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I. INTRODUCTION

The University is keen to instill in students the values of discipline and smart
management of time that play such a crucial role in students’ success. A great
emphasis is thus placed on class attendance, and appropriate measures to minimize
student absence from classes are sought. At the same time and without compromising

academic standards, the University would like to maintain an environment marked by
compassion and understanding for circumstances that are beyond the student’s control.
With these considerations in mind, the University proceeded to review the regulations
that govern student attendance and excused absence from classes.

II. OBJECTIVE
The Policy aims to achieve the following goals:
- By the time the student graduates, he/she has developed a professional attitude

- On taking the final exam, the student has been given a good chance to pass.

III. PURPOSE
The Policy ensures that:

1. Information and guidelines have been provided to students, faculty, and
management on factors to consider when dealing with students’ attendance and
absence.

2. What constitutes excused absence from curricular activities has been clearly

defined.
3. Implementation of the policy by all concerned entities across all units shall be
consistent.
IV. SCOPE

The Policy applies to all students.




V. DEFINITIONS

Attendance. The act of attending classes or being present in class.

Excused Absence. A privilege granted to any student to compensate for any
academic deficiency during the time he/she was absent in class.

Unexcused Absence. An absence which is not considered valid and acceptable.
Aunt/Uncle. The direct brother or sister of one’s father or mother.,

First-Degree Cousin. A relative (a son or/and daughter) by blood in one’s aunt or
uncle.

VI. RELATED UoN POLICIES AND DOCUMENTS

This policy should be read along with:
1. Quality Teaching Management System (QTMS)
2. University of Nizwa Disciplinary Rules and Regulations

3. UoN Academic Regulations

VII. POLICY STATEMENTS

1

Students must attend all sessions of classes, laboratories and all related activities for
all of their registered courses.

The course instructor shall keep a record of the attendance of students and issue
necessary warnings.

Absence warnings and barring from the final exam shall be issued as follows:

3.1 Absence Warning 1: for unexcused absence of 5% of course's contact hours

3.2 Absence Warning 2: for unexcused absence of 10% of course's contact hours

3.3 Drop one Grade and Absence Warning 3: for unexcused absence of 15% of
course's contact hours

3.4 Barred from the final exam: for unexcused absence of 25% of course's contact
hours

Late attendance of students must not be tolerated. Within the first ten minutes of class
and in case of an emergency, the instructor shall admit the student to the class.
However, the student shall be considered absent in this case.




Excused Absence requiring supporting documentation is classified as follows:
(i). Social Reasons

a. Death of Family Members. In case of the death of the father, mother,
sister, brother, spouse, daughter, son, grandparent, uncle, aunt and first-
degree cousin, the student shall be granted excuse for a maximum of three
(3) days.

b. Official Government Attendance. A student who receives an official court
summons invitation or any government order to appear shall be granted one
day excused absence.

c. Accident/Injury. A student injured in an accident or any other serious
accidents such as fire, and the like shall be excused from his/her classes.
The number of days of excused absence shall depend on the doctor’s
advice.

(ii). Participation in University Activities. A student shall be excused from his/her
classes if his/her participation in a university sponsored event is required, such
as, participation in the Cultural Season, National Day Activities, Conference,
Seminar and Workshop Attendance, Sports Events, Site Visits and the like.
He/She shall only be excused during the day he/she participated in the event.

(i1i). Health Reasons. A student who is unable to attend his/her classes due to illness
shall be excused from their classes. The number of days of excused absence will
depend on the doctor’s advice.

(iv). Other Reasons. A student’s unavoidable compelling absence for reasons other
than those stated above will be verified accordingly.

A student applying for excused absence must present original authentic document(s)
to substantiate his/her application.

Supporting documents may include (but are not limited to) death certificate of family
member (specified in item 5), official government attendance proof, medical
certificate/report, sick leave etc.

A sick leave must be certified by a health care institution and endorsed by a
government health care institution. It should clearly state the nature of the illness and
the period the student needs to recuperate.

Any falsification of documents will be dealt with in accordance with the University
disciplinary rules and regulations.
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10. A student who participates in University activities shall provide an official letter,
before the event, from the Assistant to the Chancellor for Student Affairs office to
the Assistant Dean for Academic Affairs.

11. A student’s application for excused absence must be submitted to the appropriate
office within a maximum period of 3 days from the event of absence. Any
application received beyond 3 days will not be accepted.

12. A student may appeal if his’her request for excused absence is not granted.

13. A student is entitled to get a written reply within a maximum of five working days of
her/his request for excused absence (or appeal), stating the reasons behind not
approving his application (or appeal).

14. A student is entitled to sit for a make-up exam or special classes (if necessary) upon
being granted an excused absence within the framework provided in “item 15”.

15. The following shall apply to a student who is granted excused absence and had
missed the final or an in-semester exam.

