Dear Faculty,
 
Welcome to the Fall 2024 term!
 
This is to advise you that attendance recording will begin for your classes on September 3rd, 2024, and will be tracked by students swiping or tapping their student ID card when entering a class/lab. 
Please see the following important information regarding the use of card swiping to record attendance:
[bookmark: x__Hlk175598724]1.       Students will swipe in using their Student ID card when entering the learning session (lecture-theatres, classrooms, and labs).
2.       Attendance is recorded based on swipe in; students are not required to swipe out.
3.       Students who have two learning sessions back-to-back in the same room will need to swipe in again for the second session.
4.       Student attendance is automatically updated overnight in PeopleSoft Attendance Rosters.
5.       Student attendance remains defaulted as “Present” when the Attendance Rosters are created.
6.       A batch process will identify if there is no swipe in for a class and will update the Attendance Roster to “Absent”.
[bookmark: x__Hlk175598749]7.       Early Swipe In: Attendance recording for a class/lab starts 10 minutes before the class/lab begins. If a student swipes in more than 10 minutes before the start, he/she will need to swipe in again.
8.       Late Swipe In (Lectures): Students who swipe in up to 10 minutes after the class has started will continue to be marked as Present. Students who swipe in after 10 minutes will be marked as “Tardy” in the Attendance Roster and the time will be adjusted automatically.
9.       Late Swipe In (Labs): Students who swipe in up to 5 minutes after the lab has started will continue to be marked as Present. Students who swipe in after 5 minutes will be marked as “Tardy” in the Attendance Roster and the time will be adjusted automatically.
 
Faculty may also conduct attendance checks at any time during a class/lab and update Attendance Rosters manually, if a discrepancy between attendance roster and actual attendance is noticed. Any violation by the student of attendance recording may result in disciplinary action as per the Student Conduct Policy. Meaning, if a student brings an ID and swipes a friend, bot parties are subject to disciplinary action. 
 
To access the page for viewing live student attendance during a class, please refer to the User Manual at https://myudst.udst.edu.qa/stafftraining/Gradebook/Quick%20References/Student%20Attendance.pdf
 
If you have any questions on the above, please contact Attendance@udst.edu.qa.
 
Regards,
 
	Office of the Vice President Academics
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Phone: +974 44952505 / 44952452
P. O. Box 24449, Doha – Qatar
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