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Section 5B: Course Participation policy: attendance 
monitoring & case consultation & progress review 
procedures 

1. Background 

This document provides guidance for tutors and students on the matter of course 
participation and progress review for all taught programmes.  Reference should also 
be made to the policies and procedures on the certification of illness (self-certification 
and formal certification) and departmental procedures for leave of absence for 
professional engagements.   

2. School obligations 

The School has a responsibility to the Office for Students, the City of London 
Corporation, professional accreditation bodies, and the student body to maintain the 
standards of the programmes of study offered at the School and the quality of the 
student experience.  To this end it is necessary (i) to ensure that students attend the 
programmes of study for which they are registered and (ii) that students are 
encouraged to take full advantage of the educational opportunities on offer, so that 
students can meet the learning outcomes of the programme and achieve success at 
assessment. The contractual obligations connected with payment of fees, bursaries 
and loans are increasingly supplemented by quality control initiatives which require 
the School to monitor a range of activities including student achievement.  

3. Mutual obligations & responsibilities 

In higher education communities there is an interdependence of staff and student 
rights and responsibilities; these are set out in detail below.   

4. The student’s responsibilities concerning participation. 

4.1 It is a student’s responsibility to ensure that the arrangements of their personal 
circumstances, including the payment of fees, enable them to participate in all 
aspects of their programme as required.  Their place of term-time residence should 
be notified to the Registry and updated whenever this changes over the course of 
their programme. 

4.2 Attendance in term-time is required in the following instances: 

 Recitals, examinations and assessments scheduled for a particular date and 
time; 

 Placements and other commitments of a professional nature, e.g. outside 
engagements/orchestral commitments, which are part of term-time activity; 

 Activities which involve the individual alone or as part of a group and any 
preparatory work which must be of a co-operative nature; 
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 Teaching sessions which contribute to a professional qualification and which 
cover material required in course approval by professional bodies (e.g. 
Music Therapy). 

4.3 In the case of other classes not covered above, students are expected to 
attend all sessions under normal circumstances and permitted exceptions to this rule 
will be specified in the programme handbook. Absences without good cause may be 
grounds for judging that a student has not made a serious attempt to follow a 
programme.  A student who is absent from their programme of study for three weeks 
or more without an approved leave of absence will be deemed to be self-withdrawn 
and will receive a letter to this effect from the Head of Registry Services.  A student 
requesting a review of this decision will be seen by the Progress Review Committee. 

4.4  Where a student thinks they may miss a class due to a timetable clash (e.g. 
due to scheduling of a formal School rehearsal) the student must inform the 
departmental administrator as soon as possible.   

4.5  A student will be required to comply with any and all procedures established 
by the School and/or department to monitor their attendance. Registry will confirm 
processes to students and these should be followed accordingly. Deliberate failure to 
comply, or any other breach against the spirit of this rule (e.g. signing in for another 
student) will be subject to disciplinary action under the Student Code of Conduct. 

Absences should be communicated to the relevant Head of Administration (or 
nominee). The Head of Administration will decide based on the reason for absence 
what supporting evidence is required in accordance with the leave of absence policy.  

4.7 Failure to participate and unjustifiable absences will be recorded and 
monitored.  Any student failing to comply with the agreed procedure for monitoring 
their attendance may be called to an interview with the relevant Head of 
Administration and action may be taken under regulation 7 of this policy if a 
satisfactory explanation for the non-compliance is not supplied.   Where an 
international student requiring a visa to study in the UK misses ten expected 
consecutive contacts the School has a legal duty to report the student’s non-
attendance to the UKVI/Home Office.  This rule is in addition to any individual class 
requirements (see 5.4 below). 

4.8 Prolonged absence or multiple repeated absences of short duration, even if for 
good reason, may lead to interruption or termination of studies (see also Regulation 
5.4 (i) Section 2). Additionally, the School has specific responsibilities as a Tier 4 
sponsor to monitor student absence from the UK during term-time even if that 
absence is for a short period and fully approved. 

5. School responsibilities  

5.1 The School will ensure that this policy is applied fairly and equitably.   

The above participation requirements and any requirements specific to a 
module/programme will be made available at the start of each year to each student.  
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Exceptions to the general requirements will also be specified in the published 
handbook for the programme. 

5.2 At the first session of each module the tutor will communicate participation 
requirements and check that all students have read and understood the participation 
criteria as they relate to that module/course, together with details of the module 
timetable and assessment procedures. 

5.3 Unsatisfactory participation in modules and/or performance activities will be 
dealt with by means of a meeting with the Head of Department, Case Consultation 
and/or Progress Review meeting. 

