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ABSTRACT 

Engagement with lectures, tutorials, is essential to learning. This policy sets forth principles and 
practices to create a constructive learning environment for all participants. This includes basic rules 
of conduct for video and in-person lectures, as well as attendance regulations. Students that have 
unauthorized absences for five (5) academic contacts or drop below 80% attendance in any given 
month must improve their attendance. Continued absence may result in removal from the 
programme of study.  

RATIONALE 

The Engagement Policy has been developed as part of the Newbold College of Higher Education (the 
College)’s commitment to providing a supportive learning environment which assists all students to 
achieve their full potential. As an institution of higher education, the College has a duty to monitor 
attendance, and to act on non-attendance, so that students can be supported to complete their 
programmes of study. The College may then offer timely assistance and guidance before the 
student’s situation deteriorates, and/or they leave their programme of study. 

Attendance is a key component in student retention, progression, achievement and employability. 
Regular attendance and academic achievement are closely linked. Students who actively participate 
in their learning by attending academic interactions regularly are more likely to enjoy a rewarding 
experience in which their knowledge, skills and abilities are developed; to complete their 
programme successfully; and to achieve better results. 

To retain its UK Visa and Immigration Service (UKVI) sponsor license, which enables the College to 
recruit international students, the College has attendance monitoring and reporting obligations in 
respect of students who require a visa to study in the UK, and for whom the College has issued a 
Confirmation of Acceptance for Studies (CAS) number.  

On the basis of fairness to all students, all students regardless of their residency status in the UK, are 
required to abide by the same engagement policies. Disciplinary action will be taken for excessive 
levels of unauthorised absences which are assessed as consecutive/regular periods of absence or as 
percentage of attendance. Whether students were absent for authorised or non-authorised reasons, 
they are responsible to complete all formative and summative assessments and fulfil the notional 
learning hours.  
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1 ATTENDANCE  

1.1. AUTORISED ABSENCE 
UKVI defines “Authorised Absence” an acceptable reason for absence. Students who have the need 
to apply for authorised absence need to provide verifiable documentary evidence to support their 
request. Authorised absences will not be included when a student’s attendance is assessed for 
disciplinary action. Authorised absences include:  

a. long-term and critical illness 
b. having to return to one’s home country unexpectedly, for example as a result of a close 

personal bereavement or serious illness (first circle of family) 
c. to leave the UK for a programme-sponsored educational trip 

1.1.1 Authorised absence and UK Visa 

Under the UK Visa and Immigration regulations if a student has a visa to study at the 
College, they must be present on the premises for the purpose of their studies during 
semester time unless they apply for, and is granted, an ‘authorised absence’ from their 
studies. Proper documentation might be necessary  

Outside of the semester tourist travel off campus for international students does not 
require any special approval.  

1.1.2 Procedure to obtain an authorised absence 

Students must follow the following steps if they are unable to attend the College 
during semester time. 

1.1.2.1 Absence due to illness or accident 

If a student is unable to attend lectures or sessions on their academic programme, 
for example because of ill health or accident, they (or, in an emergency, a friend) 
must contact their lecturers and the CMM Departmental Assistant via phone or 
email before lecture sessions take place. Students are required to meet with the 
CMM Departmental Assistant on the first day that they return to classes, bringing 
acceptable supporting documents that evidence the reasons for their absence. 

1.1.2.2 Leaving the UK during semester time 

Students must obtain written permission for short periods of absence (maximum 
of one week) in semester time, for example to return home due to bereavement 
or an illness or for programme-sponsored educational trips. If this is approved and 
an international student needs to travel outside the UK, the College will provide a 
letter explaining the reasons of the student’s travel. This can be shown to an 
Immigration Officer(s) should they ask for proof that a student is studying on an 
academic programme and has permission to travel outside the UK. 

Longer absences during semester time require more detailed guidance and may 
require the interruption of a student’s studies for a given period. In such cases it is 
a requirement that students book an appointment to speak to the Academic 
Registrar. 
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1.2. UNAUTHORISED ABSENCE  
Unauthorised absences include any absences that have not been approved (see above). Two criteria 
are used to assess whether an accumulation of unauthorised absences is negatively impacting the 
learning experience requiring intervention: The number of continuous days missed (beginning at 5 
consecutive days) and the percentage of unauthorised absences across all academic engagements in 
a given month (dropping below 80% attendance).  

Falling below either one of these two metrics begins a process of disciplinary action that seeks to 
assist the student to reengage with the academic programme.  

1.2.1 Consecutive periods of absence 

A student’s expected academic contact is defined as any one day in which there are 
timetabled academic sessions. 

For this policy, ‘contacts’ includes any of the following: 

a. Lecture sessions 
b. Examinations 
c. Tutorials 
d. Pre-arranged meetings 
e. Workshops 
f. Placement activities 
g. Designated events (e.g. College’s assemblies, Week of Spiritual Emphasis, 

Residential Weeks) 

In addition, for Taught Masters students working on their dissertations ‘contacts’ will also 
include some or all of the following forms of communication: 

h. Face to face meetings; 
i. One-to-one or group video-conference meetings; 
j. Pre-arranged face-to-face review meetings. 

 

1.2.1.1 After missing five (5) consecutive academic contacts (for Taught Masters students 
2 consecutive academic contacts), the student will be contacted by email and 
asked to explain why they have been absent and when they expect to return. 
 

1.2.1.2 After missing eight (8) consecutive academic contacts (for Taught Masters 
students 4 consecutive academic contacts), the student will be contacted by 
email and advised to return to their studies immediately. 
 

