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Introduction 

Purpose 

1.1.1 This document sets out the University’s methods for recording student attendance, 

providing guidance on different workflows to be used for different student groups 

and/or levels of attendance.  

 

1.2 Scope  
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1.2.1 This document applies to all Undergraduate and Postgraduate Taught Students and 

Post Graduate Research Students.  

 

1.3 Applicability: Exclusions to the Policy on Recording and Monitoring 

Student Attendance  

 

1.3.1 Students studying at another institution (e.g. as part of a year abroad). These students 

should follow the attendance policy and procedures of that institution.  

 

1.3.2 Members of the public studying on non-credit-bearing courses (e.g. LEAP or 

Continuing Professional Development etc.)  

 

1.3.3 At present, there are no exclusions from minimum pattern requirements.  

 

2.0. Definitions 

 
2.1 Key Terms 

 

2.1.1 Minimum Patterns define the University-wide baseline for opportunities to record 

attendance. Unless an exception is granted in the Guidance, all Schools must provide 

opportunities that meet or exceed at least one of the Minimum Patterns for all 

students. Details of Minimum Patterns and exceptions can be found in the supporting 

Guidance. 

 

2.1.2 Extended Patterns describe additional opportunities for recording attendance defined 

locally at School, Department/Division or Programme level. Schools may use these in 

addition to the Minimum Patterns to enable stricter attendance requirements, for 

example to meet the requirements of relevant PSRBs. 

 
2.2 Acronyms  

 

2.2.1 SEAtS: Student Engagement and Attendance System 

 

3.0. Guidance Overview  

 

3.0.1 The allowed methods for recording attendance differ may depending on the student 

group or situation and these are further outlined in section 4.1. 
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3.0.2 The two approved minimum patterns for recording attendance are outlined in Section 

4.2. There are currently no extended patterns. 

 

3.0.3 Trigger points, or workflows, only consider student attendance at mandatory on-

campus timetabled activities. There are two versions of these workflows depending on 

whether a student is subject to accreditation or professional attendance requirements.   

 

4.0. The Guidance 

 

4.1 Allowed methods for recording attendance  

 

4.1.1 For Undergraduate and Postgraduate Taught Students attending scheduled on-

campus activities where the student’s record exists in the central Campus Solutions 

instance and the scheduled activities is recorded in Syllabus+ attendance must be 

recorded using the SEAtS system.  

4.1.2 For Postgraduate Research Students, attendance must be recorded using the eProg 

system.   

 

4.1.3 In other situations, such as for teaching delivered remotely or not scheduled in 

Syllabus+, other methods of taking attendance may be used, keeping in mind our 

obligations regarding wellbeing and reporting to external bodies.    

 

4.2 Minimum Patterns  

 

4.2.1 Pattern A - 1 high confidence check and one other medium or high confidence check-

in opportunity per fortnight.  

 

4.2.2 Pattern B - 6 medium confidence check-in opportunities per fortnight.  

 

4.3 Extended Patterns  

 

4.3.1 There are currently no extended patterns.  

 

4.4 Trigger points  

 

4.4.1 The university currently employs two sets of trigger points referred to as workflows. 

These only consider student attendance at mandatory on-campus timetabled 

activities.  
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4.5 Attendance Workflow  

 

4.5.1 Students on a standard programme who don’t have accreditation or professional 

attendance requirements are in the attendance workflow (workflow 1).  

 

• If a student’s attendance falls into the range 25% - 50% of classes over a 14-day 

period they will be contacted via email (go to stage 1). If a student’s attendance falls 

into the range 0% - 25% of classes over a 14-day period they will be contacted via 

email (go to stage 2).  

• In Stage 1: If their attendance does not rise above 50% over the next fourteen days 

they will be contacted via email (go to stage 2).  

• In Stage 2: If student attendance remains below 25% for another 7 days or remains 

below 50% over the next 14 days, School Student Support & Wellbeing teams will 

contact the student directly (go to stage 3). The student’s attendance will then be 

monitored for a further seven days.  

