Attachment A

Standard E-Mail Stationery for Managing Amber Risk Assessment Strategy
To implement the Amber Risk Assessment Strategy as set out in the Academic Standing, Progression and Exclusion Policy, two sets of standard e-mail stationery have been developed: 

· E-mails to make contact with students ‘at risk’ from losing their ‘good academic standing’ (Contact E-mails) and 

· E-mails recording management of the risk, after an assessment has been made, and in some cases referral to other services (Risk Management E-mails). 

Contact E-mails

1. The following e-mail is to be prepared by the School Administrative Officer after the academic/teaching staff member has identified a list of students who have failed to submit their assessment item. For privacy purposes the School Administrative Officer emails the correspondence to the teaching staff member and includes the students’ email addresses in the Bcc as set out in the addressee lines below. 
[image: image1.png]To [Teaching Staffing Member who identifies non-submission of assessment item,

ce recopy@grifith-edu.au, School Administrative Officer,

Bce  [Toemail addresses of all students identified as not submitting their assessment tem,

Fubject [Non-submission of First Assessment fiem in Course < insert course code>
From  Karenvan Haeringen/Stafi/Grifith - Friday 2010312008 1110 AM

Dear <Course Code> <Course Title> Student,

The first assessment item for this course was due on <date>. My records indicate that | have not as yet received the assessment item
from you nor has the Course Convenor approved a request from you for an extension to the submission date. May | remind you that
requests for extensions are to be made in writing to the Course Convenor by the due date of the assessment item.

I'am writing to find out whether you have not submitted the assessment item because you are unsure of how to submit the item, or unsure
about how to seek an extension or whether there is another issue that is stopping you from completing the assessment item. At this stage |
have not allocated you a mark for this assessment item but you should be aware items submitted after the due date are subject to

penalties and assessment items submitted more than five days after the due date are awarded zero marks. These penalties are set out in

the University's Assessment Policy.

Receiving a mark of zero for this assessment item is likely to affect your academic standing at the University and your progress in the
degree see Academic Standing. Progression and Exclusion. To avoid this situation | would appreciate it if you could either email me or
organise an appointment to come in and discuss this with me. You need to respond within 48 hours of the receipt of this email to
avoid being awarded a mark of zero for the assessment item.

Thanks

Teaching Staff member




To ensure the email gets to the correct student file, the School Administrative Officer is required to send a copy of the above email but with the following changes: 
· The ‘To:’ is to be addressed to Recopy@griffith.edu.au, 
· The ‘Bcc:’ is to be cleared of all student email addresses 
· At the bottom of the email under the valediction all the student numbers of those students whose email addresses were previously contained in the ‘Bcc:”  are to be listed.
Corporate Archives and Record Management Services (CARMS) will receive two copies of the email, one to capture the date and time it was sent to the students and the second to capture the student numbers of those to whom it was sent.
2. The following contact e-mail is to be prepared by the School Administrative Officer after the academic/teaching staff member has identified a list of students who did not perform well in their first assessment item. For privacy purposes the School Administrative Officer emails the correspondence to the teaching staff member and includes the students’ email addresses in the Bcc as set out in the addressee lines below. 
[image: image2.png]To [Teaching Staffing Member who identifies poor performance in first assessment item,

Ce recopy@arifith edu au, Schogl Administrative Officer.

Bcc [To email addresses of all students identified as demonstrating poor performance in their first assessment item,

Subject [Performance in First Assessment ltem in Course < insert course code>

From Karen van Haeringen/Staff/Grifiith - Friday 20/03/2009 12:20 PM

Dear <Course Code><Course Title> Student,

I have recently marked your first assessment item in this course and would like the opportunity to discuss my feedback about your
performance in this assessment item.

