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Procedure for monitoring student attendance

Recording student attendance

1.1. Before any study course, the Study Department shall ensure that faculty members receive
everything that may be needed for the faculty members to identify students.

1.2. During in-person classes, the respective faculty member shall identify all students and record
their attendance.

1.3. During distance classes, the respective faculty member shall rely on Zoom. The faculty
member shall independently retrieve data about participants of any remote class from the
automatic attendance register of Zoom (Annex 2). In the Zoom register, the students are
identified by their names and surnames.

1.4. At his/her discretion, the faculty member may select another method for identifying students.

1.5. Within two days, but no later than in one calendar week the faculty member shall enter
participants of each class in the UNIMETIS system (Annex 3).

1.6. Participation of a student in a class may be recorded only of the student is present for at least
75% of the class time and the faculty member is able to visually identify the student.

Monitoring of student attendance
2.1. The Study Quality Centre monitors student attendance.
2.2. Data about student attendance is retrieved from the UNIMETIS system once per week.

2.3. At the same interval, the Study Quality Centre shall submit a data set about foreign students
and their attendance rate during a calendar week to the External Relations Department.

Attendance monitoring of Latvian and EU students
3.1. The Study Quality Centre monitors student attendance.

3.2. If it is established that a student has been absent from classes for more than a month, the Study
Quality Centre shall inform the Study Department.

Monitoring of foreign student attendance

4.1. The foreign studies coordinator of the External Relations Department (hereinafter, the
Coordinator) shall identify foreign students who have missed classes and establish if such
failure has been warranted. The Coordinator shall contact the student by calling or writing to
the contact details provided by the student (by phone, e-mail), and if no information can be
received from the student, shall register the failure to attend as unwarranted.

4.2. The Coordinator shall identify foreign students that have failed to attend classes for more than
14 days without a warranted reason and shall inform the Study Department and the External
Relations Department accordingly.

4.3. The Coordinator shall identify foreign students that fail to attend classes regularly or for
sustained periods of time. Regular or sustained failure to attend classes of an academic
programme shall be for example failure to attend 50% of classes within one week for four
consecutive weeks. If such cases are discovered, the Coordinator shall inform the External
Relations Department.
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5. Provision of information about failure to attend classes

5.1. If a student is a non-EU or non-EEA student and regularly and for sustained periods of time
fails to participate in the classes of the respective academic programme of a higher education
institution, the Coordinator shall inform the State Border Guards and the Office for Citizenship
and Migration.

5.2. The Coordinator shall inform the State Border Guards if the student has failed to come to the
education establishment for more than 14 days without a warranted reason (that includes
participation in the distance learning process, if organised).

5.3. The State Border Guards shall control if the foreign national complies with his/her residence
conditions.

5.4. If after an answer from the State Border Guards or the Office for Citizenship and Migration it
is established that the student may not continue studies at RISEBA, the External Relations
Department shall inform the Study Department about initiation of the exmatriculation
procedure.

Annexes:
1. Procedure for monitoring student attendance: block diagram
2. Data retrieval about participant participation in Zoom activities
3. Registration of attendance in UNIMETIS (my.riseba.lv)
Prepared by:

Head of the Study Quality Centre  lvars Javaitis
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Annex 1

Procedure for monitoring student attendance: block diagram
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Annex 2

Data retrieval about participant participation in Zoom activities

1. The faculty member shall open https://zoom.us/ and log in with his/her credentials used during
setting up the respective Zoom activity.

In this together.

Keeping you connected I
wherevervou are. * =

2. Username is the used e-mail address.

Sign In

3. When the faculty member has opened his/her Zoom profile, on the left select the Reports button.

Zo0om

Ivars Javaitis
Meetiogs

Watznars

Aecordings



https://zoom.us/
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4. In the opened window, select Usage.

Zoom
P hage Repor
Meetrg
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Account Protee

=

5. Indicate the time period when the respective Zoom activity took place, e.g. class of the respective
study course.

zoom
Watsoars
Uver

6. From the selected list choose the respective activity, e.g. a class of the respective study course.
Selection is made by clicking on the number of visitors of the respective activity.

7. In the opened window, click on Export.
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Meeting Participants

Export with meeting data

Show unique users

Name (Oviginal Name) User Email Join Time Leave Time Ouration Guest
Minutes.
10/30/2020 10/30/2020
Marija levina ievinnamarija@gmail com = 130 Yes

