
Absence and Sickness 
Good attendance and punctuality are key factors in progress, attainment, successful outcomes and employability 
The College expects you to attend your timetabled classes, to be punctual and to make good progress in 
coursework and assessment. 

However, at times, illness or wider personal circumstances may impact on attendance, punctuality, progress 
and/or achievement. In these circumstances it is important to discuss this with your Guidance Tutor or Course 
Leader, and to access College services whenever needed. Read our ‘Student Attendance and Progress 
Procedure’ here. 

Types of absence 

• Unauthorised absence 
• Authorised absence (lecturer has authorised your absence) 
• Medical certificate (e.g. medical certificate, hospital appointment) 
• Self-Certificate (you have self-authorised your absence using a self-certificate) 

Unauthorised absence 

This is the default mark recorded on the register for non-attendance at a timetabled 
activity. An ‘unauthorised absence’ will show on the attendance register as an ‘A’ or as 
‘Absent’ against the date. The MyDay Attendance Tile will display a red dot () against 
any date with an unauthorised absence but remember to set the date range. 

It is important, where possible, to take action to convert an Unauthorised absence to 
another register mark. If you do not, it may affect your funding.  

Authorised absence 

Sometimes a student’s wider personal circumstances creates an instance where an ‘authorised absence’ may be 
granted. Discuss this with your Guidance Tutor or Course Leader. An authorised absence will show on the 
attendance register as an ‘X’ against the date and show in MyDay as ‘Authorised Absence’. 

Medical certificate 

If you have a hospital appointment, or are admitted to hospital, or have a sick-line, you should post a copy of this 
into the mailbox outside Student Advisory Services.  A Medical Certificate will show on the attendance register as 
a ‘D’ against the date. Please allow 5 working days for processing. 

Self-certificate 

You have an allowance of Self-authorised absence certificates (also known as ‘self-certificates’). Your allowance 
varies depending on your mode of study (e.g. Full time, Part time) and the length of your course each teaching 
year (e.g. 36 weeks, 18 weeks, etc). In session 2019/20, Full Time students enrolled on a 36 week course (e.g. 
August to June) have an allowance of up to 5 self-authorised absence certificates per teaching block. 

Each certificate covers up to one full day of absence. The allowance will refresh with each new teaching block. A 
Self-certificate will show on the attendance register as a ‘C’ against the date, or as ‘Self-Certificated’ in MyDay. 

 To submit a self-certificate, tap the Stethoscope Tile in the MyDay mobile app. 

  Download the MyDay app for iPhone and iPad or for Android devices, or from a PC or Mac, visit the  
  website. Log in using your student email address (studentNumber@live.wcs.ac.uk).  

Note: self-certificates must be submitted within the relevant Student Funding Period – click here to view. 

http://student.westcollegescotland.ac.uk/wp-content/uploads/2016/08/Student-Attendance-and-Progress-Procedure-.pdf
https://apps.apple.com/gb/app/myday/id1027451325
https://play.google.com/store/apps/details?id=com.mydaycloud.app&hl=en_GB
https://wcs.mydaycloud.com/
https://wcs.mydaycloud.com/
mailto:studentNumber@live.wcs.ac.uk
http://student.westcollegescotland.ac.uk/wp-content/uploads/2016/08/2019-20StudentFundingDates-1.pdf
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