
 
 
 
 
 
 

Student Attendance and Engagement Policy 
 
 
 
 
 

1. Introduction 
Student attendance and engagement covers three broad interrelated areas: student academic success, student 
welfare and legal compliance. This policy is aimed at fostering a positive learning environment for all students, 
providing staff with the necessary resources to support students and for the university to meet its legal 
requirements. 

 
1.1 Evidence shows that student attendance and engagement with their chosen programme of study is 

beneficial to teaching and learning and improves academic performance for all studentsi. When asked 
to give advice to incoming students, King’s final year students recommended: going to lectures, 
especially in the first year, speaking up in seminars, meeting with personal tutors and joining societies 
and clubs. 

 
1.2 The effective monitoring of attendance and engagement also aids the identification of students who 

are facing difficulties, enabling appropriate, timely intervention and facilitating the delivery of pastoral 
care and any specialist wellbeing support that would help a student to remain engaged with their 
programme of study. Many students benefit from inquiries and nudges about their behaviour, and 
often use these to begin to raise challenges or problems. 

 
1.3 Monitoring ensures compliance with the university’s statutory Tier 4 sponsor licence obligations to 

UK Visas & Immigration (UKVI) for students who are subject to immigration control. The university 
has an obligation to notify UKVI where a Tier 4 student has missed ten consecutive expected contact 
points without permission and where the university intends to terminate the student’s registration as 
a consequenceii. 

 
 

2. Definitions 
2.1 Expected Contact Points are key academic activities within a programme, which provide evidence of 

engagement and will typically include attendance, which is defined here as the physical presence of 
the student in their respective learning environment. While expected contact points may be broadly 
consistent, their type may vary during a student’s registration period (see section 4.2). 

 
2.2 Engagement is satisfactory participation with study, which may include, but is not limited to the 

following: 
 

• The active and regular use of available resources by the student to support learning, which 
includes accessing: programme-related materials via the VLE (e.g. KEATS); lecture capture; 
library resources and so on; 

• Attendance at a: lesson, lecture, tutorial, seminar, examination, work or study abroad 
placement and so on; 

• Submitting coursework; 
• Meeting with a Supervisor or Personal Tutor; 

 
N.B. The term Faculty is used interchangeably throughout this policy and may also refer to Schools or 
Departments. 



3. Scope 
In the interest of consistency and ensuring equality of treatment this policy applies to all students. Attendance 
and engagement will be monitored in the same way, however, the purpose for which the data is used will vary 
(see section 6 of this policy). 

 
4. Policy 

4.1 Identifying Expected Contact Points 
4.1.1 Taught Students 

i. In recognition of the distinctions between the various academic disciplines across the 
university, Faculties are required to identify and document expected contact points in 
accordance with the requirements of the programme or department. Owing to logistical 
challenges, it is expected that records of attendance will not normally be taken at large 
lectures, but should be taken at most other teaching sessions and laboratory-based 
teaching; 

 
ii. There is a minimum requirement that the regularity of expected contact points is weekly 

during term-time, with the exception of students following a course of study leading to 
a professional qualification where fitness to practice requirements apply; 

 
4.1.2 Postgraduate Research Students 

i. Faculties are required to identify and document expected contact points to evidence 
engagement. Key academic activities may include, for example, attendance at a: 
meeting with a Supervisor; research-method or research-panel meeting, writing-up 
seminar or doctoral workshop; oral examination (viva), and the timely completion of 
Individual Progress Reports; 

 

ii. There is a minimum requirement that the regularity of expected contact points is 
monthly; 

 

 
4.2 Applicability of Expected Contact Points 

4.2.1 During Recognised Vacation Periods 
Expected contact points are not required during recognised vacation periods, however, the 
following exceptions apply: 

 
i. Postgraduate taught students on a 12-month programme are expected to be engaged 

with their individual project during the summer, i.e. this is not a recognised vacation 
period for them. During this period there is a minimum requirement that the regularity 
of expected contact points is monthly. 

 
ii. Postgraduate research students do not have specified vacation periods. Any time taken 

away from study within their annual leave entitlement, in agreement between the 
student and their Supervisor, will be treated as a recognised vacation period, during 
which expected contact points are not required. 

