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Student Engagement and Attendance Policy
[bookmark: _Toc231800642]Introduction
Purpose
This policy sets out Cardiff Metropolitan University’s expectations of your attendance and engagement with your programme, the support available to you to help you stay on track, and the steps we will take if we have concerns about your participation in your studies. 
Participating actively in your studies is fundamental to your academic success, progression and wellbeing and to your overall student experience and outcomes. Regular attendance and engagement will help you to:
· Understand what is expected of you academically
· Benefit fully from learning, teaching and assessment activities
· Build relationships with other students and staff
· Feel connected to your course and the wider University community
· Make progress towards completing your qualification and prepare for life after you leave the University.

Scope
This policy applies to all students of Cardiff Metropolitan University enrolled on taught programmes delivered at home campuses, unless explicitly stated otherwise. 
It covers engagement and attendance in learning and teaching activities whether delivered on or off campus, online, and in placement or work-based settings. 
This policy sets out our expectations and principles. Detailed operational processes, thresholds, and workflows are set out within supporting procedures and guidance.
Additional requirements apply for international students sponsored under the University’s UK Visas and Immigration licence. These are set out in the Student Visa Compliance Policy and the International Student Engagement Monitoring Procedure.

Definitions
Attendance refers to your presence at scheduled teaching and learning activities that form part of your programme.
Engagement refers to your active participation in your academic studies and wider learning activities.
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We expect you to engage actively with your course in several ways, including:
Attending timetabled teaching and learning activities
You should normally attend all scheduled teaching activities that form part of your programme. These may include lectures, seminars, tutorials, labs, practicals, studio sessions, workshops and group work. These activities are designed to support your learning and help you meet assessment and programme requirements. Regular attendance helps you understand course content, develop skills, and stay on track with your studies. 

Note: Some programmes include activities where attendance is mandatory due to professional, statutory or regulatory body requirements, or where learning outcomes cannot be achieved without participation. Your programme team will explain these requirements.

Engagement with independent and asynchronous learning
You are expected to take responsibility for your own learning by engaging with independent and asynchronous activities, including completing readings, watching online content, and participating in group discussions or projects. These activities, carried out outside scheduled sessions, are essential for developing skills such as teamwork, communication and critical thinking, as well as for supporting your academic progress. It is important, therefore, that you plan your study time effectively and seek support from tutors or peers if needed. The number of hours of study you are expected to undertake is detailed in each module descriptor.

Engagement with the digital learning environment
You are expected to access and use the University’s digital learning environment, Moodle, and other online tools used on your programme. This may include accessing learning materials and additional learning activities, recorded content, announcements and guidance from your teaching team that will help you to make the most of your course. You will also submit many of your assessments online. Staying engaged online is as important as attending classes.

Engagement with assessment 
Participating in assessments allows you to deepen your understanding, track your progress, and get useful feedback for academic growth. Consistent engagement also helps you meet programme requirements and achieve your academic goals. You should ensure you give yourself sufficient time to prepare for assessment tasks, complete all required assessments on time and use feedback to improve your learning. If you find a particular assessment task particularly challenging, talk to your module leader, Personal Academic Tutor or library staff. 
Engagement with academic and wider support
You are encouraged to engage with the wider academic support that is available to you as a student at Cardiff Met. Personal Academic Tutors, study skills workshops and library services offer practical advice, can help you hone your study techniques, and connect you with resources that support your academic progress. Regularly engaging with these opportunities is not just about getting help when needed, it’s about building confidence, broadening your skills, and making the most of your learning journey. 

