Dear SoSS Students,

This email is to inform you that lectures will soon be removed from My Attendance but seminars, workshops and tutorials will remain. Please continue to check in to any sessions that appear in your My Attendance profile. 

The School of Social Sciences have taken the decision to record attendance primarily for seminars and small group teaching this year. Although it is important for you to still engage with your lectures, if a lecture does not appear in your My Attendance profile, you do not need to check-in to it.

Many thanks to those of you who have been engaging with the new My Attendance system over the past weeks, particularly as we appreciate that some timetabling and wi-fi problems on campus have complicated things somewhat. 

Please do continue to log into the sessions that appear in your My Attendance profile – we encourage you to check the system at the beginning of every teaching session to see if the session is available for you to check into. 

Please see the FAQs below for further information. If you have any queries which aren’t answered below or on the My Attendance Information and FAQs page, please email us at sosswelfare@manchester.ac.uk. Once again, thank you all for your patience and support as the University implements this new system.

How Do I log in to the My Attendance system?

1. Simply log in to My Manchester on a mobile, tablet, laptop or desktop
1. Select ‘My Attendance’, which will be at the bottom of the left-hand menu.
1. Click on your timetabled learning activity and ‘check in’. If you are attending remotely in Semester 1, you can check-in from where you are currently based.


How do I report an absence?

[bookmark: _GoBack]If you have missed a seminar/workshop/tutorial for a good reason (such as illness or circumstances outside of your control) please contact the academic responsible for leading that session directly and they will be able to update your attendance record on your behalf. If you are unsure of the name of the academic leading your session, please check your timetable as the academic’s name will be listed as part of the information for the session that you have missed. To obtain an academic’s email address, please see the Blackboard site for the relevant course unit. You can also inform your Programme Administer of an absence.

I attended a session but did not check in to it. What should I do?

Please note that you need to check into your session while it is taking place so we strongly recommend that you check-in at the beginning of your session. Although we appreciate that it can take time to get used to a new system, it’s important that students take responsibility for checking in to sessions as, once the session has passed, only the academic leading the session can amend a student’s record. Although academic staff will be happy to update a student’s details retrospectively to show a notified absence (for example, if a student misses a session due to illness), they may not have the capacity to update the record of every student who forgets to check-in to a session. 

I have changed course units but the old course units are still showing in My Attendance/the new course units are not showing in My Attendance.

We are aware of delays in the My Attendance system for students who have made changes to the course units. Please keep checking your My Attendance profile each day to see if the relevant sessions for your new course units have appeared. Please be assured that we will take this issue into account when analysing the attendance data. 

My Attendance profile is showing incorrect information.

We have had reports of some common problems with the system: 

1. Some students have reported that their My Attendance profile is showing them as not checked in to sessions that had not previously appeared on the My Attendance profile, meaning that they did not have the opportunity to log-in during the session. 
1. Some students have reported that their My Attendance profile is showing two different seminars for the same course unit, one of which is not on their timetable.

If you experience the above issues this week, please take a screenshot of your profile and email us with details of the issue via sosswelfare@manchester.ac.uk. We can then look into the issue further for you.

I am worried that My Attendance profile is incorrect and I will get in trouble with my department. 

Please don’t worry unduly about your attendance record. We are aware of the various problems relating to timetabling, wi-fi and the implementation of the new system and we will be taking this into account when analysing attendance data. If we contact a student about their attendance, it will be due to a significant amount of absences on their record (rather than just one or two) and, even when we do contact them, it will just be to ask them to confirm if they’re okay and to find out if they need extra support. We would only alert a student’s Academic Advisor and Programme Director if a student failed to respond to our emails (but don’t worry – we will make it very clear if we require a response to an email).  

Best wishes, 

The SoSS Teaching and Learning Team

