
 
 

 
 

 
Information sheet 

Absence policy at the Centre of Learning and Teaching 
in Higher Edcuation (HDZ-HSG)  
 

Basic rule 90% attendance requirement 

In order to meet the needs of all stakeholders, we have introduced a 90% attendance 
requirement. As participants, you are exposed to multiple pressures, while at the same time 
course instructors plan for a specific group size – which, especially in our continuing education 
courses, is designed for a small number of participants. In addition, we must adhere to the 
necessary formal requirements and wish to avoid disruption to the entire group due to 
participants arriving and leaving at different times.  

Specifically, you can adhere to the following guidelines (3 minutes per half hour): 

Course duration (including 
breaks) 

Maximum possible absence (10%)  

2.5 hours 15 min 
5 hours 30 min 
7.5 hours 45 min 
10 hours 60 min 

 

Consequences for absences exceeding 10% 

a) Compulsory courses in CAS HSG in Learning and Teaching in Higher Education 

In the event of a single absence of more than 10% (physical or online), you have the option of 
completing a compensation assignment by arrangement. If you are unable to attend 90% of 
another session, this will result in the termination of the CAS HSG in Learning and Teaching in 
Higher Education course and you will have to reapply for the next CAS course. 
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b) Individual courses from the continuing education programme 

Increased accumulations of short absences in continuing education courses were decisive for 
the passage in our General Terms and Conditions of 1 January 2024 stating that cancellation 
fees are also applicable for partial absences of more than 10% of the attendance phase 
(including breaks). In the event of an absence of more than 10% (physical or online), no 
certificate of attendance will be issued. If you attended the course as part of the CAS HSG in 
Learning and Teaching in Higher Education programme, no credit can be given without a 
certificate of attendance.  

The costs listed below will also be incurred if you were able to attend the course free of charge 
as a member of the HSG or attended it as part of the CAS HSG in Learning and Teaching in 
Higher Education programme (if a medical certificate is provided and sent to hdzhsg@unisg.ch 
no later than 14 days after the course date, the cancellation fee will not be charged).  

 

Cancellation date before the start of the 
course 

Cancellation fee  1 course 
day 

½ course 
day 

• Up to 14 calendar days  No charge -- -- 
• From 13 calendar days up to 24 hours   50% of the course fees  150 90 
• Less than 24 hours  100% of the course fees 300 180 
• Non-attendance without cancellation  100% of course fees 300 180 
• Absence of more than 10% 100% of course fees 300 180 

 
 
 
We would like to remind you to only register for courses if you are sure that you will be able to 
attend for the entire duration of the course.  
Please always notify us of your absences in writing at hdzhsg@unisg.ch. 
 
 
 
Thank you for your understanding! 
The team of the Centre of Learning and Teaching in Higher Education (HDZ) 
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