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APPENDIX C
ATTENDANCE WARNING FORM

Our records indicate that you have exceeded the allowable amount of absences per 
semester. As a reminder, the attendance policy was reviewed during orientation at the 
beginning of the semester and is outlined in your student handbook. You acknowledged 
receipt of this handbook and agreed to all policies and procedures therein.

Your instructor has issued several verbal warnings regarding your attendance. To date, you 
have been tardy [        ] times and absent [        ] days.

This correspondence serves as your final warning. Any subsequent absences will result 
in being placed on academic or performance probation, which may lead to immediate 
separation from the program if your time and attendance does not improve. 

Please take this matter seriously to avoid further consequences.

Student’s signature:

Principal’s signature:

Student’s Name: Date:

Instructor’s Name: Course Name:
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APPENDIX D
ACADEMIC/PERFORMANCE PROBATION

Dear _________________________________,

The purpose of this correspondence is to advise you have been placed on “Academic/
Performance Probation” based on performance in the _____________________ course during 
the current or prior semester in the following areas:

• Academic:  ______Failing grades (below 2.0),  ______Cheating,   ______Plagiarism 
• Attendance: ___ Frequent absences, ___ Unexcused absences, ____ Consistent lateness 
• Behavior: ______Fighting,  ______ Obscene language, ______ Rude and Disrespectful
• Other: ________________________________________________________________________________

The period of academic/performance probation is for one marking period. It begins 
on ___________________ and ends ___________________. During this time, you must show 
improvement in the above areas. Failure to do so, will result in immediate dismissal.

Note that tuition, registration, textbook and any other costs are non-refundable.  
Depending on the severity of the performance, you may or may not be eligible to return 
to the ROWSC the following semester. You will have 15 days, after dismissal to request an 
appeal.  

Certification/Agreement

I, _______________________________ have read this letter, met and discussed with the
           (Student print name legibly)  
Principal and Instructor, the circumstances that have led to me being placed on Academic/
Performance Probation. I fully understand and accept what I need to do in order to move 
into satisfactory academic/performance standing.

Student’s signature:       Date:

Principal’s signature:       Date: 

Instructor’s signature:        Date:

Course taught:       School Year: Semester:
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