


 
 

! #!

Records are held and monitored by Academic Services – Registrar’s Department. Students are also 
contacted by this department. The exception to this is work placements on postgraduate Business 
and Computing courses. These records are held and monitored by the International Office and 
students are also contacted by the International Office.  
 
If a student requires a CAS to extend their permission to complete their course, the University will 
consider the student’s attendance, progression and engagement to date. The University reserves the 
right to refuse a CAS for a student to complete their course if the attendance or engagement is 
deemed unsatisfactory. This decision is made by the Head of International Admissions and 
Compliance and the Pro Vice Chancellor International. 
 
 

5) University expectations 
 
It is expected that students will: 

• Attend all tuition specified for their programme of study and participate fully in the learning 
activities associated with each unit.  

• Attend punctually and for the full duration of all such activities. If students are late, they will be 
marked as absent. 

• Complete and submit all components of assessment at the first opportunity and by the 
deadline. 

• Have a meeting with an academic member of staff at least once per month during their 
postgraduate taught dissertation/project and during their postgraduate research studies. This 
will be recorded by the academic member of staff on E-vision (the online Student Record 
System interface).  

• Carry their student ID card at all times on campus and swipe it when required on entry to the 
building and during academic activities. If a student does not have their ID card and an 
academic cannot confirm their attendance, they will be marked as absent. Attempts by 
students to use another student’s ID card are taken extremely seriously and may lead to 
disciplinary action. 

• Live no more than one hour away in travelling time from their University campus.  
 
The University will monitor attendance and engagement by checking ID card scans and student 
registers taken during academic activities and may also use the following to inform an overall student 
profile: 

• Submission of assessments 
• Engagement with the virtual learning environment, BREO. 
• Swiping of the Student ID card to gain access to the University and to the library 
• Responding in a timely manner to formal communications from the University regarding 

attendance and engagement. 
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6) Process 
 
A student’s lack of attendance will become a cause for concern when: 

• There is no record in a month of a supervisory meeting for students on postgraduate taught 
dissertation/project or postgraduate research studies. There is also no record of a card swipe 
on campus during this month. 

• A taught student or placement student does not attend face to face classes or their work 
placement during a two-week period. 

• A pre-sessional student misses half a week of study. 
 
The action taken to re-engage a student when a cause for concern is identified is as follows.  
 
6 a) Students on a taught course  
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If they miss two weeks’ face to face teaching (consecutive or non-consecutive) in a six-week period, 
all taught students will be contacted by the Student Tracking Administrator in the Faculty Registry to 
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identify issues with engagement. Students will also receive an absence record on the student record 
system. Students are informed that they are expected to re-engage in face-to-face teaching in the 

/student-support/mitigation/
/student-support/mitigation/
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• The student provides evidence of mitigating circumstances. This student will be directed to 
available support where required and a decision will be made with regards to their visa 
compliance by the International Office. 
 
 

6 b) Students on a Master’s dissertation 
  
All students on a Master’s dissertation are expected to be in the UK if they have a Student visa. Most 
dissertation periods last 12 weeks. 

/student-support/mitigation/
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These students are monitored over the period of a month, and it is expected we will see the following 
over a month’s period: 

• Evidence of at least one supervisory meeting each month (this may be evidenced on the 
Student Record System or by email confirmation) AND 

• Evidence of at least one on-campus card scan at the PGR base room. 
 
It is acceptable for students to have online meetings with their supervisor but students are expected to 
be on campus regularly if they have a Student visa. 
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/student-support/mitigation/
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this student will have their studies terminated with immediate effect for reasons of non-engagement 
and their Student visa sponsorship will be withdrawn at UK Visas and Immigration. 
 
 

8) Absence 
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All term-time absence/travel must be authorised in advance and will only be granted in exceptional 
circumstances by the International Office. Examples of exceptional circumstances are serious illness 
of student or close family member or death of close family member. Evidence, such as medical 
evidence or a death certificate, must be provided and absence is normally permitted for a maximum of 
one week. Students must request permitted absence by contacting instudent.experience@beds.ac.uk 
or visiting the International Office. 