5.4 Tutors will take reasonable measures to determine whether students are 
attending their class and will keep records as appropriate. They should inform the 
relevant Head of Administration after two consecutive absences.  

5.5  The School will make every effort to keep the number of timetable clashes to a 
minimum and, where notified of a clash that affects meeting the minimum 
requirements for a programme of study the School will make alternative study 
arrangements for affected students.* 

* There is no right to an exact replacement of a missed class; alternative 
arrangements are designed to support the student in meeting the overall learning 
outcomes of the programme and may include, but will not be limited to, a short one to 
one tutorial, additional directed reading, or a recommendation to attend another 
scheduled class. 

5.6  Participation reports will be a standing item on the Reserved Items agenda of 
a Programme Board. 

6. Fit to study policy 

6.1  A student is responsible for their own health and wellbeing and will be 
expected, and facilitated, to access support services provided by the School (e.g. 
counselling) and provided externally (e.g. GP services). 

6.2  The term ‘fitness to study’ in this policy relates to the entire student 
experience; the School expects its students to be able to live independently and in 
harmony with others, and not conduct themselves in a way which has an adverse 
impact on those around them.  A student’s fitness to study may be questioned if 
health problems or behaviours* are disrupting their own studies or the studies of 
others, or result in unreasonable demands being placed on staff or other students. 
The School has a duty of care to its community and is bound by health and safety 
legislation, which means it is obliged to take action if a student presents a risk to 
themselves or to others.  

* A diagnosis of a health issue (mental or physical) is not a requirement for the 
fitness to study policy to be activated; observable behaviours are sufficient. 
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6.3  Where a student’s fitness to study is questioned, the level of risk and/or 
disruption posed by the student will be measured by the relevant Head of 
Department/Programme Leader in consultation with the Head of Student Affairs 
and/or the Senior Health & Welfare Advisor who will determine which of the following 
procedures should be applied: 

 informal action (e.g. encouraging the student to access the support 
available), 

 interruption of studies under Regulation 5.4(i) of section 2 for absences of 25 
working days, 

 referral to a case consultation meeting under Regulation 7.4 below or 
referral to Progress Review under Regulations 7.5 below 

 referral for consideration under the Principal’s Emergency Powers,  

 investigation under the Student code of conduct & disciplinary procedure, 

 investigation under the Fitness to practise procedure (MA in Music Therapy 
students only). 

7. Poor performance and/or poor attendance procedures 

7.1 Poor performance and/or poor attendance may be subject to three stages of 
action: 

1) a. for non-compliance under 4.7 above, an interview with the relevant Head 
of Administration  
b. for other poor performance/participation, an interview with the relevant 
Head/Deputy Head of Department(s)* 

2) a Case Consultation 
3) a meeting of a Progress Review Committee. 

* In music this will be the Head of the Principal Study Department or the Head of the 
Academic Studies Department.  In some instances it may be a combined meeting. 

7.2 Interview with the Head of Administration 

7.2.1 A student who fails during a term to comply with the agreed procedure for 
monitoring their attendance may be summoned to a meeting with the relevant Head 
of Administration (or other nominated senior member of staff).  However, for a first 
offence, depending on the severity of the offence, the Head of Administration may 
forego this meeting and issue an informal warning, notifying the student of their non-
compliance and encouraging future compliance.  For serious offences, or where a 
student has been called for a meeting two terms in a row, the student will always be 
summoned at the earliest opportunity to a meeting. 

7.2.2 The student will be asked to provide evidence of good cause for their non-
attendance, with supporting documentation where relevant (e.g. medical certificate), 
as well as an explanation why the reason for their absence could not be 
communicated to the School at an earlier date.   
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7.2.3 Where good cause is demonstrated no further action under this policy will be 
taken provided the student’s attendance improves immediately or their continued 
absence is covered by a medical certificate or similar.  However, if a student is called 
more than once for an interview under 4.7 above, even though good cause is 
demonstrated, the Head of Administration has the discretion to issue a written 
disciplinary warning (a copy of which will be lodged with Registry for the student’s 
file). 

7.2.4 Where good cause is not demonstrated the Head of Administration will issue a 
disciplinary warning. 

7.2.5  Where a student has not responded to a summons under 7.2.1, or their lack of 
compliance with monitoring procedures is jeopardising their studies at the School 
(e.g. a Tier 4 visa student missing their termly enrolment or consecutive contact 
points) a case consultation meeting (see 7.4) will be convened. The Registry will be 
informed and will consider their obligations as a Tier 4 sponsor where the student 
requires a visa to study in the UK. 

