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Sample first notification

A~ sample first notification letter

Name
Address
Address

Emall

Dear flarner name]
Learner Attainment and Attendance

1have been informed by [staff member] that you have [notbeen attending ciass and/or achiving assessment
requirements] as outlined in the enrolment requirements of your programme. You are aware that a condition
of your Vis tostudy at Otago Poytechnic Limited s that you must meet the attendance and assessment
requirements of your pogramme.

This s yourfist notificaion ltter. A copy of thisetter i being sent toyour parents ( applicable) and tothenternational
Learner Advisor. Please notethat we view this situation very serously. Your attendance/attainment wil contnue to be:
monitored losey.

1fyou are unsure of theattendance and atainment requirements of your programme, please refer to the programme
Information or iscuss wich me.

I, after fourteen (14) workig days, your attendance/attainment is st below the acceptable level you il receive 3
second and fial notiication letter from the Head of College/Programme Head/Department requiting you to atend a
formal meecing with the Te Kainapa,the Head of College/Departmen, and the Interational Leamer Advsor. Ifsucha
meting s required it wilbe decided at this meeting if you can continue your studies at Otago Polytechnic imited, or
Vou may be asked toleave. I you ae asked t leave, Inmigration New Zealand wil be advised, and this mayresulin your
learner visa beng revoked,

You have the ight to have an advocate/support person at this meeting, and o cal on othersto give evidence I support
of your ituation.

1600 Wish to discus tis etter Wit the International Learner AGISO, DIease emal ... OF
phonel.. )

Vours sincerely,

Head of College/Programme Head/Department
College:





 




 