Engagement with the wider university community
	Whilst at university, you are encouraged to engage with co-curricular and extra-curricular activities and events on offer such as team sport and societies, Students’ Union activities, community day events and programme-linked activities. Engagement with these opportunities is part of the overall university experience and will your support your learning, professional development, wellbeing and sense of belonging.
	Such activities, while encouraged, are not mandatory and participation is not monitored in any way. It is recognised that your capacity to engage with these may vary due to e.g. financial or personal circumstances, mode of study, etc.
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We are committed to creating a learning environment that supports you to engage effectively with your studies. 
Academic environment
We support you to engage with your course by ensuring it is well‑designed and up-to-date, through inclusive teaching and assessment practices, and accessible learning environments. We also engage actively with you throughout your course to gather your feedback on your experience and take action to make enhancements. 
Ongoing support
Throughout your course you can access a wide range of support, including:
· Personal Academic Tutoring
· Academic skills and library support
· Student wellbeing and inclusion services
· Students’ Union activities and co‑curricular opportunities
· IT support
Additional support when needed
If you experience difficulties, additional academic support may include:
· Support to Study Policy and Procedure
· Mitigating Circumstances Policy and Procedures
Targeted support may be appropriate under:
· Reasonable Adjustments Policy for Students
· Performance Sport Dual Career Athlete Policy
· Student Parental Policy
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We monitor your engagement and attendance so that we can support you effectively by identifying concerns early. Monitoring allows us to notice when you may be experiencing difficulties and to contact you to offer support before problems escalate. 
Monitoring also enables us to meet our regulatory and statutory requirements.
What information we use
To understand your engagement, we use a platform called MetStats which records and displays information on the following:
· Attendance at scheduled teaching activities
· Your engagement with online learning environments
· Assessment submission patterns
 The same information is available to you and to relevant members of staff. 
Information about your engagement and attendance is considered alongside other relevant factors and is never used on its own to make decisions about your student status.
How your information is used
Engagement and Attendance data is accessible to Personal Academic Tutors, Associate Deans of Student Engagement, Programme Directors, the Student Retention Team, the Student Wellbeing Team and any other relevant academic and professional services staff providing support.
Information about your engagement and attendance is used to:
· Offer timely academic or pastoral support
· Identify early signs that you may need help
· Inform appropriate academic or wellbeing interventions
· Support compliance with funding, regulatory and immigration requirements, where applicable
All information is handled in line with the University's Data Protection Policy and the Student Privacy Notice.  
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Letting us know if you are affected
If personal, health, financial or other circumstances affect your ability to attend or engage, you must let us know as soon as possible. This allows us to understand your situation and discuss what support may help.
You should contact your Personal Academic Tutor or your Programme Director but may also want to contact Student Services directly.
You should explore what you might need to do if you cannot keep up with your assessments: MetCentral Mitigating Circumstances
Early contact and support via the Support to Study Policy
Our approach is supportive and focused on helping you continue with your studies wherever possible.
If we notice that you are not engaging as expected, you will usually be contacted by your Personal Academic Tutor or a member of the Student Retention team to check how you are doing and to offer support, which may include:
· Advice about academic support, wellbeing or specialist services
· Development of an action plan to support your engagement and success
· Discussion of assessment adjustments where appropriate
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If concerns about engagement or attendance continue despite support and contact, you may be escalated through the Support to Study Policy or referred to the Engagement Review Panel.
Depending on your circumstances, outcomes of an Engagement Review Panel might be:
· A formal request from the University for you to confirm your intentions with respect to your studies
· Referral into Support to Study for development of an action plan
· An interruption of studies
· Withdrawal from programme
· Notifying external bodies such as Student Finance or any other relevant funding bodies and the UK visa authorities, where applicable. 
Any such decisions are made carefully, taking account of your individual circumstances. You will be informed of your right to review or appeal through the appropriate procedures.
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Your engagement and attendance are a shared responsibility between you and the University. 
As a student, you are responsible for engaging actively with your studies, attending learning activities and seeking support when needed, as set out in section 2 above and in the Student Charter.
Alongside the general support set out in section 3 above, the following University staff play a key role: 
Personal Academic Tutors provide academic guidance, support engagement, and act as a central point of contact.
Programme Directors oversee engagement at programme level and manage escalation where concerns persist.
Associate Deans (Student Engagement) oversee complex or sustained cases and ensure alignment with University frameworks and regulations.
Professional services teams support engagement through coordinated academic, wellbeing, administrative and regulatory processes.
The Chief Student Officer has strategic oversight of the implementation of this policy and the associated procedures.
Academic Board ensures the effective implementation of the policy and associated procedures through regular monitoring and review. 
Further detail is set out in the Student Engagement and Attendance Procedures.
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The following University policies relate to student support, expectations and responsibilities and can be found on the University’s Policy Hub:
· Student Charter 
· Support to Study Policy and Procedure
· Mitigating Circumstances Policy and Procedure
· Reasonable Adjustments Policy
· Parental Support Policy
· Performance Sport Dual Career Athlete Policy
· Equality, Diversity and Inclusion Policy
· Student Visa Compliance Policy
Additional relevant procedures:
· International Student Engagement Monitoring Procedure

