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Code of Practice on Student Attendance and Reasonable Diligence

Introduction

This Code of Practice sets out for Schools the steps to be taken when Registered Students
on undergraduate, graduate and postgraduate taught programmes of study or postgraduate
research programmes are not showing reasonable diligence in their approach to their
academic studies due to unsatisfactory attendance and/or lack of academic progress.

This Code of Practice applies to full-time and part-time Registered Students and to those
Registered Students undertaking programmes of study or research by distance learning or
via collaborative provision with other universities or higher education institutions.

This Code of Practice should be read in conjunction with the following:

Section 7 of the University Regulations;

Code of Practice for Student Development and Support in Schools;

Code of Practice on Supervision and Monitoring of Progress of Research Students;
Code of Practice on Misconduct and Fitness to Practise Committees;

Code of Practice on Suspension from Study on Health Grounds;

Code of Practice on Primary Appeals Procedures; and

the Student Charter, which outlines the responsibilities and entitlements of Registered
Students.

This Code of Practice sets out the procedures and processes for the following:

.1 attendance requirements for Registered Students and for compliance with the Points-
Based System;

.2 academic progress requirements for Registered Students undertaking programmes of
study or research;

.3 the informal and formal processes and procedures to be used by Schools in
addressing lack of reasonable diligence due to unsatisfactory attendance or academic
progress;

4 the role and operation of the University Progress and Awards Board with regard to
reasonable diligence matters; and

.5 appeals against decisions made by the University Progress and Awards Board.

In the case of Registered Students studying abroad who are not demonstrating reasonable
diligence, the School will follow the steps set out in this Code of Practice. Where a
Registered Student is required to return to Birmingham for an interview or meeting
connected with this Code of Practice, they shall do so at their own expense.

Registered Students may seek advice and guidance on the interpretation and operation of

this Code of Practice and its associated procedures from their School, from the Registry and
from the Advice and Representation Centre of the Birmingham University Guild of Students.

Definitions

Code of Practice on Student Attendance and Reasonable Diligence
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2.1 The following definitions apply in this Code of Practice:

2.1

2.1

2.1

2.1

2.1

2.1

2.1

2.1

A

Programme of Study

A programme of study is comprised of the set of modules indicated in the programme
specification that a Registered Student is required to successfully complete in order to
achieve the qualification for which they have registered with the University.

Fitness to Practise Requirements

Registered Students undertaking programmes of study or research that are subject to
fitness to practise requirements and who fail to show reasonable diligence will be dealt
with in accordance with the Code of Practice on Misconduct and Fitness to Practise
Committees.

Points-Based System

In order to comply with the Points-Based System, the University has a defined series
of specific contact points to verify the attendance and engagement of non-European
Economic Area (non-EEA) Registered Students. There are three sets of contact points
(for UG, PGT and PGR levels of study), all of which are published by Registry in
advance of each academic session. The nature and definition of these contact points
may vary between programmes of study and research, and will be determined by
individual Schools. All are to be recorded via BIRMS.

Attendance by Reqistered Students

Attendance requirements for a programme of study or research are determined by the
School and absence must be authorised by that School. The following categories of
absence are used in this Code of Practice:

(a) a short-term absence is an absence from learning and teaching of normally no
more than 10 working days, as counted from the first day of absence, due to
illness or other circumstances;

(b) atemporary withdrawal is an interruption of learning and teaching which has
been authorised by a Registered Student’s School, an application having been
made by the Registered Student for Leave of Absence. The duration of a
temporary withdrawal via Leave of Absence shall not normally be less than 1
month or more than 12 months for any category of Registered Student;

(c) where a Registered Student has been absent without authorisation from their
School for more than 20 University working days, as counted from the first day of
absence, and no response has been received to at least two attempts to contact
the Registered Student, (one of which must be the initial stage of the Reasonable
Diligence procedure, as per Section 4 below),the School should then invoke
formal withdrawal proceedings as per Section 5 below.

