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Introduction and Scope

1.1  This policy applies to students studying Higher Education programmes offered
under a Collaborative Provision Arrangement between the College of West Anglia and
The Open University (OU).

1.2  The policy sets out the face-to-face attendance expectations for your Collaborative
Provision Programme. It explains how the college will monitor, record, and report on your
attendance, and the actions that may be taken if you do not meet the face-to-face

expectations of your programme.

1.3 Please note: this policy relates only to the face-to-face element of your
programme. Your engagement with the Open University virtual learning environment

(VLE), will be monitored by the OU as set out in the OU Conditions of Reqistration

(Collaborative Provision).

Our expectations of you

2.1  You are required to attend the face-to-face programme sessions outlined in the

programme information on the college website.

2.2 You must inform the college of any planned absence or sickness that means you

will be absent from a face-to-face session(s).

2.3  Please speak to your tutor if you are struggling to engage and attend due to
illness, disability, or other extenuating circumstance, so that appropriate advice and

support can be provided to you.

What you can expect from us

3.1  We will ensure any student experiencing difficulties with attendance at face-to-
face sessions is signposted to available support. This could be through referral to The

Open University Fitness to Study Policy, where appropriate.



https://help.open.ac.uk/documents/policies/conditions-of-registration-collaborative-provision
https://help.open.ac.uk/documents/policies/conditions-of-registration-collaborative-provision
https://help.open.ac.uk/documents/policies/fitness-to-study
https://help.open.ac.uk/documents/policies/fitness-to-study

3.2 Inline with our obligations under the Equality Act 2010, we will make reasonable

adjustments to support any student with a disability, long-term health condition, mental

health difficulty or specific learning difficulty that affects their studies.

3.3  You will be entitled to an independent source of support, (family member, friend,
or representative etc) at any point throughout this process. They can attend meetings
with you to provide emotional support. If you have an advocate, as set out in the OU
Advocacy Policy, they will be able to speak on your behalf.

3.4  We will be transparent about how attendance data is recorded, stored, acted upon

and shared. For more information see our Privacy Notice.

Reporting an absence to us

4.1  If you will be absent from any of the face-to-face sessions for your programme,
you must tell us as quickly as possible, so we can talk to you about any potential study or

financial implications.

4.2  Absences should be reported through the student portal, as per the college
guidance.

4.3  Any absences from the face-to-face sessions at the college will be recorded on
the student portal. You will be able to see a full breakdown of your attendance under the

Attendance tab on the student portal.

Acceptable and unacceptable absences

5.1  We recognise that certain health or life circumstances may affect your ability to
attend all face-to-face sessions. We will consider the circumstances of each absence to

determine if further action may need to be taken under this policy.

5.2  Acceptable reasons for absence may include, but are not limited to, funerals,

driving tests, and jury duty.


https://www.legislation.gov.uk/ukpga/2010/15/contents
https://help.open.ac.uk/documents/policies/advocacy
https://help.open.ac.uk/documents/policies/advocacy
https://cwa.ac.uk/privacy-and-cookies
https://login.microsoftonline.com/a0f9a3b0-6142-4b8f-96a2-ad4906db0b18/oauth2/authorize?response_type=code&client_id=71590507-86b2-4cc0-a2e2-df783d0acba7&scope=openid&nonce=e4a6a942-59a3-4d40-9711-7cae70744523&redirect_uri=https%3a%2f%2fstudents.cwa.ac.uk%2f&state=AppProxyState%3a%7b%22InvalidTokenRetry%22%3anull%2c%22IsMsofba%22%3afalse%2c%22OriginalRawUrl%22%3a%22https%3a%5c%2f%5c%2fstudents.cwa.ac.uk%5c%2f%22%2c%22RequestProfileId%22%3anull%2c%22SessionId%22%3a%22b56463cf-49bc-4d16-a36a-07ad8312712c%22%7d%23EndOfStateParam%23&client-request-id=b56463cf-49bc-4d16-a36a-07ad8312712c&claims=%7b%22id_token%22%3a%7b%22xms_cc%22%3a%7b%22values%22%3a%5b%22CP1%22%5d%7d%7d%7d
https://cwa.ac.uk/student-life-and-support/report-absence
https://cwa.ac.uk/student-life-and-support/report-absence

5.3  Unacceptable reasons for absence may include, but are not limited to, holidays,

part-time work (which is not part of your study), and leisure activities.

5.4  Please be aware that we expect students to arrange medical and other

appointments outside of face-to-face sessions, where possible.

What to do if you have difficulty attending

6.1 If you have concerns about your ability to attend, or if you experience any
difficulties while you study which affect your attendance, engagement, or progress, you
should speak to your course director in the first instance. They can refer you on to further
support within the college, if needed. Advice and guidance will be provided to you by
both the college and the OU so you can receive the most effective support and

understand your options, and any study or financial implications.

How we record and monitor attendance

7.1  The college is required to monitor your attendance and share this with the OU to
enable any student finance to be released. The Student Loan Company (SLC) requires

regular attendance in order for you to continue to be entitled to maintenance funding.

7.2 Your tutor will record and monitor your attendance at face-to-face sessions.
Details will be recorded on the student portaland a monitoring report will be shared with
the OU every two weeks.

7.3 If you miss two face-to-face sessions across a fortnight, this will be flagged
and reported to the OU.

7.4 If apattern of missed attendance is observed, for instance, non-attendance

every other week, this will also be flagged to the OU.

