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Attendance and Engagement Policy
Policy Statement

City College strives to deliver the highest standard of teaching learning and assessment to each of its students and aims to uphold the integrity of any and all qualification and awards the College delivers recognising that many students strive to become professionals. To achieve this, the College recognises the need for robust procedures to ensure all students maintain the expected standards of attendance and engagement throughout their learning journey and that there are robust procedures and support mechanisms in place.
Attendance

Attendance is defined as students physically or through an online portal, attending a planned live session, such as a lecture, guest speaker or tutorial and engaging with the learning opportunities within that session. City College recognises that students are more likely to achieve their programme aims and reach their full potential by taking advantage of the learning, teaching and other activities available. In contrast, research has shown that, inconsistent attendance makes students less likely to succeed. There is an expectation that students should aim to have 100% attendance but maintain at least 85%. Students falling below 85% will be offered Additional Support. In the event that the student knows they will not be able to attend a planned session, the student should contact the College before the start of class. Any non-attendance that is not reported prior to the start of a class will be recorded as ‘Unauthorised Absence’.

Attendance is measured through the register and marked either as;

· (P)Present – where a student is present for the entire timetabled period

· (O) Off Campus – where a student is pursuing activities related to the session aims outside of the learning environment. Students must have a written agreement with their tutor prior to the start of the session

· (L) Late – where a student is present for the majority of a timetabled period

· (A) Absent – where a student is absent for an entire or the majority of a timetabled period and has not informed the tutor
· (AA) Authorised Absence – Where a student is absent for an entire or the majority of a timetabled period and informs City College of a valid reason for absence prior to that absence.

Only (P) Present and (O) Off Campus marks are recorded as positive attendance. Students are encouraged to catch up with any learning through the VLE, however, this would not substitute, negate or alter any absences recorded on the register.
Engagement

Engagement is defined as students being actively involved in online learning materials such as, attendance in a live session, reading online module content, completing formative assessment activities, watching prescribed videos or recordings of lectures they may not have attended. City College recognises that engagement complements attendance and does not replace the need for students to attend live learning opportunities outline above. It is the student’s responsibility to engage with online learning activities and materials, if a student, for any reason, is unable engage for less than 6 hours in a single week, the student must report this in writing to the College. There is an expectation that students should aim to engage for at least 6 hours each week during term time. Students falling below 85% (5.1 hours) engagement without notification could be subject to the Student Disciplinary Policy.
Evidence of engagement will be measured in at least one of the following ways;

· Submitted assignments

· Watching a recorded webinar

· Access to the College library or online library

· Canvas activity reports

Punctuality

A student joining a live session any time after the start time of that timetabled event will be treated as an instance of student lateness and will be recorded on the register as outlined above. Students who expect to be late should inform the College at the earliest opportunity.

Methods of managing punctuality will vary according to the type of lateness being displayed, for example lateness that is persistent, continual, or disruptive may require different interventions. Students will never be   excluded   from   a session   due   to lateness.  In situations where students are  late  and have thus missed essential content, they may not be able to fully participate in that session but should still continue to attend
Additional Support

The main aim of monitoring and managing attendance and engagement is to improve student success and ensure students have the best possible outcome from their activities. Students who fall behind and do not meet the prescribed levels of attendance will first be offered additional support through a Student Support Worker. Support may be, but not limited to, one or more of the below actions;
· Address barriers to attendance such friendship groups or reasonable adjustments.

· Provide or arrange for material aid such as support with essential learning technology

· Offer one on one sessions for students who require additional learning or wellbeing support.

· Signpost or access specialist support by making appropriate referrals to students support services or external professionals and community agencies and organisations.

· Collaborate with employers, organisations and community groups.

· Mentor students who are at risk and develop an individual education plan.

Related Policies  

This policy needs to be read in conjunction with other policies including: 

· Student Disciplinary Policy
· Fitness to Practise Policy
· Student Induction Policy

· Student Registration and Certification Policy

· Refund and Compensation Policy

· Fitness to Study Policy
· Appeals Policy and Procedure
· Equality and Diversity Policy 
· Complaints Policy and Procedure 
· Governance Code
