
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.0 Attendance Rules 
 
The Institute follows a comprehensive approach towards supporting and evaluating the academic 
performance of students. Such an evaluation system encompasses the provision of disincentives to 
abstain from classes and concurrent academic assessment in the form of quizzes, assignments, 
projects etc. This is in addition to centralized mid-term and end-term examinations. 
i. The Institute requires punctuality and regular attendance from all students in all classes. 
ii.  Coming late to class is a serious breach of discipline. Students will not be permitted to leave early 

or come late to the class. In any case, no student is allowed to leave the classroom without 
permission from the faculty. The faculty shall have the right to cancel attendance for the particular 
period during which he/she engages, for indifference or late coming without a valid reason by 
students. 

iii.  Indifference to studies shall be considered a violation of order and discipline. Absence from tests, 
examinations, non-submission of exercises/assignments in time and coming late to classes 
without valid reasons shall be considered indifference to studies. 

iv.  No student(s) shall in any manner prevent any other student or student from attending his/her 
class(es) or doing his/her/their lawful duty. 

v.  Paren
by the Programme Office. 

 
3.1  Attendance Rules 

 
3.1.1.  Academic Leave/Out Duty (OD) 
 
In order to avoid any sub-grading in the course, a student must maintain at least 80% (16 out of 20 
sessions of 90 minutes each) attendance in a course. It means that a relaxation of 4 sessions out of 
20 prescribed sessions has been given in a course that a student may miss due to valid and legitimate 
reasons (if it is INEVITABLE). Such absences from classes should only be due to exceptional reasons 
as mentioned below: 

 Sickness of self (Any sick leave applied for any number of days will be first deducted from the 
provisioned four sessions); 

 Death in the close family; 
 

PGDM programme; 
 Exigencies at home; 
 For miscellaneous untoward cases (such as Natural Calamities), the student must apply in 

Moodle for approval. Maximum number of ODs permissible for a student is only three. The 
maximum of all other leaves, including medical, personal etc., is four. Any leave exceeding four 
will be treated as an exception and will require rigorous documentary evidence for justifying 
the leave which will have to be submitted and the leave application for approval (only medical 
certificate will not suffice).  
For out duty leaves, prescribed signing authorities are given below. 
o For Out Duty (OD), the signing authority will be Activity Head and Dean Academics. 
o For medical and other leave, signing authority is Programme Director and Dean Academics. 
o For placement leave, signing authority is Placement/CRC members and Dean Academics. 
o Any approval notified on Moodle is temporary unless it is finally notified by the respective 

programme coordinator (PMC). Initial approval may be reversed in case PMC finds data 
inconsistency in the leave form application filled by the student. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Students are strictly advised to remember the above-mentioned reasons for utilizing relaxation of four 
sessions. The Institute does not encourage or allow anyone to misuse this provision. Additional leave 
will lead to sub-grading in the respective courses. Hence, not abiding to 'attendance rules' on the part 
of a student may qualify for sub-grading. Therefore, students are advised that during the current term 
or at the beginning of the next trimesters, the provision must be used judiciously. 
 
We look forward to your commitment to maintaining the highest standards of academic norms and 
working with the Institute to shape yourself as an industry-ready management graduate. If absence 
from classes of a course exceeds 20%, the student will be subjected to grade drop (though maximum 
grade drop can only be up to Grade D instead of F unlike the previous academic years 2019-20) in 
accordance with the 'penalty for not-fulfilling the minimum attendance criteria' specified in Table 3.1. 
However, these rules are only applicable to the academic year 2021-22 and are subject to revision in 
the following academic year. 
 
TABLE 3.1: Penalty for not Fulfilling Minimum Attendance Criterion (in a 3 Credit Course/ 20 sessions 
of 90 minutes each) 
 

ATTENDANCE 

IN CLASSES 

ABSENCE 

FROM CLASSES 
PENALTY 

60% < Attendance<80% 

(12-15 nos.) 

>20% or < 40% 

(5-7 nos.) 

One Grade Drop 

(e.g., A+ to A) 

Less than 60% 

(<12 nos.) 

More than 40% 

(>7 nos.) 

'FA' grade (equivalent to 'F' grade) will be awarded 
in the course. Students will not be allowed to 
appear in End-Term Examination of the course; 
however, he/she will be eligible to appear in 
Improvement Examination. 

 
If absence from classes of a course is > 40% (more than 7 nos. out of 20 sessions), a student will be 
awarded an 'FA' grade in the course, in accordance with the 'penalty for not-fulfilling the minimum 
attendance criteria' specified in Table 1 and will not be allowed to appear in the End-Term Examination 
of that course. However, such student will be eligible, according to the provisions of the section 3.2.6.2 
(ii), to appear in the Improvement Examination of the concerned course with an upper limit of 'C+' on 
the final grade in the course awarded after the Improvement Examination. 

 

 However, if such absence from classes is due to exceptional reasons such as sickness of self, 
death in close family etc., a student may apply for waiving off the grade drop by submitting a 
written application to the concerned Programme Director. Such application should be submitted 
within 7 calendar days or latest by the last day of classes in the trimester, whichever is earlier. 
The application should be supported by adequate documentary evidence. The Programme 
Director shall put the case before Programme Committee for review and the latter shall forward 
its recommendation to the Director for decision. On approval by the Director, leave of absence 
from classes shall be sanctioned post facto for the requested/reasonable period and grade drop 
shall be waived off. 

 However, for such applications, the leave granted will be inclusive of 20% leave of absence. This 
applies to medical and academic leave. 

 


