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Section A: Policy on Student Attendance and Academic 
Engagement  

1.0 Introduction and purpose 
 
The Student Attendance and Academic Engagement Policy and Procedure provides a 
clear and impartial process for dealing with matters relating to attendance and 
engagement that falls below expectations.   
 
We will: 
 

• inform you of the basis of any concerns and give you an opportunity to respond 
before any decisions are made; 

• avoid bias when dealing with issues; 

• be transparent in all our dealings whilst maintaining confidentiality; 

• not delay in communicating with you; 
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• where appropriate, we will seek to resolve issues relating to student discipline 
informally through our student support system; 

• not delay in carrying out any necessary investigations to establish the facts of 
the case; 

• provide all the information and documents to which any hearing or panel has 
access to you, in alternative format as appropriate 

• ensure that all the appropriate college regulations and policy documents are 
easily accessible and available to you 

• allow you to be accompanied by a member of the Rose Bruford College 
community at any stage including formal hearings 

• allow representations by you either written or verbal 

• take account of all circumstances  

• confirm the decision in writing 

• monitor and review the effectiveness of our student disciplinary procedures 
and ensure appropriate action is taken 

 
Rose Bruford College wants its students to achieve to the best of their ability. It is 
widely recognised that attendance and achievement are strongly linked.  We want to 
enable you to achieve sustained work in the creative industries: your ability to work 
collaboratively and demonstrate a professional attitude and approach to working will 
help you to achieve this.   
 
You are expected to attend and engage with all scheduled learning activities because: 
 

i. the promotion and achievement of collaborative learning, teaching and 
working is an overriding principle of studying at Rose Bruford College; and 
 

ii. you are expected to acquire a professional attitude to your studies, your 
peers and your tutors and are required to demonstrate a high level of 
commitment to the collaborative nature of Rose Bruford College 
programmes. 

2.0 Expectation of student attendance and engagement 
 
It is a formal requirement of all Rose Bruford on-campus programmes that you attend 
all taught sessions.  Failure to attend and engage with taught sessions without 
mitigation may result in penalties being applied. 
 
In this context the following definitions apply: 
 

i. Attendance – the physical presence on a timely basis of the student at 
teaching events or other required events as prescribed by the College; 
 

ii. Engagement – the active involvement of students in their studies as 
evidenced, for example, by meaningful contributions to teaching events, 
appropriate preparatory work in advance of teaching events, and 
constructive work with fellow students as required by the structure of the 
programme of study. 
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Any disciplinary procedure being undertaken through this policy may be adjourned at 
any time if it is known or suspected that you are not fit to participate (for example on 
health grounds).  In such circumstances, the proceedings may be suspended or 
terminated subject to specified conditions.  
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Section B: Student Attendance and Engagement Procedures 

3.0 How we will apply the attendance requirement  
 

1 This policy applies to all of our full time programmes.  Attendance at and 
engagement in classes is compulsory: we expect you to attend all teaching 
sessions associated with the programme on which you are enrolled.  A register 
of attendance will be kept at each session and your non-attendance will be 
recorded.   
 

2 We recognise that there will be times when your late arrival or non-attendance 
is because of matters beyond your control or because of illness or some other 
unforeseen circumstance.  In the event that you are unable to attend, or arrive 
on time, you must: 
 

i. email or ring your programme administrator before 9.30 am  on the 
day of absence.  Please also check for any additional requirements 
specified in your programme or module handbook.  For example, you 
may be asked also to email relevant lecturers to inform them of your 
absence or late arrival. 
 

ii. complete an Absence Form (which is available from your programme 
administrator).  You should submit the completed form to Registry 
within seven days of your return from absence.  If you do not submit 
the form within seven days of the last day of absence, you will be 
marked as absent without explanation.   

 
iii. If you are ill for more than five consecutive working days, then you 

should obtain a sickness/release certificate from your doctor. 
 

iv. complete an Absence Form for any absence for whatever reason.  If 
you do not submit an Absence Form your absence from classes will be 
treated as unauthorised. 
 

3 We will review your attendance periodically and on completion of each 
module 
  

4 If you are a Visa National student (i.e. from outside the European Economic 
Area) with a Tier 4 Visa, we have a number of obligations to the United 
Kingdom Visas and Immigration (UKVI) including reporting high levels of 
absence.  If you are reported to UKVI this could lead to both the withdrawal of 
our sponsorship of you and your right to study in the UK. 
 

5 On occasion everyone may have personal circumstances which impact on their 
ability to attend classes.  This may be something about which the Student 
Support or the Learning Support staff can offer some advice or help.  We 
encourage you to use these support services before your absences significantly 
affects or puts at risk your study here. Students also have the opportunity to 
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submit documented details of any extenuating circumstances to the Mitigating 
Circumstances Committee.   

4.0 Penalties for non-attendance or engagement 
 
If you are not attending and engaging with your programme of study on a regular and 
consistent basis then, in the first instance, tutors will raise the matter informally. 
However, if this pattern of behaviour persists then the following escalating series of 
penalties may be applied: 
 

1. a formal tutorial with the relevant Programme Director/subject leader; this will 
result in a formal written warning 
 

2. a formal tutorial with the Head of School, with the Programme 
Director/subject leader present; this will result in a formal written warning 
indicating that you are no longer deemed to be in ‘good standing’ and 
therefore ineligible to be considered for international exchange opportunities, 
external placement opportunities, or election as a student representative. This 
position will be maintained for a period of three months or to the end of the 
academic year (whichever is the shorter) after which your attendance and 
engagement will be reviewed.  

