ADMINISTRATIVE WITHDRAWAL FOR STUDENTS IN VIOLATION OF THE MANDATORY ATTENDANCE POLICY FOR MATH 100, INTERMEDIATE ALGEBRA (Redesign Classes)


TO INSTRUCTORS
The following is a template to be used when initiating the withdrawal procedure from Math 100 AFTER a student has exceeded the maximum number of absences from Focus Group or has a time deficiency greater than 150 minutes.  Send the following notification to the student and the Department of Mathematics (Mathematics@usi.edu) via USI email, filling in the pertinent information.  Please write:   “Attendance – (STUDENT LAST NAME)” in the subject line.  PLEASE INCLUDE THE STUDENT’S IDENTIFICATION NUMBER.  You will replace the information in red or blue.



Dear <Student Name>:  
 
As of <DATE>{ you have missed <NUMBER OF ABSENCES> Focus Group class sessions of the MATH 100 <SECTION NUMBER> class in which you are enrolled } / [ your official logged time in  the MATH 100 <SECTION NUMBER> class in which you are enrolled  has fallen more than 150 minutes below the required total time].  The attendance policy for Math 100 states that procedures for administrative withdrawal from the class are to begin when your absences from Focus Group exceeds 3 or your time deficiency from class exceeds 150 minutes.  
 
 
[bookmark: _GoBack]This is your notification that, as per the attendance policy, I am informing the Mathematics Department you have { exceeded your absences in your focus group } / [fallen more than 150 minutes below the required total time]. { You have one week from the date of this email to provide documentation for your absences from your focus group sessions. }[You have one week from the date of this email to correct this deficit in addition to the 150 minutes due for the current week or provide documentation that you were incapacitated for an extended period of time. A doctor’s appointment for one day is not sufficient.] If the above requirement is not completed one week from the date of this email you will be academically withdrawn from this course. Documentation should be given to the academic coordinator (Science Center 3255). DOCUMENTATION IS NOT TO BE GIVEN TO YOUR INSTRUCTOR. A copy of this policy is available on the web at www.usi.edu/science/math/attendanceredesign.asp. 