[bookmark: _Toc231800650]Review and Approval
In line with university guidelines, this policy and the associated procedures will be reviewed every three years or sooner, as appropriate.
Changes to university or external regulations or external best practice guidance may trigger early review. 
Updates will be considered by the Learning, Teaching and Student Engagement Committee and approved by Academic Board.
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Appendix 1
Student Engagement and Attendance Procedure

1. Purpose
This procedure sets out the operational framework through which the University implements the Student Engagement and Attendance Policy and explains how it works in conjunction with the Support to Study Policy and the Mitigating Circumstances Policy to support student success. 
The purpose of this procedure is to provide detail on how student engagement and attendance are monitored, how concerns are identified and reviewed, and how timely, proportionate, and supportive interventions are applied where engagement is not satisfactory. 
The procedure is designed to ensure that students experiencing difficulties are identified as early as possible and offered appropriate academic, pastoral, or wellbeing support, while also establishing a clear and transparent process for managing cases of sustained non engagement.
The procedure seeks to balance the University’s duty of care to students with its academic standards and regulatory obligations. It is designed to support fair, consistent and proportionate application of decisions and actions related to student engagement across the institution and distinguish clearly between supportive engagement processes and formal academic or regulatory action.
Scope
This procedure applies to all students enrolled on taught programmes of study at the University, including undergraduate and postgraduate taught students, regardless of mode or pattern of delivery. This includes, but is not limited to, students studying on apprenticeship programmes, block or accelerated delivery models, blended and fully online provision.
The procedure applies throughout a student’s period of registration and is intended to operate alongside related processes governing study abroad, placements, interruptions of study and breaks in learning, recognising that different forms of engagement may be expected in these contexts.
This procedure does not apply to postgraduate research students, whose engagement and progress are managed under separate policies and regulations. Where engagement concerns arise that intersect with other institutional processes, including Support to Study or Mitigating Circumstances, these procedures provide the overarching framework through which such matters are considered in a joined up and consistent manner.


Principles for Managing Engagement and Attendance
This procedure is underpinned by the below principles which govern how student engagement and attendance are monitored, reviewed, and addressed across the University. 
The procedure is applied with a clear emphasis on early identification and supportive intervention, recognising that changes in engagement are often an indicator of emerging academic, personal, or wellbeing difficulties.
Actions taken under this procedure will be proportionate to the nature, duration, and seriousness of the concern, and informed by an understanding of individual student circumstances. 
Engagement is considered holistically, drawing on multiple indicators and sources of information, and no single data point is used in isolation to reach decisions. 
Clear, timely, and transparent communication with students is central to the process, ensuring that expectations, concerns, and next steps are understood. 
The procedure is applied in a way that is fair and consistent, while remaining sensitive to equality, accessibility, and the need for reasonable adjustments.
It operates in close alignment with the Support to Study and Mitigating Circumstances processes where relevant, to ensure that students receive coordinated and appropriate support.
How engagement and attendance are identified and reviewed
Student engagement and attendance are monitored and reviewed as part of the University’s commitment to supporting student success, wellbeing, progression and retention.
MetStats is the system used to bring together information from different sources so that the University can monitor student engagement and attendance. Monitoring this information enables the early identification of student who may require additional academic and/or wellbeing support. Engagement and attendance data is reviewed on a regular basis by the Student Retention team and Personal Academic Tutors.
Students have access to MetStats and are encouraged to take an active role in monitoring their own engagement and attendance throughout their studies.
Engagement Indicators
Student engagement data is collected through indicators of active participation in learning and the wider University experience. This may include interactions with a variety of university academic support platforms and the timely submission of assessments.  
These indicators are not reviewed in isolation but are considered together to provide a holistic understanding of overall academic engagement and attendance.
Met Stats collects engagement and attendance data utilising the following:

Attendance at:
· Attendance at timetabled lectures, seminars, lab and practical sessions
· Scheduled Personal Academic Tutor meetings
· Course related scheduled events

Engagement with:
· Virtual Learning Environment Moodle 
· Moodle Course Resources
· Panopto lecture capture
· Submission of assignments 
· Attendance at exams

Attendance is recorded using the University’s digital attendance monitoring system. Students must digitally check in to their lectures, seminars, or workshops by scanning the attendance QR code shown on the screen during each timetabled session. 
If you are studying at a Cardiff Met campus, you are required to record your attendance at each session. If you experience any technical issues while checking in, you must inform your tutor at the end of the session so your attendance can be recorded manually.
Students are responsible for ensuring their attendance is correctly recorded.

