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	Probation Letter Sample Language
All official communication with students should be on OHSU letterhead. Electronic letterhead templates can be located at http://ozone.ohsu.edu/branding/templates.shtml




<Insert Date>

<Student Name>
<Mailing Address>
<City, St, Zip>

Dear <Student Name>

I am writing to inform you of a change in your academic status within the Oregon Health & Science University (OHSU) School of Nursing <insert name of program> program.  You are being placed on academic probation effective <insert date> because during <Insert academic term(s), year> <PICK FROM appropriate list below—DO NOT INCLUDE ENTIRE LIST IN LETTER TO STUDENT>:
Undergraduate Programs: 
· 3 Incomplete grades across the Program of Study <include name of courses and academic terms>
· Lack of continuous enrollment based on Program of Study without being on an Leave of Absence
· Failure to meet program benchmarks (indicate benchmark failed)
· Failure to maintain a cumulative GPA 2.0 or above
· One 0, NP (No Pass),or WU (Withdraw-Unsatisfactory)

Graduate Programs: 
· 3 Incomplete grades across the Program of Study  (include name of courses and academic terms)
· Lack of continuous enrollment based on Program of Study without being on an Leave of Absence
· Initial-attempt failure to meet program benchmarks (indicate benchmark failed)
· Failure to meet timeline standards for program benchmarks and time to degree
· One 2.0 or WU (Withdraw-Unsatisfactory) in a course
· Failure to maintain a cumulative GPA 3.0 or above

We are concerned for your progress and would like to be able to help if possible. There are some policies that apply to students on academic probation that you should know about. Academic probation status may constrain students from receiving certain types of financial aid or scholarships. We recommend that you contact the OHSU Registrar’s Office or the OHSU Cashier’s Office to understand the impact of this action on your financial aid and/or scholarship(s) that you may have.  

<Insert following paragraph if student needs to take an LOA> 
Additionally, academic probation may restrain student progression. In your case, you may not progress to <insert term> term courses because of your performance in <insert course prefix(s) ____ XXX>. You need to request a leave of absence until you can re-enter at the appropriate point in the sequence for your academic program. If you choose to request and are awarded a leave of absence, you will remain on academic probation until you are able to regain the status of good standing.  The Withdrawal/Leave of Absence request forms can be downloaded from the OHSU Registrar’s Office website at http://www.ohsu.edu/registrar/wdloa.pdf.

If you do not request a Leave of Absence (LOA) by <insert date> you will be administratively withdrawn and will need to contact <insert name and phone number for contact> to discuss future options. 

 <If students can take other courses and do not have to go on an LOA, explain what courses the student can take and when>.

We recommend that you meet with your faculty advisor to discuss these options, develop a plan for regaining good standing and understand how this action impacts your progression in your academic program. In order to return to academic good standing, you will need to <Insert info about how the student gets back into good standing and if there is a date by which they have to be back in good standing>.  

We also want to be sure that you are aware of how future academic issues may impact your enrollment in the School of Nursing. If you receive <PICK FROM appropriate list below—DO NOT INCLUDE ENTIRE LIST IN LETTER TO STUDENT > you will be dismissed from the OHSU School of Nursing. Please review the Catalog/Student Handbook for the details related to dismissal standards. This resource can be located at http://www.ohsu.edu/son/academic/catalog.shtml

Undergraduate Programs: 
· An additional incomplete
· Fail to meet conditions stipulated in probation letter
· Fail on second attempt of a program benchmark
· Receive additional 0, NP or WU. 

Graduate Programs: 
· Fourth unresolved Incomplete grades
· Fail to meet conditions stipulated in probation letter
· Fail on second attempt of program benchmarks 
· Failure to maintain a cumulative GPA below 3.0 for 12 months
· An additional 2.0 or WU or a combination of one of each across the program of study
· One  0 or NP

Students who are placed on probation may appeal the decision in writing to the Associate Dean for Academic Affairs. Written petitions for exception to probation standards must be received by the Associate Dean for Academic Affairs within 10 working days of receipt of this letter. Once students initiate an appeal, they may not file a Student Grievance related to the probation; however, they may appeal the decision of the Associate Dean to the OHSU Provost.

Sincerely,



<Title of person writing letter> 
School of Nursing
<Insert Location>


cc:	Student Advisor
	OHSU Registrar
  	Student File
	Associate Dean for Academic Affairs
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