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Note – This document relates to the monitoring of attendance and engagement of
those learners sponsored by NCG under the Tier 4 / Student Visa route as per UK
Visas and Immigration (UKVI) requirements. For non-Tier 4 / Student route
International Students, please refer to the applicable College attendance policy.
1. Introduction
NCG, and its member colleges, has a no tolerance policy regarding non-attendance
and lateness and as a result the expectation is that all students achieve 100%
attendance and punctuality.
Students should attend all classes punctually according to their signed Learning
Agreement and course timetable. This gives them the best opportunity to be
successful in their studies. It is a requirement of NCG’s Student Sponsor status that
UKVI is informed of significant periods of student non-attendance. Reporting periods
of unauthorised non-attendance to UKVI is mandatory.
As a Student sponsor, NCG is required to implement and operate a robust
attendance and engagement policy for its sponsored Students. Any student
sponsored under the UKVI Student licence who fails to engage with their programme
of study, as set out in this policy, will be reported to UKVI and will be withdrawn from
their programme of study, unless there are exceptional extenuating circumstances.
To be clear –where a student is reported to the UKVI as a result of failing to
engage, where there are no extenuating circumstance, this will result in the student’s
Tier 4 / Student leave being curtailed (cancelled).
NCG’s definition of academic engagement activity is as follows:
•

Attending required lectures, seminars or tutorials.

•

Undertaking required laboratory work.

•

Undertaking research or fieldwork.

•

Submitting essays, assignments and attending examinations.

2. Unplanned absence due to emergency or illness:
If a student needs to miss a session as listed above, they should:
•

Contact the School Office or relevant member of staff as soon as possible
(preferably by 9am the same morning) to explain the unplanned absence.

•

Provide a medical note from their GP if the absence is longer than one
calendar week and illness is the reason for the absence.

3. Planned absence:
•

Discuss the matter with the Programme Leader in advance of any
unavoidable planned absence.
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•

Complete an application for authorised absence form, obtain the Programme
Leader’s signature and submit it to the NCG International Compliance Officer.
This will be subsequently shared with the International Office of the relevant
college.

•

The NCG International Compliance Officer to check the following Monday that
the planned absence has been inputted correctly into registers.

4. For all absence including authorised, the student is responsible for:
•

Catching up on missed work by viewing missed sessions / notes via Moodle /
Teams and / or other programme sites

•

Attending an additional / alternative session where possible and catching up
on missed work as soon as they able to do so.

On return to College the student should discuss any outstanding work and
arrangements to catch up with their Personal Tutor (FE Full time) designated
programme lead or Lecturer (HE) Student Re-engagement.
Students studying RQF level 3-5 who have an attendance record of less than 85% in
a given month and students studying RQF level 6 and above who fail to attend for
three consecutive calendar weeks, will be invited to attend a re-engagement meeting
with the NCG International Compliance Officer and the relevant course tutor.
Students whose attendance and engagement does not improve, following the reengagement meeting, will risk being withdrawn from the programme and reported to
UKVI. The decision to authorise any period of absence is at the discretion of the
programme leader, personal tutor or lecturer and will be in line with either this policy
and / or NCG HE Academic Regulations. For example, if a student will be absent for
a prolonged period, perhaps because they are ill, the programme leader may decide
that this is authorised. It is important to note however that in making this decision,
the programme leader will consider whether or not the student will then be able to
re-engage with their studies on return, without repeating a previous period of study.
Any authorised long-term leave must be reported to the NCG International
Compliance Officer. Where a student is unable to engage with their study due to
illness or personal circumstances for a period of 60 days, the student will be
withdrawn and reported to UKVI, with the option to defer at a later date.
If the option to defer results in a new CAS being required for the student to
complete the course, the decision to issue the new CAS will be made by the
International Compliance Officer.
5. Thresholds for withdrawal and reporting to UKVI
•

A student studying at RQF level 3-5 whose attendance falls below 70% for
three consecutive calendar months will be withdrawn and reported to UKVI.

•

A student studying at RQF level 6 and above who fails to engage for 60
consecutive calendar days will be withdrawn and reported to UKVI.
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•

If the personal tutor, lecturer or programme leader confirms that the failure to
engage is such that the student cannot progress through and / or complete
the course successfully, the student will be withdrawn and reported to UKVI.

6. Monitoring student attendance and reporting to UKVI
•
•
•

International student attendance is monitored by the NCG International
Compliance Officer on a fortnightly basis using the Unit-E Columbus ‘learner
attendance summary’ report.
This report is recorded and where a re-engagement meeting occurs, the
report is annotated with the details of the meeting and any actions related to
the re-engagement plan for a given student.
International student attendance is reviewed at the termly international
committee meeting, with any concerns raised by the HE or academic teams,
being addressed with the student by the NCG International Compliance
Officer.
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