Holders of a Student Visa
For international students who hold a student visa, engagement and attendance are monitored in line with UK Visas and Immigration (UKVI) attendance requirements. 
Monitoring for Student Visa holders is undertaken in line with the University’s International Student Engagement Monitoring Procedure, which is operated by the Global Engagement directorate and sets out expectations, processes, and potential actions where engagement falls below the required level.

Exclusions from Engagement and Attendance Monitoring
Some programmes have periods where attendance at timetabled lectures or seminars is not required. Examples include instances where students undertake placements, internships, sandwich years, or are in the writing up phase of final projects. In such cases, engagement monitoring through MetStats is ineffective, and students in these programmes should be exempted from system generated engagement notifications. 
During these periods, programme teams should consider if and how engagement should be monitored to track students' progress and provide support.
Programmes with Professional Statutory or Regulatory Body (PSRB) requirements
For professionally accredited courses, attendance and engagement requirements may exceed the standards set out in the University’s Engagement and Attendance Policy. Where this applies, students are required to comply with the higher PSRB mandated requirements for professional accreditation.
Absence Reporting
The University understands and accepts that at times students will be unable to attend campus or engage with the Virtual Learning Environment (VLE) for a range of reasons. If a student is unable to engage with their studies or attend campus for a period of 10 consecutive days or more, they are expected to inform their Personal Academic Tutor (PAT) as soon as possible. 
The University has a duty to notify Student Finance where a student is absent for an extended period of time.
Prolonged non-attendance not only impacts academic performance but may affect students’ eligibility for tuition fee funding and/or maintenance payments. It is therefore important that you engage with your studies and communicate with your programme team, if you experience difficulties that may affect your engagement and attendance.
The University can provide information, guidance and support to students who experience academic and personal challenges that impact engagement and attendance.

Identification and follow-up of low engagement 
Engagement and attendance concerns are managed through the University’s Support to Study Procedure, which provides a supportive and proactive framework for identifying and responding to students who may be experiencing difficulties engaging with their course.
Engagement and attendance data is reviewed regularly against university expectations and agreed thresholds. Where a student’s engagement and attendance fall below the expected level, the University may make contact to check on a student’s wellbeing, understand any barriers to engagement, and offer appropriate advice and support, to help a student re-engage with their studies. 
The level of response and follow up will be proportionate to the nature and duration of the engagement concern.
Engagement Review Panel
Referral to the Engagement Review Panel
Where there are on-going concerns about a student with no or low levels of engagement or attendance, or if a student’s engagement or attendance drops suddenly and they have not engaged with the Support to Study process, a student will be referred to an Engagement Review Panel (ERP). 
Any student referred into this panel will be notified of this and the communication will include the range of possible outcomes the student may expect.
Role of the Engagement Review Panel
The role of the ERP is to consider available evidence in relation to students with no or low engagement and attendance who are also not engaging with wider support processes, and to make a recommendation on how the University can either best support them or update their enrolment status to reflect their lack of engagement.
The ERP supports proportionate, fair and consistent decision-making across the student body.
The ERP will meet regularly, taking a case-led approach in its support of students. 
The ERP may involve a student’s Personal Academic Tutor or Programme Director, professional services staff e.g. Wellbeing, Finance or Accommodation and any other relevant staff. 
Information considered by the Engagement Review Panel
The ERP will consider all the following information (where known) as part of the review process:
· Engagement and attendance data
· Support to Study or retention related information
· Disability/Reasonable Adjustments related information
· Wellbeing referrals e.g. Cause for Concern
· Deferrals and/or late submissions via the Mitigating Circumstances process
· Finance issues or difficulties 
· Challenging personal circumstances declared to the university
Outcomes of an Engagement Review Panel
The ERP can recommend one or more of the following outcomes:
i. Ongoing monitoring of the student’s engagement and attendance via the Support to Study procedure
ii. Student referral into wellbeing/disability/finance support
iii. Student referral into Support to Study, including directly into the Fitness to Study stage where there are very serious concerns
iv. Interruption of study
v. Referral to an Exam Board with a recommendation to withdraw a student
vi. Presumed Withdrawn
Presumed Withdrawn
If a student has ‘no’ or ‘zero’ engagement and attendance and has not engaged with the Support to Study process, either from the outset of their programme or after they have started their programme, then their case will be reviewed by the ERP and a student may be considered as ‘Presumed Withdrawn’.
The ERP may presume a student has withdrawn, based one or more of the following criteria:
i. Engagement and attendance show 0% for 10 working-days or more (this includes directly from the start of teaching);
ii. Failure to submit assessments or attend exams;
iii. Failure to respond to any communications from the university i.e. repeated requests to engage with the university via the Support to Study process.
The student will be contacted via email and letter sent to their recorded permanent address, advising of the Presumed Withdrawn process, allowing a period of 10 working days to respond providing further information and/or declare any exceptional circumstances relating to the non-engagement.
If the student responds to this communication, the withdrawal process will not continue and the student will be referred to their Personal Academic Tutor for further support and guidance, potentially to discuss an action plan or interruption of studies.
If no response is received from the student within 10 working-days, they will be formally withdrawn from the University. This will be confirmed in writing to the student, including information and support relating to the impact upon student finance, tuition fees, visas and accommodation.

