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MIH global EducatIon ltd         

 

Attendance Policy 

 

This policy deals with the issue of student lesson attendance, punctuality and unexcused 
lesson absences.  As stated in the MIH Global Education Terms and Conditions and as 
regularly mentioned in the monthly MIH newsletters to the tutors, to the SSST coordinators 
and to the students, it is the students’ responsibility to promptly and timely inform their 
mother tongue tutor if they cannot attend a scheduled online lesson at the agreed time.   

 

Extract from the MIH Global Education Limited Terms and Conditions : 

 
 

Student and school/parents responsibilities 
 
a.1. The student must    

• meet at the agreed time with their tutor. If there is any cancellation (for 
legitimate reasons), then this cancellation must be made at least 48 hours in 
advance. If a student does not meet up for a scheduled lesson, the tutor has 
the discretion to charge for the lesson; 

• submit all homework and assignments on time. If there is any delay or if the 
student fails to meet any deadline set by the IB or by the school, then the 
student bears all the responsibility. 

  
a.2. The school/parents must 

• inform the tutor in advance of any holidays, events or other commitments that 
prevent the student from attending an online tutorial lesson 
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The need for this policy stems from the fact that : 

- the tutors spend a significant amount of time preparing for their lessons 
- the tutors cannot schedule a lesson with another student when it becomes clear that 

the scheduled student does not show up for the lesson 
- the level of student (unexcused) absenteeism is on the rise and needs to be 

discouraged 
- time-management, self-management and respect for the tutor and their time form 

the basis for a successful online tutorial collaboration 
- MIH Global Education Limited sets the same expectations with regards to lesson 

attendance and punctuality as the member schools 

 

Out of respect for the tutors’ time and in order to encourage student lesson attendance as 
well as clear and prompt communication about lesson attendance, the following rules apply. 

 

Consequences for unexcused absences 

Instance Tutor responsibility Tutor follow-up 
First unexcused 
absence 

The tutor waits for no 
more than 15 minutes 
in the online meeting 

- The tutor sends a written warning via 
the “Student Commitment form” 
shared with student, coordinator, 
parents (if applicable) and MIH 

Second unexcused 
absence 

The tutor waits for no 
more than 15 minutes 
in the online meeting 

- The tutor records 15 minutes in the 
time sheet 

- The tutor sends a written warning via 
the “Student Commitment form” 
shared with student, coordinator, 
parents (if applicable) and MIH 

Third unexcused 
absence 

The tutor waits for no 
more than 15 minutes 
in the online meeting 

- The tutor records 30 minutes in the 
time sheet 

- The tutor sends a written warning via 
the “Student Commitment form” 
shared with student, coordinator, 
parents (if applicable) and MIH 

Fourth and 
subsequent 
unexcused 
absences 

The tutor waits for no 
more than 15 minutes 
in the online meeting 

- The tutor records 60 minutes in the 
time sheet 

- The tutor sends a written warning via 
the “Student Commitment form” 
shared with student, coordinator, 
parents (if applicable) and MIH 
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The MIH tutor may use their discretion when issuing the warnings and/or when recording the 
lost tutorial time.  Depending on the case the tutor may accept a student’s ulterior 
explanation or may give the student an additional warning before moving to the next step in 
the policy.   

However, no step can be skipped and every step needs to be clearly recorded and 
documented, in order to prevent any subsequent disputes occurring. 

It is therefore strongly recommended that the tutor always copies MIH into the 
communication.  This allows MIH to keep its own records also and support the tutor if / when 
necessary. 

 

Punctuality 

The tutor will record the time of the lesson from the starting time that has been previously 
agreed.  If the student shows up late but within the first 15 minutes of the scheduled lesson, 
the lesson will proceed and the tutor will count the lesson time from the original starting 
time, including the minutes that the student is late. 

 

 

 

This policy is effective from August 1st 2026 onwards. 

 

  



4 
 

Appendix 

1. MIH Global Education Limited – Student Commitment form 
 

Student name  

Language  

Date  

 

SSST Student Commitment form 

(the relevant comments have been highlighted) 
 

Dear coordinator,  
 
please be informed that on <insert date> <insert student name> 
 

-> did not attend the scheduled tutorial lesson 

-> arrived late for the scheduled tutorial lesson 

-> was unprepared for the scheduled tutorial lesson 

-> did not submit the homework task(s) that was/were due on that 
day* 

-> submitted work that was not independently / autonomously 
produced**  

-> showed a lack of engagement with the set task(s) 

-> <other> 

 

* the task(s) due is/are …  

** suspected input from AI / third party / other online sources / other online tools / … 

 

At your earliest opportunity please discuss this issue with the student and remind them 

of their responsibilities. 

In the case of suspected academic malpractice please apply the school’s Academic 

Honesty policy and inform MIH Global Education Limited of the action(s) taken. 

A note has also been added in the student’s MIH Google timesheet. 

Thank you for your kind support, 

<tutor name> 