1.2.1.3 After missing ten (10) consecutive academic contacts (for Taught Masters 
students 6 consecutive academic contacts), their respective Programme Board 
will review the case and will decide on disciplinary action, including the 
recommendation to the Exam Board held by the University of Wales Trinity Saint 
David (UWTSD) to withdraw the student from their programme. Additionally, 
international students will be reported to the UKVI, and the sponsorship of their 
Student visa will be withdrawn. 
 

1.2.2 Module Engagement in Percentage  

Attendance is also assessed as a percentage of missed appointments within each calendar 
month. A minimum threshold of 80% attendance is required. The counter resets every 
month.  
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1.2.2.1 A student who has an attendance of less than 80% monthly will be issued with a 
first warning by email. The student will be required to meet with their 
Programme Director and establish a plan to reengage fully with their academic 
programme.  
 

1.2.2.2 If at the next monitoring point the student has an interval attendance of less 
than 80%, a second (and final) warning is issued. The Programme Board will 
review the case and will decide on disciplinary action, including the 
recommendation to the Exam Board held by the University of Wales Trinity Saint 
David (UWTSD) to withdraw the student from their programme. This can also 
have implications for international students as they will be reported to the UKVI 
and the sponsorship of their Student visa will be withdrawn. 

 
1.2.2.3 All students more than ten minutes late for a single period will be marked as 

absent from that period. Students more than ten minutes late for a double or 
third period will be marked as absent from the first period but as present for the 
second and third period. Joining class after the ten-minute late period can be 
very distractive to the teaching environment and it is therefore up to the 
discretion of the lecturer whether students are allowed to participate for the 
remainder of the single class period.  

 
1.2.2.4 Late arrivals to class (within the first ten minutes of class) will be marked as late 

for that period. This also applies to the resumption of class after a break for a 
second or third hour. Three late markings are equivalent to one absent mark.  

2 ENGAGEMENT  

2.1. Physical Engagement Lecture Room Etiquette  
To enhance the educational atmosphere of learning, participation, and classroom interaction 
it is expected that all students follow the engagement rules for any academic contacts below: 

 
a. Mobile phones must be switched off during lectures. 
b. Visitors are generally welcome, but this must be approved by the lecturer beforehand. 

We recognise that occasionally, but not on a regular basis, children might need to 
accompany a parent to class. This also needs to be with the lecturer’s permission 
beforehand. 

c. Eating and drinking should be confined to the breaks between academic 
appointments. 

d. Use of laptops is permitted in class provided their use is restricted to matters relating 
to the lecture. 

2.2. Virtual Engagement 
The virtual study space requires additional engagement rules to those listed above:  

a. To ensure a consistent and stable learning environment students enrolled in an in-
person programme are expected to be present in person at all times. The virtual 
learning space should only be accessed if the student is experiencing a contagious 
illness or by prior agreement (at least three-day notice) of the lecturer.  

b. Students may not be in other concurrent meetings.  
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c. Students need to have their camera on at all times. If a student turns off their 
camera, it is up to the discretion of the lecturer to consider this student absent from 
the class period.  

d. Students should engage and interact with the classroom in a manner similar to 
physical presence.  

e. Chatting (writing text in the virtual platform itself or another platform) should be 
restricted to the class activities and enhancing the learning of all module members.  

f. Students should not be driving while attending synchronous online classes.  
g. Students should be in a quiet environment conducive to a learning environment.  
h. It is recommended that other individuals should not be at the room at the same time.  

 

2.3. Recordings 
Newbold College has the ability to record and share class lectures. These are provided to the 
students to enhance the learning environment by means of reviewing course content. They 
are not an adequate replacement to the classroom experience. Watching class recordings 
does not qualify as being present in class.  
The lecturer and the College reserve the right to make these lectures available or to remove 
access at any point in time.  

 

3 REVIEW AND APPEAL PROCESS 

3.1 The process of recording attendance is a joint responsibility of lecturers and students and 
will be administered at the beginning of each class period. A variety of tools can be used 
for record keeping.  

3.2 Attendance records are reviewed by the Engagement Review Committee that reports to 
the Programme Board. The Engagement Review Committee consists of the Academic 
Registrar, the CMM Departmental Assistant, and the Programme Leaders. The first review 
occurs after the first two weeks and subsequently at regular intervals (at the end of each 
calendar month). All teaching staff have access to the attendance record.  

3.3 Students will receive notification of their progress. Students below the consecutive 
academic contact or percentage threshold will receive warning emails directing them to 
contact their Programme Director immediately to avoid further disciplinary actions.  

3.4 After a second warning email the case will be brought to the Programme Board for 
disciplinary action. The disciplinary process in the Programme Board explores each case 
individually. Based on the student’s overall academic achievements, attendance during 
previous levels/periods of study, recent developments and/or the impact of severe 
domestic circumstances, the Programme Board will decide what disciplinary action should 
be initiated. Some of the options, but not limited to these, include: 
a. The arrangement of a personalized educational plan for the student.  
b. The strong recommendation to transition to a part-time mode.  
c. The recommendation to the Exam Board held by the University of Wales Trinity Saint 

David (UWTSD) to withdraw the student from their programme. Withdrawal from the 
programme will also entail a report to the UKVI (international students), Student 
Finance England (EU/Home students) as appropriate, and, if applicable, a sponsoring 
institution or entity (f.e. the Trans-European Division (TED) of Seventh-day Adventist 
for TED sponsored students). 
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Students will be formally notified of the decision of the action of the Programme Board.  
 

3.5 Students may, regardless of attendance levels, also be excluded by the exam/progression 
board for lack of academic progress. 

3.6 Appeals Process: If a student wishes to appeal the decision of the Programme Board, they 
can appeal by following the process outlined in the Student Complaints Policy. 
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