• In Stage 3: If student attendance still does not improve, the Student Support & 

Wellbeing teams will speak with the student again to determine whether additional 

support is required, or whether the student should be withdrawn from the 

programme.  

 

 

4.6 Workflow 2  

 

4.6.1 Students on professional or accredited programmes, with defined attendance 

expectations are in the Professional Workflow (Workflow 2).  

 

• In workflow 2, if a student’s attendance falls below 90% of classes over a 14-day 

period they will be contacted via email (go to stage 1). If a student’s attendance falls 

below 82% of classes over a 14-day period they will be contacted via email (go to 

stage 2).  

• In Stage 1: If their attendance remains below 90% (go to Stage 2) or if their 

attendance falls below 82% (go to Stage 3) over the next 14 days period they will be 

contacted via email.  

• In Stage 2: If their attendance falls below 82% over a 7-day period they will be 

contacted via email (go to Stage 3)  

• In Stage 3: If student attendance remains below 82% for another 7 days, School 

Student Support & Wellbeing teams will contact the student directly. The student’s 

attendance will then be monitored for a further seven days.  

• If student attendance still does not improve, the Student Support & Wellbeing teams 

will speak with the student again to determine whether additional support is required, 

or whether the student should be withdrawn from the programme.  
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4.7 Sources of Attendance and Engagement Data  

 

4.7.1 Currently only the SEAtS and eProg systems are used as sources of 

attendance/engagement data.    

 

4.8 Methods available for contacting disengaged students  

 

• There is general information on StaffNet about services and support for students.  

• The Advice and Response website includes details of the process for engaging with 

disengaged students.  

• StaffNet also has information on supporting students in a crisis or an emergency 

situation.  

 
 

5.0. Monitoring Compliance  
 

5.0.1 Adherence against this document is expected and should be monitored by Heads of 

Schools (or their delegates) as part of a wider quality assurance process which 

supports the Annual Academic Assurance Process including, Schools, Faculties, 

Teaching and Learning Strategy Group, the Academic Quality Sub-Committee for 

Teaching, Learning and Students, and Senate. 

 

6.0. Supporting documents and sources of support 

  
6.0.1 Policy on Mitigating Circumstances and Coursework Extensions   

 

Version amendment history box and Document control box 
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1.3 November 2021 n/a 

2.0 October 2024 Updated by the Engagement Analytics Project Team and transferred 

to new template 
   

 

Document control box 

Policy / Procedure title: Guidance on Recording and Monitoring Student Attendance 

 

Date approved: 18/10/24  

https://www.staffnet.manchester.ac.uk/supporting-students/
https://www.staffnet.manchester.ac.uk/adviceandresponse/
https://www.staffnet.manchester.ac.uk/adviceandresponse/refer/disengaged-students/
https://www.staffnet.manchester.ac.uk/adviceandresponse/refer/disengaged-students/
https://www.staffnet.manchester.ac.uk/supporting-students/crisis-emergency/
https://documents.manchester.ac.uk/display.aspx?DocID=4271


6 

Approving body: Engagement Analytics Project Team  

Implementation date: October 2024 

Version: 2.0 

Supersedes: N/A 

Previous review dates: N/A 

Next review date: 18/04/24  

Related Statutes, 

Ordinances, General 

Regulations 

Schedule of General Regulations 

 

Regulation XX – Monitoring Attendance, Engagement and 

Wellbeing of Students 

Related Policies: Policy on Recording and Monitoring Student Attendance and 

Engagement 

Related Procedures and 

Guidance: 

N/A 

Policy owner: Steve Pettifer- Academic Lead for the Engagement Analytics 

Project 

Lead contact: Steve Pettifer- Academic Lead for the Engagement Analytics 

Project  

 

 

 

https://documents.manchester.ac.uk/display.aspx?DocID=39973
https://documents.manchester.ac.uk/display.aspx?DocID=1895
https://documents.manchester.ac.uk/display.aspx?DocID=1895
https://documents.manchester.ac.uk/display.aspx?DocID=20846
https://documents.manchester.ac.uk/display.aspx?DocID=20846