(d) Following a Student’s permanent withdrawal from their programme of study or
research the Registry will write to one or all of the following as appropriate to
notify them of the Registered Student’s change in status:

e The Student Loan Company
e The Registered Student’s funding council (in the case of postgraduate
research students)

Code of Practice on Student Attendance and Reasonable Diligence
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The UK Border Agency (in the case of non-EEA students)

Academic Progress of Regqistered Students

Section 7.8.1 (c) of the University Regulations requires that all Registered Students be
engaged with their programme of study and research for the full duration of the
published session dates for that programme of study or research. The requirements
for determining satisfactory academic progress should be consistent with Section
7.8.1 (c) of the University Regulations and will be established by each individual
School.

Reasonable Diligence

(@)

(@)

(@)

(b)

(b)

(b)

(b)

(b)

(b)

(b)

All Registered Students are expected to show reasonable diligence in relation to
the learning and teaching to be undertaken for each module studied, and to the
programme of study or research for which they are registered. Reasonable
diligence is determined by satisfactory attendance and academic progress, as
defined by the School, and Registered Students are required:

(i)

(ii)

to comply with the attendance requirements for the programme of study or
research, as may be published in the programme handbook; and

to be engaged with the programme of study or research for which they
have registered for the full duration of the published academic session
dates and to demonstrate academic progress.

Section 7.8.1 (c) of the University Regulations defines failure to show reasonable
diligence in relation to learning and teaching on a programme of study or
research as:

(i)

(ii)

(iii)

(iv)

(v)

(vi)

absence from more than 30 per cent of those teaching sessions at which a
record of attendance is kept, or failure to submit formally assessed work
which is required by the module description or programme specification, for
a programme of study or research on more than two occasions during an
academic year; or

absence from teaching sessions, or failure to submit assessed work,
contrary to the requirements of a module description or a programme
specification, which may be different from those set out in clause 2.1.6 (a),
as provided for in clause 3.4 below; or

failure to attend all teaching sessions and submit all required assessed
work after a formal written warning has been given to the Registered
Student by the Head of the School; or

failure to register for modules to the required credit value for the
programme of study or research (appropriate to the level and stage of
learning and teaching required by the programme); or

failure to report to the Head of the School (or nominee) an absence of more
than ten consecutive days during an academic session.

for Registered Students undertaking research failure to comply with the
responsibilities of research students as set out in Section 6 of the Code of

Code of Practice on Student Attendance and Reasonable Diligence
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2.1
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3.1

3.1

3.1

3.1
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Practice on Supervision and Monitoring of Progress of Research Students.

A Registered Student who does not show reasonable diligence with regard to
their programme or study or research will be subject to the procedures set out in
this Code of Practice. The sanctions imposed on a Registered Student not
showing reasonable diligence are dependent upon the extent and gravity of the
Registered Student’s failure to show reasonable diligence and their continuation
in doing so following the receipt of an appropriate warning, as set out in this
Code of Practice.

Timescales

(@)

(b)

(€)

(d)

For undergraduate students, in order to allow sufficient time for the completion of
procedures, the recommendation that a Registered Student be required to
withdraw from a programme of study shall be made no later than the last
teaching day of the second semester prior to the Easter vacation. An exception
to this is in cases where the Registered Student is not in attendance at the
University during the first semester or when a Registered Student’s case is not
examined in the weeks following the Easter vacation during the second
semester.

For Registered Students undertaking postgraduate taught programmes of study
or modules, a recommendation that a Registered Student is required to withdraw
from the module or the programme of study may be made at any time.

For Registered Students undertaking postgraduate research programmes,
reasonable diligence procedures may be invoked at any time, and in accordance
with the Code of Practice on Supervision and Monitoring of Research Students.

In considering whether to invoke the Reasonable Diligence procedure, Schools
should note the advisability, where possible, of reporting any recommendations
for withdrawal to the University Progress and Awards Board no later than the fifth
week of the second semester. This enables a Registered Student to lodge an
appeal against the decision to be heard before the main summer examination
period.