7.5 If concerns about your attendance and engagement are raised, the Attendance

Procedure below will be followed.



Attendance Procedure

Stage 1 — Initial concerns

8.1 Inthe first instance, your course director will request an informal supportive
conversation when you are next on campus to discuss any issues around non-
attendance, such as ill health, and other life commitments. All concerns relating to
attendance will be recorded on the student portal under “Concerns” following the

conversation.

8.2  You and your course director will agree on appropriate next steps. This will include
signposting to support where needed and could include the creation of an action plan
with details of the steps you will take to improve your attendance.

8.3  You will be reminded of your attendance expectations on the programme and
made aware that continued non-attendance may result in your maintenance loan being
suspended and could mean you are not able to continue on the Collaborative Provision
Programme. A further meeting will be held during the following month to review your

progress.

8.4 At the review meeting, if your attendance has improved and your course director

has no outstanding concerns, no further action will be taken.

8.5  The college will keep the OU informed of any action taken under Stage 1 of this
procedure so that the OU can monitor your maintenance funding entitlement, provide you
with any relevant support, advice and guidance. and invoke any relevant OU policy or

procedure, as needed.



Stage 2 — Continuing attendance concerns

9.1 If continued nonattendance is observed over the next six weeks and the action
plan not complied with, a further concern will be added to the student portal and a letter
will be sent to your home address or email account. You will be informed of our
attendance concerns and invited to a formal meeting with the programme manager to
discuss any difficulties you are experiencing, the support the college or OU can provide
to you, your study options and any financial implications.

9.2 A formal action plan will be agreed and a future date set in the following six weeks
to meet and review progress. It will be explained to you that if attendance concerns
continue, you will be referred to the OU to determine what further action may need to be
taken. This might include disciplinary action which could result in you not being able to
continue studying under this Collaborative Provision Arrangement, and/or being eligible

for student finance payments.

9.3  Where there are mitigating reasons for poor attendance and engagement, the

Open University Fitness to Study Policy may be followed. You will be advised of the

course of action to be followed and the relevant policy that is being applied.

9.4  The college will continue to keep the OU updated of any actions taken under
Stage 2 of this policy so that the OU can monitor your maintenance funding entitlement,
provide you with any relevant support, advice and guidance. and invoke any relevant OU
policy or procedure, as needed.

9.5 In order to appropriately manage public funds, the OU will be required to inform
the SLC if your continued nonattendance means you are no longer eligible for

maintenance funding.

9.6 If regular routine absence is attributed to a recurring commitment (such as work or
childcare), or health condition that cannot be satisfactorily addressed through
Reasonable Adjustments, it may be more appropriate for study alternatives to be

explored, such as continuing with the programme through OU study without the face-to-


https://help.open.ac.uk/documents/policies/fitness-to-study

face college element. You will be offered advice and guidance by the college and the OU
to understand your options and any financial implications. Note that you would no longer
be eligible for student finance maintenance support if only studying independently with

the OU.

Stage 3 — Referral to the OU

10.1 If you do not follow the action plan agreed at stage 2 above, you will be referred to
the OU to determine further action to be taken. Depending on your circumstances, action

may be taken under the Open University Code of Practice Student Discipline or Fitness

to Study Policy. The OU will write to you to explain the action being taken and the next

steps.

Right of appeal

11.1 If action is taken against you because you do not meet the face-to-face
attendance requirements of the programme, you will be made aware of your right to
appeal in writing. This will initially be through the college HE Complaints Policy, with the

Open University as a further point of review.

Support and contact details

12.1 If you need any support in relation to attendance, or if you have any questions or
wish to discuss anything, please speak to your course director or speak to student

services at the college by emailing absence@cwa.ac.uk.

12.2 If you have any queries regarding an absence, please email absence@cwa.ac.uk.

Related Documents

The following policies and pages are related to this area and may provide additional information,
guidance and support.


https://help.open.ac.uk/documents/policies/code-of-practice-student-discipline
https://help.open.ac.uk/documents/policies/fitness-to-study
https://help.open.ac.uk/documents/policies/fitness-to-study
https://cwa.ac.uk/higher-education/about-ucwa/policies
mailto:absence@cwa.ac.uk

Open University Code of Practice for Student Discipline

UcWA Collaborative Provision Student Agreement

Open University Conditions of Registration (Collaborative Provision)

Open University Disability Support Help Centre information

Open University Fitness to Study Policy

HE Complaints Policy

Personal and Learning Support webpage information

Reasonable Adjustments Policy

Report an Absence webpage

Student Charter and Code of Behaviour
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https://help.open.ac.uk/documents/policies/code-of-practice-student-discipline
https://cwa.ac.uk/higher-education/about-ucwa/policies
https://help.open.ac.uk/documents/policies/conditions-of-registration-collaborative-provision
https://help.open.ac.uk/browse/disability
https://help.open.ac.uk/documents/policies/fitness-to-study
https://cwa.ac.uk/higher-education/about-ucwa/policies
https://cwa.ac.uk/student-life-and-support/support-for-students/personal-and-learning-support
https://cwa.ac.uk/higher-education/about-ucwa/policies
https://cwa.ac.uk/student-life-and-support/report-absence
https://cwa.ac.uk/higher-education/about-ucwa/policies

