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The University has a number of specific obligations with respect to record keeping and reporting.  The School of Law has to consider current mechanisms for ascertaining the engagement of the students with their programme of study.  The School will therefore be monitoring the attendance of students via attendance rosters for each seminar group and in some instances via compulsory lectures for PGT Students.  Seminar takers will be required to amend the attendance rosters within the weekly and fortnightly cycle to enable the TSSO to run reports of any absences from Campus Solutions and liaise with academic advisers and the Directors of UG and PGT Studies for correspondence with students. 
Further details: 

1. Students will be asked to notify Academic Advisers of absences, so that Academic Advisers will only have to chase up those who do not/are not able to comply with this requirement to notify tutors. 

2. Academic Advisers should always contact students if they  have missed any seminars in the cycle and seek explanations. Please ensure that copies of all correspondence to students is put in the student’s file so that we have evidence of trying to help a student in case  formal procedures have to  be invoked. 
3.  If a student misses all seminars in  two of the five cycles (for PGT  50% of their lectures/seminars) then a warning letter will be issued and the student will be requested to attend a meeting with the Director of UG Studies or their Programme Director if a PGT student.
4. If a student has failed Work & Attendance requirements due to illness or personal problems then, depending upon the degree of the problem, they should be made aware of ways in which we can help – e.g. by considering a period of intermission.  Such students may need advice about consulting their GP/University Student Medical Service for medical problems or the University Student Counselling Service for other problems.  
5. Any significant problems which Academic Advisers judge should be taken further should be reported to Ceri Wilson the TSSO Work and Attendance administrator or to Abi Robinson.  
6. Students who ignore written advice and persist in non-attendance do so at their own risk and could find themselves  excluded. University regulations  also empower examination boards to take into account the work and attendance records of students when considering examination results.
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