
[Note for TEIs: While the wording of the below template letter is optional (TEIs are able to use their own wording if preferred), TEIs are required to ensure that details of the specific APN requirements, timescales, and next steps of the process are communicated within the letter]  
[Reference]
[Date]
PRIVATE & CONFIDENTIAL

[Name and Address]
Dear [Name]
ACADEMIC PROGRESS NOTICE: DURHAM UNIVERSITY GENERAL REGULATION V: ACADEMIC PROGRESS (COPY ENCLOSED)

I have been informed by the [Centre/Director of Studies/Programme Leader] that you have failed to fulfil your academic commitment as defined in the above regulations.  In particular, [specific instances & dates of noted failure to fulfil obligations].
In accordance with the Common Awards Core Regulations for [Undergraduate/Graduate/Postgraduate] Programmes and General Regulation V: Academic Progress, I am writing to inform you that if you do not meet the following requirements by [date] to the satisfaction of the [Chair of the Board of Examiners], you may be required to withdraw from your academic programme.  Specifically you are required to:

(a) [insert specific APN requirements
]
If you are aware of any information of mitigating circumstance relevant to your situation, it is essential that you communicate this to your [Director of Studies/Programme Leader] as soon as possible, and, in any case, prior to the end of the penultimate week of the warning period.

Due to the gravity of this warning, you are advised to contact me [or other named individual] as soon as possible either by telephone or email (telephone number: [telephone number] or email: [email address]) to arrange a meeting.  You may also make an appointment to see me during the last week of the warning period in order to pass on any relevant information to clarify any issues relating to your progress.  

…
Please sign the enclosed slip as acknowledgement of your having received this letter and return it to me by return of post. Alternatively, a scanned copy of the signed form can be returned electronically.

Yours sincerely

[Name]
cc
[TEI Key Contact]
[TEI Centre]
[Chair of Management Committee]
[Chair of Boad of Examiners]
ACADEMIC PROGRESS NOTICE
[NAME OF STUDENT]
I acknowledge receipt of your letter dated [date].

Signed: ……………………………………..
Date:………………………… 

Please return this slip to:



(Name)


[ADDRESS]
� To include: Period of time the APN should be in place (for a period of not normally less than 4 weeks); specify the academic commitments that the student must meet during the period of the APN;  Submit all written work by the due dates (except in the event of illness or other pressing circumstances; any absences of this kind should be notified in advanced to the Department); any Additional requirements