 
4.2.2 During Periods of Off-Campus Study 

Faculties must set expected contact points during agreed periods of off-campus study that exceed 
three months, which includes, for example, time spent at non-King’s premises for the purpose of 
undertaking: 

 
• data collection; 
• a research project; 
• a joint-degree programme 

https://internal.kcl.ac.uk/student/doctoral-studies/pgr/docs


Arrangements must be made through Supervisors for reports on the student’s progress to be 
provided at regular (at least six-weekly) intervals, and must also ensure that contact with 
Supervisors is maintained, in agreement with the Guidelines on Off-Campus Study in Research 
Degrees. 

 

4.2.3 During Work Placements 
Faculties must ensure that expected contact points are agreed and set in advance for all students 
on a work placement to confirm satisfactory engagement. There is a minimum requirement that 
the regularity of expected contact points is monthly for the duration of the placement. 

 
4.2.4 During Study Abroad Placements 

Faculties are responsible for monitoring engagement for students on their programmes, including 
those spending time overseas in connection with their studies. For those students studying 
abroad at a partner university, the Global Mobility Office will contact and confirm with host 
institutions that students are attending/engaging with their overseas studies whilst the relevant 
King’s academic department must ensure that contact is maintained with the students. There is 
a minimum requirement that these two points of contact - with the host institution and with the 
student - are confirmed once per semester. 

 
4.2.5 During Authorised Periods of Interruption 

i. Expected contact points are not required during authorised periods of interruption, i.e. 
when a student is formally permitted by their Faculty to defer their studies for an agreed 
period, however, Faculties may opt to maintain contact as deemed appropriate; 

 
N.B. There are specific requirements applicable to Tier 4 students, as noted below. 

 
ii. The continued sponsorship of a Tier 4 student may be allowed during an approved period 

of interruption and will not be reportable to UKVI, provided that the following conditions 
are met: 

 
a) The period will not exceed 60 days; and 
b) The student will still be able to complete their programme within the validity 

of their current Tier 4 visa; 
 

N.B. If the above conditions cannot be met, it will be necessary for the Visa Compliance 
Service to report cessation of sponsorship to UKVI, which will result in curtailment of the 
student’s visa. 

 
In exceptional circumstances, such as serious illness or injury, an approved period of 
interruption may exceed 60 days, provided that the above conditions are met and 
documentary evidence is retained to confirm the decision. Instances exceeding 60 days 
are expected to be rare, and in such cases, the Visa Compliance Service must ensure that 
contact with the student is maintained, as appropriate. 

 
 

4.3 Record Keeping Requirements 
Faculties are required to maintain accurate and complete records for all students to ensure that 
attendance and engagement is monitored effectively. As a minimum standard, attendance and 
engagement data must: 

 
i. be recorded locally and consistently by Faculties in accordance with sections 4.1 and 4.2 of 

this policy; 
 

ii. provide reasons for absence where appropriate, for example, where a student has reported 
that they are not able to attend or engage due to illness, they should be marked as absent 
due to illness rather than absent for other reasons; 

https://www.kcl.ac.uk/aboutkings/quality/academic/prog/guidance-on-off-campus-study-in-research-degrees.pdf
https://www.kcl.ac.uk/aboutkings/quality/academic/prog/guidance-on-off-campus-study-in-research-degrees.pdf


iii. include satisfactory documentary evidence for Tier 4 students, to verify a decision to support 
an authorised interruption, where appropriate (see section 4.2.5); 

 
iv. be aggregated and made available within a reasonable timeframe, e.g. 24 hours, at all 

relevant institutional levels, as requirediii. 
 
 

4.4 Managing Instances of Non-Attendance/Disengagement 
4.4.1 Identifying a Cause for Concern 

Faculties must identify and define the number of missed expected contact points that will 
represent a cause for concern, in accordance with the requirements of the programme or 
department. With the exception of students following a course of study leading to a professional 
qualification, as a minimum requirement the period must not span more than two weeks for 
taught students or two months for postgraduate research students. 

