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STUDENT ATTENDANCE PROGRAMME 
 

 

Preamble 

Bunt's Sangha's S.M. Shetty College of Science, Commerce and Management Studies is 

affiliated to University of Mumbai and adheres to all rules related to attendance of University 

of Mumbai. (As per circular no.O.6086). We follow the circulars issued to affiliated colleges 

with regard to attendance and follow the same . Attendance committee is in place to monitor 

and manage the issues pertaining to students' attendance. 

Semester courses are completed as prescribed by curriculum and regular attendance is an 

essential criterion of academic achievement. 

 

 

Objectives: 
 

 
● To keep track of students’ attendance and to ascertain whether there is any correlation 

between their attendance and performance and if so, to what degree 

● Encourage maximum attendance in the class 

● Reduce excessive absenteeism 

● Reward good and perfect attendance 

 

Role of the Faculty 
 

1. Attendance must be taken digitally for each lecture/practical/tutorial preferably at the 

end of each lecture/practical/tutorial. Online attendance system can be adopted till 

college functioning is regularised. 

2. Faculty may grant attendance to a student up to 10 minutes late for the first 

instructional hour of the day. However, faculty may also exercise their own discretion 

for permitting any latecomer to enter the class by giving/withholding attendance. In 

case of practical/workshop, attendance shall be given for the subsequent hour. 
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3. For every lecture attendance is marked separately. 

4. Class in charge will maintain the consolidated attendance of every month and at the 

date of 5th of following month. Attendance committee convener will display the 

Defaulter list provided by the class teacher of those students who have below 75% 

attendance. 

 

 

Role of the Students 
 

● Attending all lectures on time is mandatory 

● Rules and regulations of the college related to attendance are available on the college 

prospectus and also available on the college website. Students are requested to go 

through the prospectus and college website. 

 

Parent Rights and Responsibilities 
 

● To participate in decisions related to the education of their children; 

● To adhere to College rules and procedures; 

● To ensure that their children attend College every day; 

● To send students to College on time and prepared to learn; 

● To read, acknowledge, and understand the rules applicable to their children’s 

conduct while they are at college; 

● To emphasize the value of education; 

● To read all communications from the college; 

● To supply accurate, updated information (including current address and when 

available, current telephone numbers) to the college promptly; 

● To monitor children’s progress and communicate with the college; 

● To become informed about the college’s policies and programs; and to confer with 

their child’s teacher(class teacher). 

 

 

 

Roles of the Attendance Committees 
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● Attendance committee collects and document the attendance of all the classes 

● At beginning of the month all class incharges submit the consolidated attendance 

of the class to the committee 

● Committee declares defaulter list at the beginning of the of each month 

● Actions are taken for attendance defaulters as per the University circulars 

 

The Process 

1. Attendance must be taken for each lecture/practical/tutorial preferably at the end of 

each lecture/practical/tutorial. 

2. Faculty may grant attendance to a student up to 10 minutes late for the first 

instructional hour of the day. However, faculty may also exercise their own discretion 

for permitting any latecomer to enter the class by giving/withholding attendance. In 

case of practical/workshop, attendance shall be given for the subsequent hour. 

 

a) After due verification, if absence is found to be due to a legitimate college 

activity, attendance will be considered. 

 

b) Class Teacher will maintain the consolidated attendance of every month and at the 

date of 5
th

 of following month the Attendance committee will display the Defaulter 

list provided by the class teacher of those students who has below 75% attendance. 

 

3. After preparing one month consolidated attendance record the class teacher will 

maintain three months consolidated record of each class and this report will be given to 

the attendance committee 

4. The Department has the final authority to check and allow the students for upcoming 

examinations as per the report provided by the class incharges for the attendance 

defaulters 
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The Policy: 

In order to encourage consistent attendance, Bunt's Sangha's S.M. Shetty College of Science, 

Commerce and Management Studies have adopted the following policy: 

 

● College is using the paid service of DigitalEdu exclusively for managing the 

attendance of the students. This software takes care of daily attendance marked by 

teachers using RFID enabled mobile devices by circulating it amongst students in the 

classroom 

● All attendance records will be available on DigitalEdu Portal. Parents who are 

registered with DigitalEdu Portal can check students’ attendance at any point during 

the semester. 

● Attendance of participation in activities such as field trips, co curricular and 

extracurricular activities will be considered. 

● If parents or guardians are aware of the absenteeism of the ward and a written 

application is provided (other than College sponsored activities) then no further 

response is necessary. 

● In case of serious defaulters, the student will be taken for departmental actions as per 

the rules. Severe cases will be informed to the Principal. 

 

However during the pandemic when online classes started, the attendance committee who 

monitors the attendance, have provided online excel sheets for the ease of taking attendance. 
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Appendix 1 
 
 

Format of Defaulter List: 
 

 
 

Bunts Sangha's 

S.M.Shetty College of Science, Commerce and Management Studies 

Hiranandani, Powai - 76 

 
Defaulter List 

Class:   Div: 

Month:   Date: 

 
Class In-Charge: 

 

    

LIST OF STUDENTS WITH LESS THAN 75% ATTENDANCE 

Roll No Name Roll No Name 

    

    

    

 

 

Class Teacher Principal 
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Circular 
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