Name
Student ID number
Math 100. (section no.)

Dear (name )


You were on probation for the week of ( date – date).  AccuTrac records indicate that you did not make up the time required.

You needed ( fill in )  in addition to the regular lab hours for this week for a total of (number) minutes.  Your AccuTrac login/logout time for the week of ( date – date ) totals to  (number) minutes.
 


As required by the attendance policy I am notifying the Academic Coordinator that you have not fulfilled the requirements of the attendance policy.  The procedures for administrative withdrawal from the class will begin at this time.    


If you were unable to correct your attendance deficiency due to additional absences during your probation week you must provide documentation verifying that you were unable to attend classes for at least three days during the probation week.  If you have documentation and wish to appeal, you have 24 hours from the time this e-mail was sent to notify Lisa Wilson (mathematics@usi.edu) of your intent. You should provide your documentation within 1 week of the date of this e-mail.   If your documentation is accepted you must make up the missed time within the time frame specified by your instructor.

[bookmark: _GoBack]If your documentation is not accepted, you will be administratively withdrawn from the class. If you wish to appeal the administrative withdrawal from class, please follow the procedure posted at             . 



(Instructor Name)
Department of Mathematics
University of Southern Indiana
(e-mail address)
(phone)





