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	Undergraduate Level 
Dismissal Letter Sample Language


All official communication with students should be on official OHSU letterhead.
OHSU electronic letterhead templates can be located at http://ozone.ohsu.edu/brand/brandtemplates.cfm
Dismissal letters should be sent through traceable (not certified mail)
<Date>
<Name>
<Street Address>
<City, St, Zip>

Dear <Name>, 
I am writing to inform you of a change in your academic status. [if applicable – As you know, you were previously placed on academic probation because…/ You received academic warnings in… While on probation you were to…]

After reviewing your academic progress in the last [fill in time period of probationary coursework if there was one] the faculty of the Oregon Health & Science (OHSU) School of Nursing (SON) note that you… (pick one of the following and if it involves a course, identify the course[s]) 
· Failure to return from a leave of absence (LOA)
· 4 unresolved Incomplete grades
· Failure to meet conditions stipulated in probation letter
· Failure to meet program benchmarks
· Two or more 0, NP or WU. 
· If a student successfully retakes a course in which s/he received a 0, NP, or WU and receives a 0, NP, or WU in another course, the student will be dismissed.

The OHSU SON faculty regret that you have encountered problems in your academic studies and are sympathetic to your situation, but in accord with our policy, we are dismissing you from the < insert name of program>

If there are extenuating circumstances, then you may appeal the decision. The appeal process follows policy SON policy #20-04-13 and is described in the SON Catalog/Student Handbook under the heading Academic Standing. A letter describing the basis for appeal must be submitted to the School of Nursing Associate Dean for Academic Affairs, Dr Judith Baggs, within 10 working days of receipt of this letter. Please call me at 503-494-<insert phone extension> if you have any questions about the appeal process. Whatever the circumstances that led to the difficulty you experienced, I wish you well in your future endeavors.

Sincerely,

<Name of Program Director>
<Title of Program Director>

Cc:
 Dean, School of Nursing
Associate Dean Academic Affairs
Advisor
Student file
Registrar
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