
 

   
 

 
 

 
 
 

ATTENDANCE, ABSENCE AND ENGAGEMENT POLICY  
 
1.  OVERVIEW AND PURPOSE 
 
1.1 Contained here is the sole policy governing matters of Attendance, Absence, and 

Engagement for taught students and postgraduate researchers (PGRs) at the University of 
Sussex. All relevant staff should ensure that their internal implementation and processing 
procedures are in accordance with this policy. 

 
1.2 This policy is complementary to the University of Sussex Progression and Award Regulations ns), other types 

of funders (including research councils) or Professional, Statutory or Regulatory Bodies 
(PSRBs). 

 
2. SCOPE 
 
2.1 



   
 

 

https://www.sussex.ac.uk/about/term-dates
https://student.sussex.ac.uk/international/visas/during-studies/working-during-studies
https://student.sussex.ac.uk/international/visas/during-studies/working-during-studies
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University of Sussex’s campus at Falmer and the researcher is expected to be present there 
on a consistent basis, unless they are registered on a distance learning mode.  

 
PGRs holding Student visa sponsorship must be undertaking their research in the UK unless a 
change of study location has been recorded. If a PGR Student visa holder wants to be 
outside the UK at any other point, they need to request an authorised absence or annual 
leave. 
 

4.3 Attendance is defined as: 
a) in-person attendance at face-to-face teaching and learning scheduled as part of the 

course's teaching timetable and other learning events as required by the course (e.g. 
fieldtrips, placements and examinations, research degree supervision meetings, 
laboratory research), and  

 
b) remote attendance at live, synchronous teaching and learning scheduled as part of the 

course's teaching timetable or research degree supervision meetings, where remote 
supervision has been approved. 

 
4.4 Engagement is defined principally as participation in the other activities that support  
 learning and research, including: 

�x independent learning/research as directed by academic staff (e.g. reading, keeping 
notes, seminar preparation, Canvas activities) 

�x attendance at scheduled meetings with university staff (e.g. tutorials, meetings with 
academic advisors, supervisory sessions) 

�x completion and submission of assessments by the relevant deadlines 

�x keeping in touch with tutors where a taught student or PGR is unable to participate for 
reasons of illness or other circumstances, and engaging with appropriate academic and 
wellbeing support as offered. 

 
4.5 Attendance for all taught students will be formally and routinely monitored for the purposes 

of this policy. Engagement for taught students will not be routinely monitored but may be 
taken into consideration as part of any supportive interventions and decision-making. 
Engagement for PGRs will be the formally monitored requirement given the absence of 
scheduled teaching and learning. 

 
5. ATTENDANCE, ABSENCE AND ENGAGEMENT POLICY FOR TAUGHT 
STUDENTS 
 

Core attendance requirements 
5.1 The requirements expressed here apply to all taught provision, undergraduate and 
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points will therefore include lectures, seminars, laboratory sessions, workshops, or other 
types of formal teaching within the timetable.  

 
5.3 Students must receive clear information as to how their attendance will be recorded for 
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Shool 

https://www.sussex.ac.uk/webteam/gateway/file.php?name=academic-appeals-regulations.pdf&site=457
https://student.sussex.ac.uk/complaints/appeals/school-student-progress-committee
https://student.sussex.ac.uk/attendance/withdrawing


   
 

 
7 

student led, or an SSPP decision. In either instance the temporary withdrawal will result in 
withdrawal of sponsorship. 

 
5.25 New sponsored students that complete registration but then do not comply with core 

attendance requirements in the first month of their course and have not notified the School 
of any reason for the absence should be referred immediately to an SSPP as they fall into the 
highest risk compliance categories. This action will allow for referral, temporary or 
permanent withdrawal (TWD / PWD), appeal, and finally withdrawal of sponsorship to be 
completed within the required 60 day period. 

 
6. ATTENDANCE, ABSENCE AND ENGAGEMENT POLICY FOR PGRS  
 
Core engagement requirements 
 
6.1 Research degrees are expected to be undertaken in person, via regular attendance on 

campus. The only exception is for PGRs registered to a distance learning mode who must still 
meet the minimum requirements but are not required to do so in person.  