01:35:14 PM 03:44:.37 PM

10/30/2020 10/30/2020
vars.javaitisi@riscba.lv 130 No

Ivars Javaitis 2
01:35:18 PM 03:44:39 PM

Milana Tatarnikova

Sintija Aperane

s.aperane@gmail com

10/30/2020
03:24:13PM

10/30/2020
01:36:20 PM

10/30/2020
03:24:26 PM

10/30/2020
01:46:04 PM

8. Zoom will export the data in Excel format.

[ 1a v (Original Aindl] tearme (O T \ Uner Erl

1 [Orgus - 0
1 Aberts§ o shpw uh g gmail_com 10/30/30J008:43:47 MM 10/30/2020 00-01:04 MW » Yes
5 Albernd #,shpannan @ gmail com 10/30/203003:01:26 PM  10/30/2020 03:44:38 PM 44 Yeu
4 Arastasije Peatinaks & pescinaka@inbantv 10/30/2030 01:35,14 PM  10/30/2020 014435 PM 150 Yeu
§ Bruno Goldbergs 1V A0/2020001: 1718 M 10/10/7020 OR 4417 PM 120 Yo
§ [danes vjonow TO/MV/I070 0418 PN 30/30/2020 03 4417 PV 125 Yeu
1 Danp Kozemyaking 10/30/203003:36:37 PM  10/30/2020 02:39:21 PM 63 Yep
1 Darjs Kozemjakina 10/30/2030 02:44:22 PM  10/30/2020 00 44:17 PM 61 Yes
B R rkin 10/ 40/2030 01 507 M 10/40/2020 IR A4:17 P 140 Yeu
0 Fleva Khencionka 10/30/20J0 014641 PM 10/30/2020 03 44:37 Pt 19 Yeu
1 ' leva Ege 10/30/2020 014111 PM  10/20/3020 GD:44:34 PM 122 Yes
2 Inga Kraue hrautenga 1995 @gmal com 10/30/2020 01:37:42 PM  10/30/2020 03.44:34 PM 127 Yes
1 vars favaltia A javaitis@risetia fv 10/ M/2020 013508 PM  10/30/2020 0 44:39 PM 130 No
4 TAnk Frmimann Jsntie@mbos v /0/2020 01:32:21 PM 10/40/2020 00 21:48 M 110 Yo
S Mariia levios rannamarijs @ gmail com 10/20/202001:35:04 PM  10/30/3020 0) 44:37 M 130 Yes
& Miana Tatwrnkova 10/30/200003:24 13 PM  10/30/2020 03:24:26 PM 1Yes
T Mdana Tatarnkova TY30/2000 01 40 I8 FM 1043072020 02 5807 N 79 Yes
B Maana Tatuenibeswa 10/30/2000 03 1328 PM  1VID/010 031325 I 1Y,
9 Miana Tatarnikova 10/30/2020 03-08:39 PM  10/30/2020 03.09:16 PAY 1 ¥es
O Miana Tatarnkovs 10/30/2030 003150 PM 101072020 00 44:33 PN 13 Yes
1 ndclarotenbergs 1V/H/2070 01.31 4% M 10/30/2020 03.44:45 PR 131 Yes
2 Poling Madvedvua polmedundin 1S @gmml com 10/90/2000 03 3604 PM 107102020 DL 4407 M 129 Yoo
3 Hobert Bratishha  rem bod 12 @kkoud. com 10/30/2020 00:33:22 M 10/30/2020 03 44:23 PM 12 Ym
4 Sintje Aperane 3 operane @gmail com 10/30/2030 04:06:20 PM  10/30/2020 01 46:04% PM 10 Yo
S Sintge Aperane saperane@pmail com 10/30/302000:45:05 PM  10/30/2020 03 44:37 PM 19 Yo
i tom 10/30/2000 01,4040 M TO/AD/Z020 B4 7 I 124 Yeu
7 Viesties Dundthhs 10/30/2020 04 4051 PM 124 ey
® \lenedia Cabmiomn nnananm ] %G Ve

9. In the left column you can see participant names if indicated correctly. On the right you can see the
visitor visitation time in minutes. Please note that for various reasons visitors may get disconnected from
the system and then re-connect. In this case each connection will be registered separately. Thus, one
participant may have several entries that have to be added up.

raras 1Igums (minutes) |ApmEeKI&uma »
berts § 124 95.4
\nastasija Pestinska 130 1004
iruno Goldbergs 128 98.!
Laniils trjahovs 125 96..
Jarja Kozemjakina 124 95.¢
‘dgars Erkis 130 100.4
ina Klescinska 119 91.!
eva Egle 122 93.1

——feakawe o 57
vars Javaitis 130 100>
Anis Freimanis 110 84.1
Varija levipa 130 100 |
Jilana Tatarnikova 95 73
ikolarozenberga 133 102.:
‘olina Medvedeva 129 99..
lobert Bratushka 132 101.!
intija Aperane 129 99..
oms 124 95.4
fiesturs Purviskis 124 95.4
Alktariis Salmuiniea 19 Qs t

10. The respective faculty member is also included in the list of participants, thus, it is possible to
record the actual length of the class in Zoom environment and calculate the length of participation of
other participants (in the example, in per cent).
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Annex 3

Registration of attendance in UNIMETIS (my.riseba.lv)

1. To enter new data in UNIMETIS, the faculty member shall open my.riseba.lv and log in with his/her
credentials. Username of the faculty member is his/her RISEBA address until the @ sign.

W Juamets

2. When you open the system, on the top left select the Timetable menu.

3. In the timetable, find the day when the class took place and select the respective study course.
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4. The study course parameter window will open: it allows to open an additional window Attendance
journal.

5. In the Attendance journal, the faculty member should select all students who have not be present
during the lecture (by clicking to the left from the student’s name).

)

& & & & & &

6. At the bottom, select Attendance — Unknown. All entries should be saved. Thus, the missed classes
have been entered in the system.

L EDEL