Responsibilities of Schools

Attendance by Registered Students

A

Individual Schools shall determine the requirements for satisfactory attendance of
Registered Students on their programmes of study or research, subject to the
University’s obligations to monitor the attendance of non-EEA Registered Students in
accordance with the Points-Based System, specifying contact points that have been
identified for Registered Students, and recorded via BIRMS. The different types of
contact points are included in a drop-down list in BIRMS and include:

(@)

(b)
(c)

teaching sessions, including lectures, seminars or tutorials, where a record of
attendance is taken;

laboratory or practical classes;

field trips;

Code of Practice on Student Attendance and Reasonable Diligence
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31 .1 (d) personaltutorials; or

3.1 .1 (e) any otherevents or meetings arranged by the School in connection with the
programme of study or research.

3.1 .2 Where a non-EEA Registered Student has missed:
(a) two or more consecutive specified contact points as determined by the School; or

(b) two or more non-consecutive specified contact points as determined by the School
and there are concerns about the student’s whereabouts or wellbeing

the School will investigate at local level in order to try and locate the student. If the
student is unable to be located, the first stage of this Code of Practice should be
invoked as per Section 4 below. Students can receive advice and guidance on welfare
matters from their Personal Tutor as outlined in the Code of Practice on Personal
Tutoring and Academic Feedback.

3.1 .3 Schools may determine that Registered Students who are late for a lecture, seminar,
tutorial or laboratory class may be deemed to be absent from the session in question
and may be refused admission. Schools may also determine that Registered Students
who fail to engage with a session (for example, by leaving early without completing
specified tasks) may be deemed to be absent from the session. Persistent lateness or
failure to engage, whether or not admission is refused, may be deemed to be
unsatisfactory progress.

3.2 Academic Progress of Registered Students

3.2 Individual Schools shall determine the requirements for the satisfactory academic progress
of Registered Students on their programmes of study or research, which may include:

3.2 .1 completion and submission of academic work for assessment or comment;

3.2 .2 attendance of examinations, tests or other forms of assessment;

3.2 .3 regular reports on academic progress; and

3.2 .4 progression of research and cooperation with the appointed research supervisor(s).

3.3 Monitoring Attendance and Academic Progress

3.3 .1 Schools must take appropriate steps to draw attention to the need for Registered
Students to demonstrate reasonable diligence by achieving satisfactory attendance
and academic progress with regard to their programme of study or research. Such
notification should also indicate that failure to show reasonable diligence may result in
the imposition of penalties and sanctions, as set out in this Code of Practice. Schools
should also ensure that Registered Students are aware of the sources of advice and
support available to them both from the University and the Birmingham University
Guild of Students. The form of publication may include:

3.3 .1 (a) the handbook for the programme of study or research;

3.3 .1 (b) notice boards and websites controlled by the School; and

Code of Practice on Student Attendance and Reasonable Diligence
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.1 (c) seminars, tutorials or other meetings attended by Registered Students when
they commence study on a module or programme of study or research.

.2 Schools must have in place effective systems for continuously monitoring and
recording the attendance, academic progress and work submitted by Registered
Students throughout the academic year. If such monitoring and recording is not
undertaken, then it cannot be the basis for proceedings against a Registered Student.
In the case of Joint Honours programmes of study, the lead responsibility for
undertaking such monitoring and recording resides with the School taking primary
responsibility for the programme of study.

If a School considers that a more stringent definition of satisfactory attendance or academic
progress than is provided by Section 7.8.1 (c) of the University Regulations is appropriate,
either in relation to particular modules or to a programme of study or research, then this
must be clearly set out in the relevant module description and/or programme specification.
For example, it may be appropriate to have stricter definitions in the following
circumstances:

.1 where group assessments are included in the module and/or programme of study or
research, since absence and/or unsatisfactory academic performance could prejudice
the performance of other Registered Students.

.2 where there are health and safety considerations.

.3 where the attainment of core knowledge is essential for later study on the module
and/or programme of study or research.