 
3. consideration of your lack of attendance and engagement by an formal 

academic panel comprising of the Principal, Head of School and Registrar. This 
could result in: 

 
a.) suspension from the College or exclusion from classes or from the 

precincts of the College (or any part thereof) for a specified period; 
 

b.) expulsion from the College. 
 

If penalty 2 or 3a is invoked, then in instances of compensation or cases requiring 
borderline consideration at Examination Boards, compensation or discretion will not 
be applied and your mark or degree classification will remain in the lower category. 
 

5.0 Appeals 
 
You have the right of appeal against any disciplinary action. However you must appeal 
on your own behalf. An appeal submitted by a third party will not be accepted. 
 
Notice of appeal should be sent to the Registrar and Secretary in writing within seven 
working days of the dispatch of the decision of the original hearing.  
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5.1 The Appeals Committee 
 
An appeal shall be heard by the Appeals Committee, a sub-committee of the Board of 
Governors. Its composition shall be  

• two independent members of the Board of Governors, one of whom shall 
act as Chair 

• one member of staff not involved in the original hearing 

• a representative of the  Student’s Union 

5.2 The Appeal Hearing 
 
The Appeal Hearing shall be called as soon as is possible after receipt of the student’s 
notice of appeal. The Appeal Hearing shall be called within 20 working days after 
receipt of your notice of appeal.  
 
You will be given notice of the date of the hearing and the procedure to be adopted 
at least three working days before the hearing.  
If the penalty imposed by the Academic Panel was less than suspension, you may be 
suspended during the period prior to the Appeal Hearing. This is not intended to be a 
punitive action, but designed to better enable the investigation. Such suspension is at 
the discretion of the Principal.  

 
The Appeal Committee shall not rehear the case afresh but shall: 

i. review the procedures followed to date 
ii. establish whether any new evidence that is material and substantial 

has been presented 
iii. review the penalty imposed.  

 
The student may submit a written statement for consideration by the Appeals 
Committee. 

 
The manner in which the appeal shall be conducted and the evidence which will be 
heard, will be entirely at the discretion of the Chair of the Committee, who will ensure 
that its business is conducted in accordance with the rules of natural justice.   

5.3 The decision of the Appeal Committee 
 

The Committee may: 
 

• confirm the original decision; 

• uphold the appeal and quash the original decision; 

• substitute its own decision for the original one. This may involve an alternative, 
lesser or greater penalty.    
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6.0 Further action 
 
Normally the decision of the Appeals Committee is final and you will be issued with a 
Completion of Procedures letter.  
 
If you are studying on an award of The University of Manchester and you still believe 
that your complaint has not been dealt with properly by the College or that the 
outcome is unreasonable you may make a further appeal to The University of 
Manchester. If you are dissatisfied with the decision of The University of Manchester, 
you may be able to complain to the Office of the Independent Adjudicator for Higher 
Education (OIA) provided the complaint is eligible under its rules and once all internal 
procedures have been concluded. 
 
If you are studying on a Rose Bruford College award, and you believe that your 
complaint has not been dealt with properly by the College you may be able to complain 
to the Office of the Independent Adjudicator for Higher Education (OIA) provided the 
complaint is eligible under its rules and once all internal procedures have been 
concluded. 
 
Information about the role of the OIA and the procedure for submitting complaints 
can be obtained from the OIA website: www.oiahe.org.uk  

7.0 Disabled students or students with other protected 
characteristics 
 
If you feel that you may have been discriminated against because of a disability or any 
other protected characteristic as defined by the Equality Act 2010, you can make a 
complaint through the College complaints procedure, but you also have the right to 
pursue a complaint under the terms of that Act to a county or sheriff court.   If you 
feel you have a case you may bring proceedings against the responsible body, that is, 
the Governing Body of the College the claim must normally be started within 6 months 
of the alleged discrimination.  Where there has been a process of discrimination taking 
place over a period of time, the six months begins at the date of the last discriminatory 
act.  Courts have the discretion to consider a claim brought outside the six-month 
period if they consider that it is fair to do so.  
  
If you wish you can take a case under this Act at the same time as making a complaint 
through the College complaints procedure.  Most of the cases under this act are dealt 
with in the first instance by the Equality and Human Rights Commission (EHRC) which 
has set up an independent conciliation service for disputes arising under the act, and 
tries to promote settlement of disputes without recourse to the courts.  Agreeing to 
the conciliation process does not prevent a complainant from pursuing a case through 
the courts and the time limit for bringing an action in court is extended by two months 
if the conciliation process has been used within six months of a discriminatory act.  For 
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further information about the EHRC and the conciliation service, contact the EHRC 
helpline by ringing 08457 622 633. Textphone users should dial 08457 622 644.  
Further information can be obtained from the EHRC website:  
www.equalityhumanrights.com 

8.0 Reporting 
 
Each year, the Registrar will prepare a report to the Board of Governors on the number 
and nature of cases referred to the Principal, identifying any general issues that may 
have arisen. 
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