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Attendance Monitoring Policy and Procedure


Introduction

If a student is in the UK on a student visa, where possible his/her attendance must be 100% and they must submit all his/her work on time. To maintain attendance throughout the duration of their course, holders of a student visa are advised that Stanley College London is obliged to comply with UK Borders Agency (UKBA) TIER 4 rules. These rules are laid down by the UK government and require that all full time courses attended by visa students comprise of minimum of 15 hours of day time supervised study per week. If a student’s cumulative attendance (For the purposes of this policy Cumulative Attendance is calculated over one academic term) falls short of 80% AND/OR in case of any student missing 10 Expected Contacts, the College is required by law to report that student to UKBA. If a student is reported to the (UKBA) for lack of attendance or continuous no-shows they will likely curtail his/her visa, which may result in his/her expulsion from the UK.


The Importance of Attendance

Attendance is very important because of two main reasons: Students have made a commitment to work towards achieving academic success by enrolling on their programme of studies. In order to achieve success in their studies it is important that they participate in, and engage fully with, all their scheduled activities such as lectures, workshops and seminars etc. The College therefore regard attendance as an essential part of students’ studies. Also, under the Points Based System of immigration, the college is required by law to have robust systems in place in order to keep track of our students. Under this new system, it is the duty of the college as a sponsor to ensure that our students are in compliance with all the requirements of their leave to remain in the UK at all times. In order to achieve this, we have an effective system of attendance in place that helps us monitor our students so that we know that they are not in breach of their legal duties.


Policy Purpose 
The purpose of this policy is to monitor overseas and domestic student attendance to ensure Compliance with Home office requirements.  The intent is to provide all students with the best opportunity to achieve the learning outcomes of their chosen SCL course. 


Policy Scope 


This policy applies to overseas and domestic students enrolled in SCL
Attendance at Stanley College London (SCL) is compulsory. Students are required to attend all sessions and to take responsibility for their own learning. Learning is a shared experience and students are expected to play a part in promoting collective understanding. 

Attendance is necessary to: 

· Enhance educational development within the area of study 

· Receive information about the program 

· Prepare for all assessments 

· Undertake any practical work or group work 

It is responsibility of the student to attend his classes without fail, we expect from students to inform their Personal Tutor if they know in advance that they were going to be away from College on a particular day. Also to contact the College via phone/email as soon as they know whether they will be absent that day, due to illness 

SCL monitor student’s attendance systematically and through CIMS (College Management Information System).
  
Policy Content 

SCL is responsible for recording the attendance of students to support their academic achievement. Overall monitoring of class attendance is managed by the administration Department. Attendance is recorded and monitored for each study period, in our case daily attendance is taken and then compiled into a Daily, weekly and monthly attendance registered then report is generated which includes all student’s activities. 

SCL monitors domestic student attendance to ensure that students are satisfying the academic standards for each course.  

SCL use the following attendance criteria to assess, monitor, and support a student’s course attendance obligations: 

1. In the event that a student has been continuously absent on 4 consecutive possible attendances, a First Formal Warning Letter will be sent to them to remind them of the need to attend. 

If the student does not attend after 4 consecutive possible attendances (that is an additional 4), a Second Formal Warning Letter will be issued. This requires the student to contact the College at the earliest opportunity and provide an explanation regarding absences. 

Failure to attend after (an additional 2) 10 consecutive possible attendances will result in a Final Formal Warning Letter, which requires the student to attend immediately. If the student fails to comply, their name will be removed from the register. 

After 10 missed contacts the student will be suspended from the College within two working days. The UKBA will be informed and the student’s Tier 4 visa sponsorship (CAS) will be cancelled. 

The following should be noted: 

All letters will be sent to the address given by the student. It is the responsibility of the student to ensure that the College always has the correct address and failure to do so will not be accepted as an excuse. 

This process will be initiated for any student whose attendance falls below 80%. 

The College will not accept any further application from any suspended student. 

In accordance with the Conditions of Acceptance received with the Conditional Offer letter no refund of fees paid will be made to any suspended student.  

Brief notes of all meetings with the student, including agreements on future attendance levels, should be kept. 
2. In cases where there has been no attendance at all over the period since action was first taken. It will be assumed that the student has withdrawn from the college and the college will ask Registry to cancel access to all college facilities (including college card, Library facilities and computing facilities) 


3
 . The Registrar will advise the student of the continued decline in class attendance 

and issue the second warning letter for the same. The action will be recorded in the student record.


4
 . This level, a notice of intention to report letter and appeal process may be issued 

to the student.  At the discretion of the Head of College (or delegated registrar) the student may not be issued with an intention to report letter if, in the opinion of the Head of College (or delegated registrar) the student is capable of achieving 80% or more for overall attendance in the remaining study period, and the student records clearly indicate that the student is maintaining satisfactory academic progress.  

No shows student: 
International students who are introduced to us by our agents will be monitored by them on weekly basis and agents will report to Stanley College London accordingly. 

If a student defers their studies after arrival in the UK, in such cases the student’s permission to be in the UK will cease to be valid as they will no longer be actively studying. The sponsor will need to notify UKBA of the deferral and advise the student to leave the UK. 

Any discontinuation of studies or change of mind after or before obtaining the visa should be informed to the college 

International students who are already living in UK need to submit their postal receipt of student visa application which they have sent to UKBA and Acknowledgement letter from UKBA. 

Step 2 

Terminate the student from the college. Letter will be sent to student, agent, parents/guardian and next to kin informing the action taken by the college. 

Step 3 

Informing the UK Border Agency, about the termination of the student’s, due to non-attendance at the college.
   Attendance Process

1. Student attendance is marked on the class roll at the beginning of every scheduled   session. Students that are more than 30 minutes late to a session are marked absent for that session.  The lecturer returns the roll/attendance sheet to the administrator/registrar. 


2. The Administrator/Registrar enters the attendance records into student record on a daily basis and a weekly attendance is reviewed.      

3. The Administrator/Registrar identifies any attendance issues and reports on identified                    issues to the Student Welfare Officer.  


4. The Registrar advises the relevant Head of College (or delegated registrar) and writes to the student if their attendance percentage falls into any of the categories above (as per Policy content).  


5. The Administrator/Registrar provides a summary monthly report on student attendance to the Student Welfare Officer.  The Registrar will confer with the relevant Head of College (or delegated registrar) on any student at risk.  

6. The Student Welfare Officer, in conjunction with the Head of College (or delegated          registrar) will decide on the most appropriate course of action to be taken on a case-by-case basis. Criterion 4 & 5 in Policy Content above guides the Registrar and Head of College (or delegated registrar) decisions.   


7. Decisions and actions of the Registrar are recorded. 

  Responsibility 
        Registrar and Head of College  


Record Management 
Class Attendance Rolls 


Student Files 


Attendance Warning Letter 


Intention to Report Letter (Unsatisfactory Attendance) 


Policy Developed By 
Student Welfare Officer 


Policy Endorsed By 
Academic Team 
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