 
6.2 The minimum requirement is one engagement point per month throughout the year for a 
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6.10 The requirement is expressed as engagement rather than attendance as there are no formal 
teaching and learning activities associated with the majority of research degrees which 
necessitate attendance. Where the research degree contains a taught component (e.g. the 
iPhD), the policy for taught students will apply to the taught component.  

 
6.11 Formal supervision meetings are usually expected to take place in person, but where the 

https://assets.publishing.service.gov.uk/media/64ad5955d20749000ff29bf8/Student_Sponsor_Guidance_-_Doc_2_-_Sponsorship_Duties_2023-07-17.pdf
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may be in breach of UKVI 
compliance requirements 

 
Recording and monitoring attendance 
 
6.17 In all instances, the content and dates of formal supervision meetings must be recorded via 

the appropriate University of Sussex central system by the PGR within one week of the 
meeting taking place, and confirmed by the relevant supervisor. 

 
6.18  The thresholds expressed in 6.16 will be monitored by Schools every month. Any PGR not 

meeting the required thresholds will be flagged with the Director for PGRs by relevant School 
professional services staff, allowing for the timely escalation of actions (detailed within the 
process documentation for this policy). 

 
6.19 Directors for PGRs are responsible for reviewing those engagement records and, if 

engagement points are missed, must determine the appropriate course of action from those 
listed in the accompanying process documentation up to and including the temporary or 
permanent withdrawal of the PGR (for former referred to as intermission in relation to PGRs). 

 
School Student Progress Panels (SSPP) 
 
6.20 The purpose of the SSPP is to provide an appropriate in-year forum for considering concerns 

relating to an individual PGR's ability to progress on their registered award as a direct result 
of missed engagements. Its primary function is to consider relevant information and 
evidence and agree an outcome in the best academic interests of the PGR. Its secondary 
function is to signpost the PGR to relevant support services, both academic and pastoral. The 
Terms of Reference for SSPPs are provided in Appendix 1. 

 
6.21 SSPPs operate adjunct to the Policy on Research Degrees and are empowered to make 

withdrawal decisions.5 

 
Right of appeal 

 
6.22 Per the Academic Appeal Regulations

https://www.sussex.ac.uk/webteam/gateway/file.php?name=academic-appeals-regulations.pdf&site=457
https://student.sussex.ac.uk/complaints/appeals/school-student-progress-committee
https://student.sussex.ac.uk/attendance/withdrawing
https://assets.publishing.service.gov.uk/media/64ad5955d20749000ff29bf8/Student_Sponsor_Guidance_-_Doc_2_-_Sponsorship_Duties_2023-07-17.pdf
https://assets.publishing.service.gov.uk/media/64ad5955d20749000ff29bf8/Student_Sponsor_Guidance_-_Doc_2_-_Sponsorship_Duties_2023-07-17.pdf
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Absences 
 
6.24 PGRs must meet the requirements expressed in sections 6.1-6.16 of this policy, regardless of 
 any planned or unplanned absences. 
 
6.25 Any absence necessitating missed engagements will be considered a failure to meet the  
 engagement requirements. The Director of PGRs will refer to 6.19 of this policy and proceed 
 accordingly. 
 
Absences for Student visa sponsored students 
 
6.26 The Home Office's Student Sponsor Guidance (Document 2: Sponsorship Duties)7 sets out 

requirements for higher education providers in relation to absences of sponsored students. 
These must be adhered to, in addition to the rest of this policy. 

 
6.27 Sponsored PGRs may be absent during their course for exceptional reasons, and with 

advance permission from their School, for up to 60 days whilst still being sponsored, so long 
as they can return from the absence and still complete their course within the existing 
course dates. If the length of the absence is such that they will not be able to complete 
within the original dates, then other options must be utilised, e.g. intermission and the 
issuing of a new CAS. 

 
6.28 If the School approves an absence that falls within the permitted 60 days, it must notify the 

UKVI Compliance team of the absence, and the evidence to support it, within 10 days of the 
approval. 