.4 where attendance and satisfactory academic progress is a requirement of a
professional, statutory or regulatory body.

.5  where a satisfactory level of professional competence in interacting with others is a
requirement of the programme of study or research.

Schools should note that evidence of the information provided to Registered Students in
respect of attendance and reasonable diligence may be required in any subsequent
proceedings that may arise in accordance with this Code of Practice.

Where Schools offer modules to Registered Students from other Schools, the Registered
Student’s ‘home’ School should be informed immediately by other Schools if there are
concerns that a Registered Student is failing to show reasonable diligence with respect to
their attendance and academic progress on the module(s).

The initial decision to recommend that a Registered Student is deemed not to be showing
reasonable diligence having regard to attendance or by virtue of unsatisfactory academic
performance, resides with the Registered Student’s School. Accordingly, a School must
consider whether, in relation to their modules and programmes, a Registered Student’s
failure to show reasonable diligence is consistent with University Regulation 7.8.1 (c), as
may be modified by clause 3.4 above, as appropriate.

For Registered Students on postgraduate research programmes, the initial decision to
record that a Registered Student is deemed not to be showing reasonable diligence rests
with the School and will also be made with reference to the Code of Practice on Supervision
and Monitoring of Progress of Research Students.

Code of Practice on Student Attendance and Reasonable Diligence
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The First Stage (Informal)

Any Registered Student whose attendance and/or academic progress, having been
monitored by the School, is deemed to be a cause of concern should be informally warned
at an early stage, in accordance with clauses 3.7 and 3.8 above.

The reasonable diligence procedure is a serious matter but, in the first instance, lack of
reasonable diligence may be dealt with by the School on a more informal basis. Template
letters for the first stage of this process are available from Registry.

A

Where a Registered Student does not appear to be showing reasonable diligence
towards their programme of study or research, the School should write to the
Registered Student at the postal address and all email addresses recorded for the
student in Banner to request that they attend an interview with their personal tutor,
research supervisor or an other academic member of staff determined by the School,
in order to discuss and/or review the options available to retrieve the situation. For
example, submitting Extenuating Circumstances or applying for Leave of Absence.
Where a Registered Student has decided that they wish to withdraw from their
programme of study or research, either temporarily or permanently, they are required
to complete the relevant forms and return them to the Registry.

The Registered Student will have 5 working days to seek to arrange an appointment to
see their personal tutor, research supervisor and/or other academic member of staff.
Another member of University staff will also be present at the meeting in order to
produce a record of the discussion and the action to be taken. This meeting is also an
opportunity for the Registered Student to indicate any circumstances that have had an
adverse effect on their reasonable diligence with regard to their programme of study or
research.

The Registered Student may be accompanied to the meeting by a friend.

A note of the informal meeting shall be prepared by the School and agreed by the
Registered Student. This note shall set out the discussion and any action that the
Registered Student is required to take to achieve reasonable diligence. Evidence of
this note will be required if the School subsequently decides that the Registered
Student has not taken such action and that the case should be referred to the Board of
Examiners (Section 5 of this Code of Practice). A copy of this note, which may be in
the form of an email, will be sent to the Registered Student.

The Second Stage (Formal)

If, following the informal meeting, the School judges that the Registered Student’s
attendance or academic progress continues to be unsatisfactory and that the action
identified for improvement at the informal meeting has not been complied with, the
Head of the School (or nominee) will send a formal written warning to the Registered
Student that clearly sets out the requirements and timescales for improved
performance, as determined by the School. Template letters for the second stage of
this process are available from Registry.

The School will refer the case of the Registered Student for consideration by the

Code of Practice on Student Attendance and Reasonable Diligence
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Board of Examiners under Section 6 below, if:

(a) the Registered Student has not arranged a meeting with personal tutor, research
supervisor or other academic member of staff as set out in clauses 4.2.1 and
4.2.2 above; or

(b) the Registered Student has not complied with the requirements and timescales
for improvement following the formal written warning, as set out in clause 5.1
above.