7.3 Interview with Head of Department 

7.3.1 The Head/Deputy Head of Department will summon to a meeting a student 
whose performance and/or participation and/or engagement is not satisfactory as a 
means of drawing the student’s attention to potential problems at an early stage. 
Following the meeting, a short written note will be sent to the student outlining the 
issues and the action the student has agreed to take to rectify the situation and in 
what timeframe, this may include seeking help from the Student Affairs Department. 
A copy of this note should be sent to the Registry for the student file and to the 
Student Affairs Department where relevant. 

7.3.2 If no satisfactory action is taken by the student to rectify their poor 
performance/participation within the agreed timeframe then the Head of Department 
will convene a Case Consultation meeting or, for a very serious matter, convene a 
progress review meeting.  

Where the poor performance/participation is likely to jeopardise the student’s 
continuation on the programme, this stage (i.e. interview with Head of Department) 
may be omitted and the student called for a case consultation. 

7.4 Case consultation meeting 

7.4.1 A case consultation will include, as a minimum, the Programme Leader(s), the 
Head/Deputy of Department (or other teaching staff representative of the 
department) and the student.  The student will be invited and may be accompanied 
by a friend.  The student will be contacted by email using the student’s School email 
address, a copy of the communication will be sent to term-time and/or home 
addresses (with a copy to the Registry). 
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For case consultations involving the consideration of health matters the Head of 
Student Affairs or the Senior Health & Welfare Advisor may be invited to attend the 
meeting. 

7.4.2 The case consultation meeting will not be invalidated by the student’s absence 
provided notification of the meeting has been sent. 

7.4.3 The case consultation meeting will determine: 

(i) whether the student’s poor participation/attendance is wilful and 
necessitates a formal warning and action plan; and/or 

(ii) whether the student is in need of student services or additional 
academic support, in which case an action plan will be agreed upon. 

A note of the meeting shall be taken and the student will be issued with a formal 
summary including the action plan(s) with the agreed timescales for improvement.  A 
copy of the note and the summary will be forwarded to the Registry for inclusion in 
the student’s file. 

7.5 Progress review or disciplinary action 

7.5.1 Where a student’s progress on their programme is at serious risk a Progress 
Review Committee will be convened. 

7.5.2 In the case of a breach of an agreed action under 7.3.2 or 7.4.3, or a second 
notification or warning under any part of the Course participation policy the 
Programme Leader(s), in consultation with the Quality Assurance Officer 
(Assessment & Progression), will determine whether this is an academic or a 
disciplinary matter for referral under the progress review procedures or the Student 
Code of Conduct & Disciplinary Procedure as appropriate. Repeated failure to 
comply with a procedure to monitor attendance may be considered as “a failure to 
follow a reasonable instruction”, i.e. a disciplinary offence.  

7.5.3 The purpose of the Progress Review Committee will be to investigate 
exceptional shortcomings in a student’s performance and instigate or recommend 
help, remedial measures and/or action. It is not the function of the Progress Review 
Committee to determine whether a student has reached a specific standard to pass 
the year or programme; the School Assessment Board has this responsibility. 
However, the Progress Review Committee may consider the totality of a student’s 
record of engagement, including their assessment results to date. 

7.6 Progress Review Committee 

7.6.1 A matter referred to the Progress Review Committee will be considered within 
fifteen days.  The meeting will be convened by the Programme Leader(s) in 
consultation with the Quality Assurance Officer (Assessment & Progression).   

7.6.2 The Programme Leader(s) will write to the student concerned informing them 
of the reasons for convening the meeting and informing them of the date, time and 
venue. 
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7.6.3 Notification will always be in writing with at least five working days’ notice and 
will include all documentation to be considered by the Committee. A Progress 
Review Committee meeting will not be invalidated by the student’s absence provided 
notification of the meeting has been sent. 

7.6.4 A student shall always be permitted to bring one supporter who may 
accompany them.  The name of the supporter and their relationship to the student 
must be given to the Programme Leader(s) in advance of the meeting. 

7.6.5 The membership of the Committee shall be: 

 Vice-Principal for the area of study in the Chair or other member of the 
Senior Management Team* and not the Programme 
Leader/Pathway/Department) 

 Member of teaching staff from the department (but not presenting the case, 
see 7.6.6 below) 

 Senior member of the teaching staff drawn from another department who is 
completely independent of the case 

 Students’ Union President or Students’ Union Vice-President/Cabinet Officer 
not from the same department as the student.** 

The quorum shall be three and must include the Students’ Union member. Where a 
member of the Committee cannot attend the meeting, a written report may be 
submitted. 