 
4.4.2 Responding to a Cause for Concern 

i. Where the defined number of missed expected contact points has been reached, the 
student must be contacted immediately by designated staff. This may be, for example, 
a Personal Tutor or Supervisor (for students on Clinical Placements, this may be their 
Mentor or Link Lecturer). 

 
ii. The student may be invited to attend a meeting with a designated member of Faculty 

staff to help identify any contributing factors adversely affecting their 
attendance/engagement, and to ensure that appropriate support is provided to those 
facing difficulties. This may include, for example, academic support or a referral to any 
of the specialist support services listed in section 8 of this policy. 

 
iii. In the event that a Tier 4 student is failing to maintain satisfactory attendance or 

engagement with their programme of study, the Faculty must notify the Visa Compliance 
Service once it has exhausted all local processes to reengage/reintegrate the student, 
which must not exceed two weeks. 

 
iv. Faculties must set clear conditions and expectations to students with unsatisfactory 

attendance/engagement. 
 

v. Where a student’s welfare is a cause for concern (not academic progress), i.e. where 
their health, wellbeing or behaviour is having a detrimental effect on their ability to meet 
the academic requirements of study or impacting on the wellbeing of other students and 
staff, the Support for Students procedure may be followed. 

 

vi. In the case of continuing unsatisfactory attendance/engagement or persistent failure to 
respond to the university’s communications or instructions, an Executive Dean of Faculty 
or nominee acting for the Principal may terminate a student’s registration by invoking 
the respective G28 Academic Progress Regulation. 

 

vii. The Student of Concern procedure must be followed in the event of a student’s 
disappearance from study. 

 
 

5. Staff Responsibilities 
5.1 Nominated Faculty staff have a responsibility to ensure that: 

i. programme handbooks clearly describe: 
 

• all expected contact points and mechanisms for reporting absence; 

https://internal.kcl.ac.uk/staff/help/personaltutors/documents/Support-for-Study-Procedure-2017-18-trial.docx
https://www.kcl.ac.uk/campuslife/acservices/Academic-Regulations/assets-17-18/G28.pdf
https://internal.kcl.ac.uk/student/student-of-concern


• the escalation mechanism, with respect to cases of continuing non- 
attendance/disengagement; 

• fitness to practice requirements, where applicable; 
 

ii. accurate and complete records are maintained and that student attendance and 
engagement is monitored effectively; 

iii. students who are disengaged or facing difficulties are referred to appropriate support 
mechanisms; 

iv. the Visa Compliance Service is notified in the event that a Tier 4 student is failing to 
maintain satisfactory attendance or engagement with their programme of study; 

 
5.2 Nominated staff within the Visa Compliance Service have a responsibility to ensure that: 

i. timely and accurate reports are made to UKVI, where required; 
ii. contact is maintained with students who, under exceptional circumstances, are granted 

an interruption exceeding 60 days; 
 

 
6. Use of Data 

The university is committed to handling student data with care and ensuring compliance with the Data 
Protection Act 1998, which sets out the legislative framework for managing personal information. The 
university’s Data Protection Policy is available to read online. 

 

The way in which engagement data is used will vary. This may include but is not limited to, for example, 
anonymising data for research purposes, for which the university will develop a clear, ethical framework in 
consultation with staff and students, while ensuring that its Student Data Collection Notice is updated to cover 
the collection and use of all relevant data. The university will carefully consider any implications for data 
protection in collaboration with the Associate Director of Legal Services. 

 
 

7. Associated Procedures, Regulations and Guidance 
• Student of Concern Procedure 
• Support for Students Protocol 
• Mitigating Circumstances Procedure 
• G28 Academic Progress Regulations 
• G29 Fitness for Registration and Fitness to Practise Regulations 
• General Academic Regulations 
• UKVI: Tier 4 Sponsor Guidance for Educators 
• Off-Campus Study Arrangements 
• Guidelines on Off-Campus Study in Research Degrees 
• Data Protection Policy 
• Student Data Collection Notice 
• GPF Consultation - Supporting Disabled Students 

 
 

