Policy Title: Attendance and Participation Policy Version: 6
Policy No: 5650 Revision Date: November 2025
Original Submission Date: 2004, revised October 2020, Approval Date: January 20, 2026
November 2022, November 2025
Approval Body: Academic Council Effective Date: January 20, 2026
Next Review Date: January 2029

Policy Statement

Attendance and participation in classes, both online and in-person forms an important part of a student’s learning, and therefore,
regular and punctual class attendance and participation is a valid consideration in determining final grades and essential for achieving
course learning outcomes. Unless otherwise instructed, students are expected to attend all classes and to actively participate in class
assignments and activities for all courses in which they are enrolled.

Purpose

This policy conveys the expectations, requirements and responsibilities for class attendance, punctuality and participation for in-
person, hybrid and online classes and the consequences of not meeting these expectations to ensure attendance requirements are
consistently applied and appropriately communicated to students.

Scope
This policy applies to all students enrolled in undergraduate programs at Acsenda School of Management (ASM).

Policy

ATTENDANCE:

Acsenda School of Management (ASM) maintains high expectations regarding attendance, punctuality, leaves of absence and
approved term breaks to ensure effective learning outcomes, student progress, and compliance with ASM policies and government
regulations including those related to student financial aid and Canada Immigration and Citizenship requirements for international
students.

ASM understands that there are circumstances such as illness, injury, family crises, or other circumstances beyond a student’s
control that may prevent students from attending or participating in all classes. Students may justifiably be absent from classes
due to illness documented by a physician or other appropriate health care professional, public emergencies, or documented
personal or family emergencies. The student is responsible for notifying the instructor in writing with as much advance notice as
possible. Failure to provide notice of the absence in advance or as soon as the situation occurs may affect a student’s grade.

APPROVED BREAK FOR INTERNATIONAL STUDENTS:
An Academic Break is a terminology used by Canada Immigration in relation to eligibility for working privileges. Students who are on
a designated Academic Break may be eligible for special work privileges as outlined on the Canada Immigration website.

1. Students may apply to take one ‘approved term break’ out of four academic terms per year, provided they have completed
two (2) consecutive terms of full-time study. Students must submit an “Approved Break Form” at least one (1) week prior to
the start of the term in which they plan to take a break. The request for a term break must be approved by the Registrar’s
Office.

2. Students taking an approved term break may also register as a part-time student. A part-time student is one taking less than
three (3) courses in a given term.

3. Students taking a term break should consult with the Registrar’s Office about how the break may affect their program plan
and course selection.
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4. International students who have maintained full-time status for the duration of their program of study, and who only require
a part-time course load in their final academic session in order to complete their program of study will be considered as full-
time status. Students under this condition will not be eligible for an approved term break.

LEAVE OF ABSENCE:

Students who do not qualify for an Academic Break may request a leave of absence for up to one term where medical or other
emergencies arise. Students must submit a “Leave of Absence Form” and receive approval from the Registrar’s Office. International
students who are on a Leave of Absence may not be eligible for work privileges, and they should consult Canada Immigration.

Students who do not return on the date indicated for an approved break or an approved leave of absence without permission to
extend that date will face administrative withdrawal from the program.

Responsibilities
Students:
a. Attending all scheduled classes and for actively participating in the class and in group work.
b. Attending class on time and not disrupting others by arriving late (in face-to-face and online (synchronous)
sessions).
c. Managing their attendance, understanding that reaching four absences results in withdrawal from the course.

Faculty:

a. Communicating at the beginning of each course the specific requirements for class attendance and expectations.
Instructors may refuse a student admission to class because of lateness.

b. Reporting attendance for each class using an on-line system (MyASM/Moodle). Attendance must be reported on the
same day as the class.

c. Reaching out to each student who has missed three class sessions and working with the student to help them get back
on track.

d. Reporting students who have 4 absences to their Program Director.

e. Ensuring the privacy of student information.

Program Directors/Associate Directors:
a. Receiving information on attendance from instructors via email.
b. Sending valid medical and other student documentation to the Registrar’s Office for retaining and safeguarding.
c. Analyzing the weekly attendance recorded by instructors.
d. Ensuring the privacy of student information.

Registrar’s Office:
a. Retaining and safeguard medical and other documentation submitted by students in support of their absence from
class(es).

b. Reporting attendance for individual international students to IRCC when requested. Students who have been
consecutively absent since the beginning of term shall no longer be deemed as full-time students and may be reported
to the Immigration, Refugees and Citizenship Canada (IRCC) for violation of their study permit.
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Procedures
Attendance record process

1. Instructors will record attendance for each face-to-face or online (synchronous) class in Moodle/MyASM. The attendance
report will be analyzed by the Registrar’s Office (RO). Instructors will outreach each student who has missed three class

sessions and will work with the student to help them get back on track.

2. Students will report their absences to each of their instructors and provide valid reasons for the absence. Students who
continue to have attendance problems without valid reasons may be penalized in their course grade if they do not
complete sufficient course material of a sufficient standard to pass the course or abandon the course in the last weeks.

3. Instructors will report students who have 4 absences to their Program Director.
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