* But not the Secretary & Dean of Students or the Head of Registry Services. 
** Or any student representative on the student representative list in a given year, or 
a student recommended by the SU President provided not from the same department 
as the student. 

7.6.6 The following staff members will be in attendance 

 Programme Leader/Head of Pathway/Head of Department who will present 
the case 

 Quality Assurance Officer (Assessment & Progression) or other 
administrative officer 

 Head of Student Affairs or Deputy (where relevant) 

 Secretary to the Progress Review Committee (provided by the Department). 

7.6.7 The Committee shall receive and consider a summary of the student’s 
performance, including a copy of any case consultation meeting notes, copies of any 
warnings, relevant module reports and regulations relating to academic progression.  

7.6.8 The student and their supporter will then be invited to join the meeting to 
answer any questions of the Committee.  The student will be invited to make a 
statement. 

7.6.9 The Committee will endeavour to communicate its recommendations (see 
7.7.1) to the student at the meeting.   
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7.6.10 The deliberations and recommendations of the Progress Review Committee 
will be recorded. 

7.6.11 The student will be informed in writing of the decision of the Committee with its 
reasons within 5 working days; it will be posted to their home address and/or term-
time address. A copy will also be lodged with Registry for the student’s file. 

7.7 Orders of the Progress Review Committee  

7.7.1 The Progress Review Committee may order one or more of the following: 

a) procedures whereby the student may be helped,  
b) close and regular monitoring of work,  
c) requirement to seek help and support from a recognised practitioner, the 

Committee to specify the nature of that help and support, the timeframe, and 
the monitoring requirements,  

d) a final written warning,  
e) the student be required to intermit their studies until such time as they are 

physically, emotionally, and/or academically fit to return to their studies, 
subject to the maximum period of interruption not being exceeded.  The 
Committee may set a minimum period of intermission and may set 
conditions for re-enrolment including but not limited to re-entry audition 
and/or evidence of fitness to study;  

f) the student be required to repeat a year (in whole or in part),  
g) the student is withdrawn from the programme without prejudice and may 

reapply to the programme at a future date, via the usual method of 
application, to start again from scratch; 

h) termination of the student’s programme of study with no return to the 
programme. 

(The UKVI will be notified of any intermission or termination of programme where the 
student requires a visa to study in the UK.) 

Termination of programme of study may be recommended where the student’s lack 
of attendance and/or engagement has jeopardised their academic performance to 
such an extent that it could not reasonably be redeemed during the remainder of the 
academic year of study and a repeat year or re-entry is not appropriate.  

7.8 Appeal procedures 

7.8.1 The student has the right to appeal against the decision of the Progress 
Review Committee in respect of e), f), g) or h) above.* They must lodge that appeal, 
in writing, with the Head of Registry Services within 10 working days of the issuing of 
the Committee’s decision. The grounds for the appeal must be clearly stated as part 
of the request and appropriate documentation supplied. 

* A Completion of Procedures letter will be issued in respect of 7.7.1 a, b, c and/or d. 

7.8.2 The Head of Registry Services will refer the matter to the Principal (or their 
Deputy), The Principal will allow an Appeal Panel to be established if they are 
satisfied that either or both of the following criteria might apply: 
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i. that there is significant new evidence that could not have been, or for good 
reason was not, made available at the time of the Progress Review 
Committee; 

ii. that evidence can be produced of significant procedural error on the part of 
the School before or during the Progress Review Committee hearing. 

7.8.3  In addition to (ii) above, where evidence of significant procedural error in the 
Progress Review Committee proceedings, the Principal can also determine that the 
case be sent back to the Progress Review Committee, with a different panel 
membership, to be reheard.   

7.8.4 If the Principal determines that there is no case, the student will be notified 
and issued with a Completion of Procedures letter (see Section 5, paragraph 
3). 

7.8.5 An Appeal Panel shall normally be constituted to hear the appeal within 10 
working days of the receipt of the appeal. 

7.8.6 The Appeal Panel will normally be chaired by the Principal and will consist of: 

• A senior member of the School not so far involved with the complaint or its 
investigation 

• A representative of the Students’ Union independent of the case and not 
from the appellant’s department 

• A governor of the School who is not a member of School staff. 

A secretary to the Panel will be appointed by the Head of Registry Services. 

7.8.7 The proceedings of the Panel will follow the regulations for a Disciplinary 
Appeal Panel (see Section 5A, Regulation 10). 
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