Boards of Examiners

The Board of Examiners for the Registered Student’s programme of study will be convened
or, if no meeting is possible or scheduled, the Chair of the Board may take Chair’s action,
consulting as appropriate, and according to the procedure specified in the Board’s Terms of
Reference. For students on postgraduate research programmes, a Principal Academic Unit
Progress Panel will take the place of the Board of Examiners.

Decisions of the Board of Examiners

If the Board of Examiners decides to impose a penalty, it shall ensure that the penalty is
proportionate to the Registered Student’s failure to show reasonable diligence and may be
adjusted in the light of individual circumstances. The possible decisions are as follows:

.1 torequire the Registered Student to withdraw from the programme of study or
research;

.2 torequire the Registered Student to continue on the programme of study or research,
subject to such requirements of an academic nature as may be imposed. Failure to
follow these requirements will result in immediate referral again to the Board of
Examiners; or

.3 to permit the Registered Student to continue on the programme of study or research
unconditionally.

University Progress and Awards Board

The decisions of the Boards of Examiners take the form of recommendations to the
University’s Progress and Awards Board. It is the role of the Progress and Awards Board to
ensure that these recommendations have been made in accordance with the University’s
Regulations and relevant Codes of Practice, as set out in clause 1.3 above. For students
on postgraduate research programmes, the Research Progress and Awards Sub-Panel will
take the place of the Progress and Awards Board.

If a procedural irregularity has occurred during the proceedings of the Board of Examiners,
or if a decision has been made contrary to Regulations, the Progress and Awards Board will
decide the case. If the Progress and Awards Board conclude that a procedural irregularity
has occurred, it will inform the Head of the School that the Board of Examiner’s decision

Code of Practice on Student Attendance and Reasonable Diligence
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must be reviewed by the Progress and Awards Board.

If the Progress and Awards Board is satisfied that appropriate procedures have been
followed by the School, it will ratify the Board of Examiner’s decision. The relevant Board of
Examiners will be notified of the decision and the following actions taken:

.1 The Registry will write to the Registered Student to notify them of Progress and Award
Board’s decision and their right of appeal. This letter, which will normally be sent
within five working days, will be sent to the address or addresses held for the
Registered Student by the Registry, and will also be copied to the School.

.2 Where the decision is that the Registered Student should be withdrawn, this will be
effected by the Registry and it will be noted on the Registered Student’s record that
the reason for withdrawal was academic failure due to the Registered Student not
showing reasonable diligence with respect to their programme of study or research.

.3 If the Registered Student does not submit a primary appeal by the stated deadline, or
if a primary appeal is submitted and rejected, the Registry will write to the following to
notify them of the Registered Student’s withdrawal from their programme of study or
research:

e The Registered Student’s local education authority

¢ The Student Loan Company

¢ The Registered Student’s funding council (in the case of postgraduate research
students)

e The UK Border Agency (in the case of non-EEA students)

All warnings and sanctions will remain on the Registered Student’s student record
throughout their academic career and are carried forward from year-to-year and in the event
of a transfer between programmes of study or research.

In order to monitor the implementation of the requirements to show reasonable diligence
across the University, the Progress and Awards Board will receive an annual report from the
Registry that summarises the cases heard under this Code of Practice.

The Right of Appeal

A Registered Student may appeal against the decision of the University Progress and
Awards Board upon one or more of the following grounds:

.1 that there was a material irregularity or failure in procedure which rendered the
process leading to the initial decision unfair; or

.2 that new evidence is now available that the student could not reasonably have been
expected to produce at the time of the initial decision and which casts substantial
doubt upon the appropriateness of that decision;

The appeal should be made within 10 working days of the natification of the decision of the
Progress and Awards Board, in accordance with the Code of Practice on Primary Appeals,
a copy of which will be sent to the Registered Student together with the letter from the
Registry conveying the Progress and Award Board’s decision.

Code of Practice on Student Attendance and Reasonable Diligence
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