to be prolonged, Leave of Absence should be considered.

A student who is absent from further classes with absences amounting to a total period of four weeks in the semester without due cause, is advised in writing by the Course/Subject Director that he or she will be deemed to have withdrawn from their course of study in accordance with Regulation 11.  The right to appeal is also communicated.  A sample form of words is given for this letter at the Annex.

If the student produces information that absence was incorrectly recorded or provides evidence of extenuating circumstances not previously made known for genuine reasons (and which do not warrant considering Leave of Absence), no action in relation to the student’s registration status need be taken.  Otherwise, the Course/Subject Director notifies the Faculty Board.  A Student Record Amendment Form is completed.

Where a meeting of the Faculty Board is not imminent, the Dean of the Faculty may take action on behalf of the Board to deem the student withdrawn.  This action is reported to the next meeting of the Board and recorded in the minutes under reserved business.

Absences of Less than Four Weeks

For unauthorised absence from prescribed classes of less than four weeks, Deans and Heads of School may sanction students under the Ordinance on Student Discipline, for failure to comply with Regulation 6.  Penalties available are a fine, a reprimand, and/or suspension of privilege for up to one semester.

Module Co-ordinators should advise Course/Subject Directors of such non-attendance after two classes.  The Course/Subject Director advises the Head of School of students who should be called to a disciplinary meeting in the third week.

Appeal Procedure

Appeals are conducted in accordance with the procedures described in the Ordinance on Student Discipline.

ANNEX

SAMPLE LETTER TO STUDENT ABSENT FOR FOUR WEEKS 

[send recorded delivery]

Dear

As you know, the University’s General Regulations require students to be punctual and regular in their attendance and to notify the Course/Subject [delete as appropriate] Director of absence of more than three days.  A student who has been absent without leave for a period of four weeks or an aggregate of four weeks is deemed to have withdrawn from the University.

I am writing to inform you that, as our records indicate that you have been absent for a period of four weeks, you will be deemed to have withdrawn from the University.  If you do not provide evidence to me of your attendance during the period, or extenuating circumstances which explain your failure to seek permission for absence, within five working days of the date of this letter, a Student Record Amendment Form will be processed to cancel your registration and your sponsor body will be notified.  You may appeal this action in accordance with the procedures described in the Ordinance on Student Discipline.

Should you wish to discuss any aspect of this letter please do not hesitate to contact either your Adviser of Studies or myself.

Yours sincerely

Course/Subject Director

cc
Adviser of Studies

5
4