15.1 If a student misses the final exam, then he/she must sit for a substitute
exam.

' 15.2  If a student misses one in-semester exam (other than practical); the weight
of the exam shall be redistributed to all the other assessments.

Example: If in-semester-1 has been allocated 20 marks, in-semester-2 20
marks, minor assessment (Quizzes, assignments etc.) 20 marks and final
exam 40 marks, (total 100) and a student misses in-semester exam -1, and
got 15 (out of 20) marks in in-semester exam-2, 31 (out of 40 ) marks in
the final exam, and 18 (out of 20) in the minor assessment, then:

Total mark out of 80 in attended assessments =15+ 18+ 31 =64

The ratio = 64/80 =8/10=0.8
Therefore, the student’s total marks 0.8 x 100 = 80 (out of 100).

15.3 If a student misses more than one in-semester exam, he/she will be allowed
to sit for one exam.

15.4 If a student misses a lab (or practical) session or presentation, he/she will
have to substitute the missing activity.

15.5 1If a student misses a minor assessment, the mark will not be counted in the
calculation of the average of that minor assessment. (For example, if the
course had three (3) quizzes totaling 15 % and a student missed one quiz,
then the remaining two would be counted as 15% total)

I
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16. If a student’s unexcused absence is below 25% but his/her total absence reaches 25%
or more of the contact hours of the course, he/she shall be required to withdraw from
the course with a “W?” grade.

17. R & R shall annually submit to the Vice Chancellor for Academic Affairs, statistics
on students’ absence.

18. Assistant Deans for Academic Affairs/Assistant Director FI shall follow up abused
excused absence, and issue warnings accordingly.

VIII. PROCEDURE

General Procedure Guidelines:
1. After each absence warning:

The instructor shall get the student’s signature on the Absence Warning Form.

The student must meet the academic advisor to renew his academic status and discuss
any problem or concerns he/she may have during the semester.

2. A student’s application for excused absence shall be addressed to: the Assistant Dean
for Academic Affairs Office/Assistant Director Fl if the excuse is medical and to the
Director of the Center for Social Welfare Office otherwise.

3. A student whose application for excused absence is not approved, may appeal to the
Dean’s office if his/her absence was due to medical reasons, otherwise, he/she may
appeal to the Assistant to the Chancellor for Student Affairs.
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A. Absence for Non-Medical Reasons

C=

LEGEND:

ACSA — Assistant lo the Chancellor for Student Affairs
DCSW — Direclor of the Center for Student Welfare




B. Absence for Medical Reasons

LEGEND.

ADAA - Assstant Dean for Academic Affairs
ADFI1  Assistant Director for Foundation Institute
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IX. ROLES AND RESPONSIBILITIES

1.

The Course Instructor shall:

1.1 Regularly check the attendance of his/her students and enter such in the
Eduwave.

1.2 Include Policy Statement 2 in the Teaching and Assessment Plan of the course.

1.3 Apply Policy Statement 2 as appropriate.

1.4 Keep a record of students’ attendance in the course portfolio (refer to QTMS)
and Eduwave.

1.5 Issue absentee waming using the Absence Warmning Form.

1.6 Take necessary action on excused absence as per this policy.

The Student shall:

2.1 Be responsible for attending his/her classes.

2.2 Sign the absence warning letters.

2.3 Fill the Excused Absence Form and provide all the required documents. .

2.4 Present the approval excused Absence Form to the instructors.

The Director of the Center for Student Welfare is responsible for approving non-

medical excused absence.

The Assistant to the Chancellor for Student Affairs (ACSA) is responsible for

approving students’ appeals for non-medical excused absence.

The Assistant Dean for Academic Affairs of the student's College/Assistant Director

FI is responsible for approving the student health excused absence.

The Dean of the student's College / Director FI is responsible for approving students’

appeals for medical excused absence.

11
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7. The Head of Department/Section is responsible for overseeing the course instructor

implementation of the policy.

8. Registration and Records (R & R) is responsible for:
e Ensuring the inclusion of the policy in the Student Guide and explanation of
the policy to new students in the orientation week.
e Annually submitting statistics on student absence to the Vice Chancellor for

Academic Affairs.

HISTORICAL RECORDS

1. Office of Origin. This policy was developed by the Deans’ Committee (date).

2. Review for Form/Content. It was reviewed by the

Deanship for Academic Excellence and Quality Management

on (date).

3. It was reviewed and approved by the University Executive Board on

(date)

RESOURCES AND REFERENCES

In developing the Student Attendance and Excused Absence Policy, the following

universities and sources were used as references:

INSTITUTION/
NO TITLE WEBSITE LINK

1 | Attendance and Sultan Qaboos http://www.squ.edu.om/
Absence Policy University
and Procedure

2 | Policy and Swinburne University of | http://www.swinbume.edu.my/ Accessed 15
Procedure Technology November 2012

3 | Attendance Texas A& M http://student-rules.tamu.edu/rule07 Accessed

University 28 November 2012
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Application for Excused Absence (Medical)
STUDENT NAME AUt} /eadUaly sl
Student ID aalall a3 )
College IR
Major (aaidl|
Absence Period g
Courses i Wie caiall Calilosal)
lllll
2.
3.

