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The census is a process through which faculty report to the Registrar’s Office which students 

attended their enrolled courses and which students never attended. It is conducted during the first 

weeks of each academic session (Full Term/Part of Term) to confirm whether a student attended 

at least once during the enrollment period. This policy allows the identification of students who 

never attend and allows the Registrar’s Office to initiate withdrawals for non-attendance. The 

timeline for completing this process is established in the academic calendar. 

 

Application: 

 

This policy applies to all students enrolled at the Institution across all programs and modalities of 

study. 

 

Procedure: 

 

1. The Registrar’s Office develops the academic calendar, establishes census deadlines, and 

configures the necessary rules in the database to ensure the process is conducted 

electronically. 

 

2. Professors complete the census process on or before the stablished deadline for each 

academic session (Full Term / Part of Term).  

 

3. A student who is certified as not attending but claims to be attending must contact the 

professor and submit an electronic request for course reinstatement. If approved, the 

professor will certify the student, and the course is reinstated electronically. 

 

4. A student who is certified as attending but claims they never attended, the professor is 

required to complete the Certification of Non-Attendance to Classes form and submit it to 

the Registrar’s Office. 

 

Responsibilities: 

1. Registrar’s Office: 

a. Conducts the necessary electronic processes to register the cases identified by professors as 

students who never attended.  

b. Sends communication to students identified as not attending.  

 

2. Professors: 

a. Complete the census process electronically within the dates established in the 

academic calendars. 

b. Validates cases of students who request course reinstatement. 
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3. Students: 

 

a. If they are attending the course but were certified as non-attending, they must 

contact the professor. 

 

4. Financial Aid Office:   

 

a. Carries out the process of returning funds in cases of students reported as not 

attending. 
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