	<<DATE>>
«TITLE» «STU_GVN_NM» «STU_FAMILY_NM»

«PREF_ADDR_LINE_1»
«PREF_ADDR_LINE_2»

«PREF_ADDR_LINE_3»

«PREF_SUBURB», «PREF_STATE» «PREF_POSTCODE»

«PREF_COUNTRY»
	


Student Number: «STU_ID»
Dear «TITLE» «STU_FAMILY_NM»,

Academic Progress in Semester <<semester>>, <<year>> grouped period,
The University has reviewed your results for <<study period>>, <<year>> grouped period and found that they are below the minimum required for satisfactory progress.  
Students are considered to have made unsatisfactory progress when they:

· Reach the maximum course duration, including any approved amendments (see Course Duration policy), without completing the requirements of the course in which they are enrolled; or

· Fail to meet the conditions imposed on their enrolment by a CUPC or the Board; or,

· Withdraw after the census date from all subjects in the current teaching or grouped period for the second time; or

· Are undergraduate students and

· fail 50% or more of credit points attempted in the current teaching or grouped period and the previous teaching or grouped period; or

· fail any subject for a second time; or

· have an ‘At Risk’ status and withdraw from a compulsory subject previously failed; or

· have an 'At Risk' status and fail a compulsory or core subject
· Are graduate students and fail any subject; or

· Are enrolled in Bachelor Honours programs and fail to achieve an honours grade in any subject where an honours grade is required.
A copy of your Student Record Card is enclosed/attached.

The Course Unsatisfactory Progress Committee must now decide whether to 
· allow you to stay enrolled in the «PARENT_SPK_FULL_TL» with or without restriction for the next teaching period, or 
· temporarily suspend your enrolment in your course or
· terminate your enrolment in your course indefinitely.

You are invited to attend an interview with the Course Unsatisfactory Progress Committee to discuss your academic performance and to help them make an informed decision about your enrolment. If you cannot attend an interview you should still make a written submission, as the Committee will make a recommendation about your enrolment in your absence based on the documentation available. 
Alternatively, you can choose to withdraw from your course before you meet with the Committee. The Committee will not consider the progress of students who have withdrawn from their course. 

How to make an appointment or submission
1. Book an appointment by <<student centre to insert details of booking method>> no later than <<DATE>>. Interviews with the Unsatisfactory Progress Committee will be held <<INTERVIEW DATE FROM>> - <<INTERVIEW DATE TO>>, <<INTERVIEW YEAR>>.
2. Complete and submit your Written Submission (the enclosed/attached Unsatisfactory Progress Report along with any other relevant documents eg. medical reports, reports from professional counsellors) by <<DATE FOR WRITTEN SUBMISSION>> to:


Send:

Course Unsatisfactory Progress Committee - Confidential  

          


<<BUSINESS UNIT>>
         


The University of Melbourne VIC 3010


Fax: 

(+61 3) <<BUSINESS UNIT FAX>> 
  
Email: 

<<BUSINESS UNIT>>@unimelb.edu.au
3. Report to the <<LOCATION OF INTERVIEWS>> at least five minutes prior to your interview time. You may bring a friend or relative with you to the interview for support. 

Help with Preparing your Written Submission

There are various services at the University that can help with the preparation of your Written Submission.  An information sheet is enclosed/attached with contact details.  Also enclosed/attached are fliers containing information about the Student Union Advocacy Service and the <<BUSINESS UNIT>> Unsatisfactory Progress Committee.  If you have any queries please contact the <<BUSINESS UNIT>> on (+61 3) <<BUSINESS UNIT TELEPHONE>>.
How to withdraw from your course

If you wish to withdraw from your course, you must complete and submit a course discontinuation form to your Student Centre before <interview date from>. Course discontinuation forms are available from your Student Centre.

See: www.services.unimelb.edu.au/studentcentre
Student visa implications
International students holding a student visa, please note that if you decide to make submission to or meet with the Course Unsatisfactory Progress Committee and the Committee terminates your enrolment, you are deemed to have not achieved satisfactory progress. The University must notify the Australian Government Department of Education that you have breached your visa condition related to making achieving satisfactory course progress. This may have serious implications for your student visa, including cancellation of your visa.
See: www.services.unimelb.edu.au/international/visas/uap.html 
Yours sincerely

Name of Signatory
Position Title of Signatory
Unit Name
The University of Melbourne, Victoria 3010 Australia
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