ALY Wae 25 lisa dua ¢

Aiaalsty ¢ sl

Recommendation of O Approved/ aixy 0O Rejected/ aaizy Y
the Assistant Dean

for Academic Affairs

Signature, Date & ASadl g a8 gill

Stamp

Assistant Dean’s Comments Apandl 35 Lusa EBaMa
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CC: Student, Academic Advisor and File
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Application for Excused Absence (Reasons Other than Health)

STUDENT NAME Adlal) /allal) sl
Student ID aladl a8 M
College FIRT]
Major Uawadil)
Absence Period ladl 5 i

Courses . e uitiall Cillusall
' alldat)

2.
3.

Reason for Absence 0 Social/ delaial i) s
o UoN’s Activities/ &alxé 4 4S jLaal)
dadlally
o Other/

Attached Documents 438 yalf il ol

Recommendation of

O Approved/ sy

D Rejected/ i ¥ | 4l 3 jude dua gl

Director of Center for e iy
Social Welfare

Signature, Date & ATA) g e il 5 A gl
Stamp

Director’s Comments

dgelday) Lle ) 38 e pde clliadla

daala) Gl gy ple (o ol 2l LaS 5 p5a e lialall gaan s Wdig o A8 (e Aima 4801 02 oy sl adgall Ui agdil *
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sy ad g5

CC: Student, HOD/ HOS and Academic Advisor
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APPENDIX D: Absence Warning Notices

These are automatically issued by Eduwave based on the data entered by the Instructor

Absence Warning 1

This is issued when a student subsequently missed 5% of contact hours of a course.

Course Title: Code: Student Name:
Section: Students ID:
College: Name:

Contact Hours absent: ' Major:

Total semester Contact Hours: College

Should you miss 10% of the total Semester Contact Hours, an official Second Warning (Absence
Warning 2) will be issued. “Drop One Letter Grade” and Warning 3 are issued if you miss 15% of the
total Semester Contact Hours. Finally a “Barred from Exam” notice is issued if you miss 25% of the
total Semester Contact Hours.

Absence Warning 2

This is issued when a student subsequently missed 10% of contact hours of a course.

Course Title: Code: Student Name:
Section: ' Students ID:
College: Name:

Contact Hours absent: Major:

Total semester Contact Hours: College

Should you miss 15% of the total Semester Contact Hours, an official “Drop One Letter Grade” and
Warning 3 are issued. Finally a “Barred from Exam” notice is issued if you miss 25% of the total
Semester Contact Hours
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Absence Warning 3

Drop One Letter Grade

This is issued when a student subsequently missed 15% of contact hours of a course

Course Title: Code: Student Name:
Section: Students ID:
College: Name:
Contact Hours absent: Major:

Total semester Contact Hours: College

Should you miss 25% of the total Semester Contact Hours, a “Barred from Exam” notice is
issued.

Barred from Examination

This is issued when a student subsequently missed 25% of contact hours of a course.

Course Title: Code: Student Name:
Section: Students ID:
College: Name:
Contact Hours absent: . Major:

Total semester Contact Hours: College
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Appeal for Granting Excused Absence (For health reasons)

)j SE AN

STUDENT NAME AU /) aud
Student ID sl a8 )
College PN
Major Lranadill
Absence Period all 5 g

Courses Leie cuxiall Ll
IR

Date of Application for an bl bl 435 ey )3

Excused Absence to Asaxll aclisal

Assistant Dean for AA

Student’s Signature lall a8 g8

Assistant Dean’s
Comments

Araall 2ol cilaala

Dean’s Comments e
Dean’s Decision: O Student granted excused absence
o0 Appeal rejected
Signature, Date and Stamp:
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Appeal for Granting Excused Absence (Reasons other than health)

STUDENT NAME Llall AU o

Student ID a8 i

College FIS]]

Major Uanadill

Absence Period i 3y

Courses 1 Leie cuiall bl
)

2.
3.

Date of Application for D cladl s oy S

Excused Absence to Se aa ) aiall

Director of Center for Lelaayl dle i

Social Welfare

Student’s Signature alllall a8 g3

Comments of the Ry e cllaale

Director of Center for dgelaay) e lf

Social Welfare

Comments of the ol sl cildaadia

Assistant to the Ul oy g5

Chancellor for Student

Affairs

Decision of the Assistant to the

Chancellor for Student Affairs: 0 Student granted excused absence
o Appeal rejected

Signature, Date and Stamp:
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