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1. Purpose
This policy establishes the minimum attendance expectations for all students enrolled in credit-bearing courses. Regular attendance is directly linked to academic achievement, and this policy sets out consistent, transparent procedures for recording attendance, reporting absences, and addressing patterns of non-attendance.
2. Scope
This policy applies to all students enrolled in on-campus, hybrid, and remote-delivered courses at the institution, including part-time and full-time students. It covers scheduled classes, laboratory sessions, seminars, tutorials, and any other timetabled academic activity.
3. Policy Statement
Students are expected to attend all scheduled classes and academic activities for which they are registered. Attendance is recorded at every session by the instructor or an authorized designate. Where attendance falls below the thresholds set out in Section 5, the institution will apply the escalation process described in Section 6.
4. Definitions
1. Absence: Non-attendance at a scheduled class, in-person or remote, without prior approval.
1. Authorized Absence: An absence approved in advance or excused after the fact under Section 7 (e.g. medical, bereavement, religious observance).
1. Attendance Rate: The percentage of scheduled sessions attended within a given course, calculated per term.
1. Instructor of Record: The faculty member responsible for a course and for recording attendance.

5. Attendance Thresholds
Attendance rate is calculated per course, per academic term, and reviewed on a rolling basis. The following thresholds determine the institutional response:
	Attendance Rate
	Status
	Action

	95% – 100%
	Satisfactory
	No action required

	85% – 94%
	Caution
	Automated notice sent to student and advisor

	75% – 84%
	Warning
	Formal written warning; meeting with academic advisor required

	Below 75%
	At Risk
	Referral to Attendance Review Board; may affect enrollment status



6. Escalation Process
1. First notice: Automatically generated when attendance drops below 95%; informational only.
1. Second notice: Issued below 85%; requires the student to contact their academic advisor within 5 business days.
1. Formal warning: Issued below 75%; a mandatory advising meeting is scheduled and a remediation plan is documented.
1. Attendance Review Board: Convened when attendance falls below 75% following a formal warning, or below the At Risk threshold in Section 5. The Board may recommend continued enrollment with conditions, a reduced course load, or withdrawal.

7. Reporting and Authorizing Absences
Students who anticipate or experience an absence must notify their instructor(s) as far in advance as possible, and no later than 24 hours after the missed session where prior notice was not possible. Supporting documentation (e.g. medical certificate) may be required for absences of three or more consecutive sessions.
The following categories are eligible for authorized absence status when reported within the required timeframe and, where applicable, supported by documentation:
1. Illness or medical appointment, supported by medical documentation for absences of 3+ days.
1. Bereavement.
1. Religious observance, where notice is given at least 7 days in advance.
1. Participation in an approved institutional activity (e.g. representing the institution at a competition).
1. Jury duty or other legal obligation.
Authorized absences are excluded from the attendance rate calculation in Section 5 but must still be recorded.
8. Roles and Responsibilities
1. Students: Attend scheduled sessions, report absences promptly, and provide documentation when required.
1. Instructors of Record: Take attendance accurately and consistently, and flag concerning patterns to the academic advising team.
1. Academic Advisors: Monitor attendance notices, meet with students as required, and support remediation planning.
1. Student Affairs Office: Maintain this policy, convene the Attendance Review Board, and ensure consistent application across departments.

9. Appeals
Students may appeal an attendance-related decision, including Attendance Review Board outcomes, by submitting a written appeal to the Student Affairs Office within 10 business days of notification. Appeals must set out the grounds for appeal and include any supporting evidence not previously considered.
10. Policy Review
This policy is reviewed annually by the Student Affairs Office, or sooner if required by regulatory or institutional changes. Proposed amendments are logged in the Version History table at the front of this document, with the version number incremented according to the following convention:
1. Major revision (e.g. 1.0 → 2.0): Substantive change to policy requirements or thresholds.
1. Minor revision (e.g. 1.0 → 1.1): Clarification, wording, or procedural change that does not alter the substance of the policy.
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