 
6.29 If the PGR is not able to return from their absence and resume their studies within 60 days, 

the School must support the student to take temporary or permanent withdrawal. This can 
either be PGR led, or a decision of the Directors of PGRs using the appropriate governance 
mechanism. In either instance the withdrawal from studies will result in withdrawal of 
sponsorship. 

 
 
7. ATTENDANCE, ABSENCE AND ENGAGEMENT POLICY FOR PGT ONLINE 
DISTANCE LEARNING  STUDENTS  
 
7.1 This section of the policy applies only to postgraduate taught students taking online distance 

learning (ODL) courses. Such courses are delivered entirely remotely with no in person 
teaching and learning activities at all.  

 
7.2 There are no additional attendance requirements for Student visa sponsored students as 

https://assets.publishing.service.gov.uk/media/64ad5955d20749000ff29bf8/Student_Sponsor_Guidance_-_Doc_2_-_Sponsorship_Duties_2023-07-17.pdf
https://assets.publishing.service.gov.uk/media/64ad5955d20749000ff29bf8/Student_Sponsor_Guidance_-_Doc_2_-_Sponsorship_Duties_2023-07-17.pdf
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7.4 The engagement of students is measured through their communication with the Student 
Success team and their adherence to agreed set dates for study.   

 
7.5 Where students fail to recommence with their studies by an agreed date, or take an 

undisclosed/unapproved break in study, an eight-week grace period will be offered from the 
agreed return to study date before triggering the relevant processes (as set out in the 
accompanying process guidance). 

  
7.6 Per the Academic Appeal Regulations, all students have the right to appeal a decision of the 

SSPP. Guidance on the process is available here: 
https://student.sussex.ac.uk/complaints/appeals/school-student-progress-committee 

 
 

Review / Contacts / References 
Policy title: 

https://www.sussex.ac.uk/webteam/gateway/file.php?name=academic-appeals-regulations.pdf&site=457
https://student.sussex.ac.uk/complaints/appeals/school-student-progress-committee
https://www.sussex.ac.uk/webteam/gateway/file.php?name=policy-on-research-degrees-aug24.pdf&site=507
https://www.sussex.ac.uk/webteam/gateway/file.php?name=academic-appeals-regulations.pdf&site=457
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Appendix 1:  School Student Progress Panel 
Terms of Reference 
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recommending said outcome (known as an Individual Inequitable Outcome) to the PVC 
Education and Students or the Dean of the Sussex Researcher School for approval.  

(g)  To agree what actions the Chair, or any approved sub-group, may take on behalf of a Panel. 

(h)  To consider any requests for informal resolution (IR) or any formal academic appeals arising 
from an outcome (per the Academic Appeal Regulations). Where decisions on IR or appeals 
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Appendix 2: Values and Principles (as part of communication of policy and guidance) 
 
Our Values 
The University of Sussex believes that community and engagement are beneficial to a high quality 
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3. Attendance and effective engagement with teaching and research are essential to a high 
quality and fulfilling experience for both each student and their cohort and each researcher 
and their peers. 
 

4. Students and postgraduate researchers participate actively in their own success and the 
success of others by being part of a learning community, fostered through high levels of 
attendance and effective engagement. In turn, they will be supported by university staff, 
policies, processes, and services to realise their potential. 
 

5. The University’s approach to attendance and engagement is guided by kindness, fairness, 
and consistency. 
 

6. Attendance processes and communication should be simple, transparent and consistent, to 
support student, postgraduate researcher, and staff understanding and to ensure efficiency. 
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Appendix 3: Key roles and responsibilities for delivering the Attendance, Absence and Engagement 
Policy 
 

Role Location 
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All taught students N/A Attending teaching and learning sessions per this policy, 
engaging as fully as possible with their course, seeking 
help with issues affecting their attendance and 
engagement, responding in a timely manner to contact 
from staff relating to attendance. 

All PGRs N/A Regularly meeting with supervisors per this policy, keeping 
records of these meetings, seeking help with issues 
affecting their engagement, responding in a timely 
manner to contact from staff regarding attendance. 
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