8. Links to Relevant Support Services 
• Counselling 
• Wellbeing 
• Housing Advice 
• Money Advice 
• Disability Advice 
• Immigration Advice 

https://www.kcl.ac.uk/policyhub/data-protection-policy-2
https://www.kcl.ac.uk/professional-services/business-assurance/student-data-collection-notice
https://internal.kcl.ac.uk/student/student-of-concern
https://internal.kcl.ac.uk/staff/help/personaltutors/documents/Support-for-Study-Procedure-2017-18-trial.docx
https://www.kcl.ac.uk/aboutkings/quality/academic/assessment/mitigating-circumstances/index
https://www.kcl.ac.uk/campuslife/acservices/Academic-Regulations/assets-17-18/G28.pdf
https://www.kcl.ac.uk/campuslife/acservices/Academic-Regulations/assets-17-18/G29.pdf
https://www.kcl.ac.uk/policyhub/academicregulations/kings-academic-manual
https://www.gov.uk/government/publications/sponsor-a-tier-4-student-guidance-for-educators
https://internal.kcl.ac.uk/student/doctoral-studies/pgr/docs/index
https://www.kcl.ac.uk/aboutkings/quality/academic/prog/guidance-on-off-campus-study-in-research-degrees.pdf
https://www.kcl.ac.uk/policyhub/data-protection-policy-2
https://www.kcl.ac.uk/professional-services/business-assurance/student-data-collection-notice
https://www.oiahe.org.uk/resources-and-publications/good-practice-framework/
http://www.kcl.ac.uk/campuslife/services/counselling/index.aspx
https://www.kcl.ac.uk/wellbeing
http://www.kcl.ac.uk/campuslife/services/student-advice-support/how/housing/index.aspx
http://www.kcl.ac.uk/campuslife/services/student-advice-support/how/money/index.aspx
http://www.kcl.ac.uk/campuslife/services/disability/index.aspx
http://www.kcl.ac.uk/campuslife/services/student-advice-support/how/intlstudentsupport/index.aspx


9. Policy Review 

Review Date: October 2017 
Next Review Due: October 2018 
Approver/Owner of Review: College Education Committee (CEC) 

 
 
 

i Referenced research material: 
 

Eleri Bowen , Trevor Price , Steve Lloyd & Steve Thomas (2005) 
Improving the quantity and quality of attendance data to enhance student retention 
Journal of Further and Higher Education, 29:4, 375-385 

 
Loretta Newman-Ford, Steve Lloyd & Stephen Thomas (2009) 
An  investigation  into  the  effects  of  gender,  prior  academic  achievement,  place  of  residence,  age  and  attendance  on  first-year 
undergraduate attainment 
Journal of Applied Research in Higher Education, 1:1, 13-28 

 
Randy Moore (2004) 
Does Improving Developmental Education students’ understanding of the importance of class attendance improve students’ 
attendance and class performance? 
Research and Teaching in Developmental Education, 20:2, 24-39 

 
Debbie Bevitt, Chris Baldwin & Jane Calvert (2010) 
Intervening Early: Attendance and Performance Monitoring as a Trigger for First Year Support in the Biosciences 
Bioscience Education, 15:1, 1-14 

 
Carey Freeman, Peter Plassmann (2015) 
Using technology to monitor first year student attendance in their academic studies 
Brookes eJournal of Learning & Teaching, 7:1, retrieved from http://bejlt.brookes.ac.uk 

 
Loretta Newman-Ford , Karen Fitzgibbon, Stephen Lloyd & Stephen Thomas (2008) 
A large-scale investigation into the relationship between attendance and attainment: a study using an innovative, electronic attendance monitoring system 
Studies in Higher Education, 33:6, 699-717 

 

ii A cessation of sponsorship notification to UKVI concerning non-attendance/disengagement will typically result in curtailment of the Tier 4 visa and will require the student to make immediate 
arrangements to leave the UK. Where a notification relates to non-attendance/disengagement, this may also adversely affect the student’s immigration history. 

 
iii In the event of a UKVI compliance audit, attendance and engagement data may be required within 24 hours. At any time UKVI may request a spreadsheet showing the details of all Tier 4 students 
and their attendance. If requested, this must be sent electronically to UKVI within 21 days of the date of the request, providing all the information requested (as per section 2.6 of the Tier 4 Sponsor 
Guidance for Educators). 

http://bejlt.brookes.ac.uk/
https://www.gov.uk/government/publications/sponsor-a-tier-4-student-guidance-for-educators
https://www.gov.uk/government/publications/sponsor-a-tier-4-student-guidance-for-educators
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