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Note:  
The policy is intended to be applied flexibly in the recognition that the external environment is 
subject to change and a variety of unforeseen circumstances may arise. The Chair of Education 
Committee and Deputy Chair of Senate are authorised to make reasonable and proportionate 
amendments in implementation as required.  
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3.1.2 Students are required to indicate their on-campus or remote attendance of scheduled 
sessions by “checking in” on the MyBolton App at the start of the session, using a one-
time code provided by the Module Tutor. Attendance is then verified by the Module 
Tutor. If a student is unable to “check in” at the start of the session but is attending 
the session, they should alert the Module Tutor of this.  

 
3.1.3 If, for good reasons, students are unable to attend a scheduled session, they are 

expected to notify the Module Tutor and engage with session tasks set on the VLE, or 
otherwise communicated.  

3.2 Notification of Absence for Non-attendance or Non-engagement 

3.2.1 Students who for valid reasons are unable to attend or engage satisfactorily with a 
session or sessions within a week may request a “notified absence” be recorded on 
the register. 

 
Please note that normal work demands on the part of an employer and holidays will 
not normally be viewed as valid reasons for absence. 

 
3.2.2 Students may request a “notified absence” from their studies by contacting the 

Programme Leader* by email, copying in their Personal Academic Tutor. The student 
should explain why they are requesting the absence. The Programme Leader and 
Personal Academic Tutor may, if they deem it appropriate, ask students to provide 
documentary evidence** of the reason for their notified absence.  

 
Where a student is unable to attend and engage in module activities and complete 
assessments before the end of a module, a request for Mitigating Circumstances 
should be submitted together with documentary evidence.  
 
It may also be deemed appropriate for a student to pause (suspend) their studies 
until such time that they can re-engage.  
 
* In large cohorts of students this may be the Cohort Leader.  
** Examples of documentary evidence for notified absence include scans of official 
letters, e.g. from a medical professional, a legal professional, your employer; medical 
or death certificates and official reports. 

3.3 Absence Procedure  

3.3.1 Regardless of whether absence is notified or unauthorised, the University regards 
absence from study as a concern for a student’s progression and achievement, as a 
substantial amount of delivery may have been missed. The University therefore has a 
prescribed Absence Monitoring Procedure which is set out in Annex A and outlined in 
this section.   
 

3.3.2  Early Intervention: Communication between Personal Academic Tutors and students is 
essential where problems with attendance come to light. Where registers show any 
short periods of absence or emerging patterns, the Personal Academic Tutor will 
discuss reasons for these as part of a routine one-to-one tutorial. Early referral to 
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students will be asked to sign to confirm they will comply with the requirements set 
out. 
 
Where a student does not attend the meeting without a valid explanation, this will 
take place in their absence, and a final formal Absence Warning may be issued, 
alongside a further Attendance and Engagement Plan.  
 

3.3.6   Notification of Intention to Withdraw : If a student does not attend/engage following a 
final
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 *Attendance threshold may differ for specific programmes as identified in individual 
Programme Handbooks.  
 

3.5 Recording Meetings and Communications  

It is essential that contact and interventions to support students, as well as absence 
concern meetings and their outcomes, are logged as Personal Tutor Interactions on 
the Pulse record system by the Personal Academic Tutor in a timely manner.  

4.  ATTENDANCE/ENGAGEMENT A
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* Where programmes have large cohorts, this may be the role of the Cohort Leader. 

 
5. Academic Co-ordinators for Recruitment and Retention are responsible for: 

a. Following up on attendance concerns identified by Personal Academic Tutors;  
b. Together with Personal Academic Tutors attending the Final Absence Concern 

Meeting with students to discuss their attendance; 
c. Liaising with the International Student Compliance Manager over international 

student attendance issues; 
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ANNEX C: ENGAGEMENT POLICY FOR INTERNATIONAL POSTGRADUATE RESEARCH 

STUDENTS 

 

1. Scope: This section sets out the specific engagement requirements for international 
postgraduate research students in the UK who are sponsored under Tier 4 or the Student 
Visa Route.  
 

2. Attendance and Engagement Expectations: It is expected that all Postgraduate Research 

students meet with their Director of Studies on a monthly basis up to the completion of their 

research. This monthly meeting may be face to face at the University in Bolton or via video 

calling.  

International students sponsored under Tier 4 or the Student Visa Route are required to 
complete a Research Attendance form either during or directly following the meeting with 
their supervisor.  This form must be signed by both the student and the Director of Studies 
(copies should be retained by both student and Director of Studies).  
 
3. Remote Study Outside the UK: Students wishing to undertake their research studies for a 
period of time outside the UK must receive approval from both the International Student 
Compliance Manager and their Director of Studies. Engagement and attendance 
expectations as set out above will apply.  
 
4. Notified absence:  If an international student is unable to attend and/or engage for a 
period of time, for example due to illness, he/she should seek approval for a notified 
absence from both their Director of Studies and the International Student Compliance 
Manager. Please note that normally any approved absence must not exceed 60 days in 
duration and the student must still be able to complete their studies within the time 
granted on their visa. Documents must be provided to the International Student 
Compliance Manager to be retained as evidence.  
 
5. Holidays: International 
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Research and Graduate School and the Director of Student Recruitment and Admissions for 
consideration for withdrawal. 
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