Student request for review of an ERP outcome
If a student has been notified as being ‘presumed withdrawn’ and wishes to re-engage with the University to prevent their withdrawal, they should follow the instructions listed in the relevant ‘presumed withdrawn’ communication (as in 7 above).
If a student wishes to appeal a confirmed withdrawal, or to request a review of another Engagement Review Panel outcome, they may do so on the following grounds:
i. The University did not follow its processes as set out in this document, and if it had, there is a substantial likelihood that a different outcome would have been reached.
Information was available to the Engagement Review Panel at the time, but was not considered, and if it had been, a different outcome may have been reached.
There is evidence of exceptional circumstances which prevented the student from engaging with previous processes in a timely way.
If a student wishes to request a review of the ERP outcome, they should request this within 14 days of being notified of the outcome.
Registry Services will review all documentation in relation to the original ERP decision, as well as the request for review, and will reach a recommendation within 14 days of the request being received.
The outcome of the review will be communicated to the student in writing and may be:
i. Refer back to the ERP for a reassessment of the student’s case;
or
ii. No change to the ERP outcome.
Where there is no change to the ERP outcome, the reasons will be detailed in a formal Completion of Procedures letter.
Notification of Withdrawal
As part of the withdrawal process, official notification of the change in student status is sent to the student, relevant staff in the University and any relevant external bodies.
The University is obliged to promptly notify the Student Loans Company if a student has been withdrawn.
Withdrawal of any international students who hold a visa is processed in accordance with the Student Visa Compliance Policy.
Procedural Roles and Responsibilities
The University recognises that engagement can be influenced by a range of factors and therefore provides a coordinated network of academic and professional support. The following roles and services form part of the University’s student engagement and support framework:
Personal Academic Tutors (PATs) provide ongoing academic guidance and pastoral support throughout a student’s studies. PATs act as a key point of contact, helping students to navigate University processes, reflect on academic progress, and identify appropriate support where concerns arise. PATs may proactively contact students where engagement concerns are identified and will support students in developing strategies to improve participation and academic success.
Programme Directors oversee student engagement at programme level and monitor patterns of attendance, participation and progression across cohorts. They work with module leaders, Personal Academic Tutors and professional services teams to identify emerging concerns and coordinate appropriate interventions where engagement issues persist. Programme Directors may escalate cases where there are ongoing or significant concerns regarding a student’s engagement or continuation on programme.
Associate Deans (Student Engagement) provide oversight of complex, high-risk or sustained engagement concerns within Schools. They support the consistent implementation of University regulations, policies and procedures relating to student engagement, attendance and support. Associate Deans work collaboratively with academic and professional services colleagues to ensure that students are supported appropriately and that interventions are proportionate, compassionate and aligned with institutional frameworks.
Professional Services and Student Support Teams play an important role in supporting student engagement through coordinated academic, administrative, wellbeing and regulatory processes. This may include support relating to wellbeing and mental health, disability and inclusion, finance, careers, learning support, international student advice, accommodation, and student records. These teams work collaboratively with academic staff to ensure that students can access timely and appropriate support throughout their studies.
The Chief Student Officer has strategic oversight for the implementation and effectiveness of the Student Engagement and Attendance Policy and  associated procedures across the institution.
Academic Board is responsible for ensuring the effective implementation, monitoring and periodic review of the Student Engagement and Attendance Policy and associated procedures, including consideration of institutional data, trends and areas for enhancement relating to student engagement and attendance.
Review of Procedures
The procedures will be reviewed in line with the Student Engagement and Attendance Policy, i.e. every three years if not earlier.
Amendments will be considered by the Learning, Teaching and Student Engagement Committee and approved by Academic Board.
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