The University reserves the right to refuse any request where the pattern of attendance and 
engagement already gives cause for concern or where the request may be detrimental to a student’s 
studies. 
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If a student cannot attend due to illness or other unforeseen circumstance, they should email 
tracking@beds.ac.uk. If the student has an ongoing health or other issue, they are referred to the 
relevant support team, the Student Engagement Team: https://www.beds.ac.uk/student-
support/student-engagement/  

If a student misses a scheduled academic session without notifying the University, they will be 
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https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.beds.ac.uk%2Fstudentsupport%2Fmitigation%2F&data=05%7C01%7CClaudia.Mayr%40beds.ac.uk%7Cedf76eb9c357414d2c3208dbca44df35%7C3133dbdc3c644bdaa66a751445a19275%7C0%7C0%7C638326169367096914%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=YCeR8cih8TATFUCbiNDKtlw%2Bw8whWyYRmbbUH1WGp3k%3D&reserved=0
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Students on a pre-sessional course lasting 2 or 4 weeks 
These courses are short and intensive and attendance is key to success. Due to the short 
timeframes, not all of the above processes can be applied. 

If a student misses 50% or more of their 2 or 4 week pre-sessional course, but passes their end point 



 
 

! *!

Appendix 2  
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Where a student does not attend face to face classes during a two-week period (consecutive or non-
consecutive), the process outlined in 6a of the Attendance Policy will be activated. 
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Students are monitored over a semester (12 weeks).  If at any time, the student misses two whole 
weeks, they will revert to the process in 6a. If students partially attend, the following process will be 
activated. 
 

Stage 1  
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Students on the International Foundation programme are expected to study nine sessions per week. 
Where a student missed two or more sessions in a two-week period, there will be cause for concern. 
Students will be contacted by the Student Tracking Administrator in the Faculty Registry to identify 
issues with engagement.  

If the student re-engages fully in their on-campus studies, no further action is taken. Attendance 
continues to be monitored at two-week intervals over the semester. If the student misses a further two 
or more sessions over two weeks during the same semester Stage 2 will be activated. 

 

Stage 2  
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When a student misses a further two or more sessions in a two-week period, they will be invited to a 
face to face meeting with the Student Tracking Administrator. Attendance of this meeting is 
mandatory and non-attendance of the meeting will be escalated to the Head of International 
Admissions and Compliance.  

Each time the student misses two or more sessions in a two-week period, they will be contacted by 
the Student Tracking Administrator in the Faculty Registry to identify issues with engagement.  

 

Stage 3  
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If a student’s attendance is 75 sessions or fewer in a semester, the student will receive an official, 
final warning via the Pre-Termination letter that they are about to have their studies terminated and 
their visa sponsorship withdrawn. They will receive this warning two working days in advance of 
termination so they can provide any evidence of mitigating circumstances which may explain their 
situation. 

If evidence is not provided, the student has their studies terminated and their Student visa 
sponsorship withdrawn at UK Visas and Immigration.  
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Each time the student misses two sessions in a two-week period, they are asked to explain their 
absence and they are informed that they are expected to re-engage fully in face-to-face teaching. The 
consequences of their attendance dropping below 76 sessions in a semester are explained. Students 
will also receive an absence record on the student record system. 
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At all stages, students are given the opportunity to provide any evidence of any mitigating 
circumstances which supports why they are unable to attend face to face classes. An example of a 
mitigating circumstance is serious or extended illness or injury. A list of mitigating circumstances and 
acceptable evidence can be found here https://www.beds.ac.uk/studentsupport/mitigation /  

Where a student provides evidence of mitigating circumstances, they will be directed to available 
support where required and a decision will be made with regards to their visa compliance by the 
International Office 
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