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Student Engagement and Attendance Monitoring Procedures 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
STUDENT ENGAGEMENT AND ATTENDANCE MONITORING PROCEDURES* 

 

 
*See separate guidance for Visa Sponsored Students
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Introduction 
 

These procedures have been written with reference to the ‘Student Engagement and Attendance Policy’, the ‘Support to Study Policy’ 
and the ‘Support to Study Procedures’. To access these documents in full, please go to www.law.ac.uk/policies 
 

As noted in the Student Engagement and Attendance Policy: 
 
Attendance and/or Engagement is a key component in maximising the level of student achievement and employability (for example, in terms 
of developing workplace skills). As students who have low Attendance and/or Engagement are at risk of not successfully completing, the 
University monitors Attendance and/or Engagement in order to prompt further investigation and offer appropriate support where required. 
Students who experience problems with Attendance and/or Engagement may have a variety of reasons for not approaching the University 
for guidance in such circumstances. It is therefore important that the University has effective mechanisms in place to identify students who 
may be ‘at risk’, and to interact with them positively at an early stage.  
 
When monitoring Attendance and/or Engagement the following will be considered: 

 
¶ Overall percentage Attendance at compulsory timetabled classes since the start of the course 
¶ Percentage weekly Attendance at compulsory timetabled classes (to include current week and preceding four weeks) 
¶ Consecutive absences from compulsory timetabled classes 
¶ For students studying Part-Time or on a non-standard course, the regularity of compulsory timetabled classes and relative 

importance of Attendance in relation to the mode or nature of the course will be taken into account 
¶ Four-weekly Engagement for online students 
¶ Online students’ interaction with Elite and participation in programme-specific learning activities  

 

http://www.law.ac.uk/policies
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Annex 1. Procedure for non-attendance/non-engagement in first 14 days following student start date 
(enrolment)

 

Week 1 - Tuesday

Identification of 
at-risk students.

1. Attendance 
(Unit-E 14 day 

report)

2. Online (Tableau 
dashboard - Elite 

Logins)

Week 1 -
Wednesday

Stage 1

SJA calls student.
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Annex 2. Procedure for attendance students after first 14 days 
 

Stage 1: Absence to 6 days (automated initial contact) 
 

 
 
 
 

 
  

Student does 
not attend

Automated 
email sent to 

student 72 
hours after 

absence (24 
hours after 
absence for 

visa-sponsored 
students)

Absence 
information 

added to 
student recod 

(Visa students 
only) SICA 

team process 
to authorise  

absence
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Stage 2: 7-21 days (case discussion – intervention focus) 
The 
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Stage 3: 28 -35 days (case discussion – outcome focus) 

 
 
  

Week 3: Identification of at-
risk students (weekly)

1. PSL flags in Students At-
Risk spreadsheet students 
who have had no change in 

attendance and reviews 
recommendations from 

Stage 2 intervention

2. PSL contacts students 
who have had no change in 

attendance after 
intervention

Week 4: Campus 
Dean/Programme Director 

review

1. Campus 
Dean/Programme Director to 

review flagged students in 
Students At-Risk 

spreadsheet

Week 4: Campus 
Dean/Programme Director 

outcome

1. Campus 
Dean/Programme Director to 

initiate withdrawal process 
with central Student 

Information team if no 
change in attendance

2. Campus 
Dean/Programme Director to 
determine ongoing support 

for students through Support 
to Study and student 

remains on Students At-Risk 
spreadsheet