Feedback is critical to your learning, it assists you to identify what you have done well and the areas in which you can improve your work.
The University is committed to

providing formative feedback on the first assessment item to assist students prepare for subsequent pieces of work in the course and to
develop students’ skills throughout the course. In addition some levels of performance in an assessment item may affect your academic
standing at the University and your progress in the degree see Academic Standing. Progression and Exclusion, feedback is provided in
these cases to ensure students remain in ‘good’ academic standing.

| would appreciate it if you could either e-mail o telephone me to organise an appointment to come in and discuss your assessment item
within the next 14 days.

Thank you

Teaching Staff member





To ensure the email gets to the correct student file, the School Administrative Officer is required to send a copy of the above email but with the following changes: 

· The ‘To:’ is to be addressed to Recopy@griffith.edu.au, 

· The ‘Bcc:’ is to be cleared of all student email addresses 

· At the bottom of the email under the valediction all the student numbers of those students whose email addresses were previously contained in the ‘Bcc:”  are to be listed.

Corporate Archives and Record Management Services (CARMS) will receive two copies of the email, one to capture the date and time it was sent and the second to capture the student numbers of those to whom it was sent.

Risk Management E-mails
3. The Risk Management E-mails are normally sent to students individually. These e-mails are sent by the academic/ teaching staff member. If there are cases when an academic/teaching staff member proposes to send these e-mails to a group of students, then the e-mail will need to be sent by the School Administrative Officer as per the instructions for the Contact E-mails.
The Risk Management E-mails are sent after contact has been made with the student and an assessment of the action to be taken has been made by the academic/teaching staff member. These e-mails record for the University and the student the action that the student needs to take to reduce the likelihood of losing their ‘good academic standing’. These e-mails are Cc’d to a range of other academic, professional and administrative staff who have roles and responsibilities under the Amber Risk Assessment Strategy.
Attached to the Risk Management E-mails is a referral form for Learning Services which is to be signed off by Learning Services and returned by the student to Student Administration, so it can be scanned onto the student file as a record.
[image: image3.png]ko [Student who did not submit first assessment item,

@ o recopy@grifith edu au, School Administrative Officer, Course Convenor, Program Convenor, First Year Advisor, International

[Student Advisor,

Bec:

Subject: [Non-submission of First Assessment Item in Course < insert course code>

From Karen van Haeringen/Staff/Grifiith - Monday 23/03/2009 10:34 AM

Dear Student <Name> <student no.>

Thank you for the opportunity on <date of e-mail or_telephone communication or face-to-face mesting® to discuss the reason why you
were unable to submit your first assessment item. On the basis of your advice | am proposing that you take one or more of the following
actions that | have highlighted in red text below:

Submit your assessment item by the <revised date>
Submit a request for deferred assessment to the Course Convenor by <date>
Complete the Learning Services' workshop - Getting Started on Your Assignment

=
Make an appointment to see a Leaming Advisor as per the attached Referral Form Assessment Referal Fom_Leaing_Servioss_v1.doc
Make an appointment to see a Counsellor at one of the following campus locations;

Gold Coast Student Centre (G33) 1.42. Phone: 5552 8734

Logan Community Place (LO4). Phone:3382 1159

Mt Gravatt Auditorium (M23) 1.210., Phone: 3735 5669

Nathan Sewgll (N12) 1.56. Phone: 3735 7470

South Bank (QCA) Webb Centre (S02) 2.08, Phone: 3735-7470

South Bank (QCGU) Queensland Conservatarium (S01) 1.10, Phone:3735 7470
Make an appointment to see an International Student Advisor at one of the following campus locations

Gold Coast Student Centre (G33) Phone: 555 28978

Nathan Sewell (N12) Phone: 373 54141

1 propose that you take this/these action/s in order to maintain ‘good academic standing’ at the University in accordance with Academic
Standing. Progression and Exclusion. If you have any further questions about submitting your assessment items for this course in the
future please feel free to ask me.

Thank you

Teaching Staff member




[image: image4.png]To [Student identified as demonstrating poor performance in ther first assessment item,

recopy/Grifith, School Administrative Officer, Course Convenor, Program Convenor, First Year Advisor, Intemational Student
|Advisor,

[Performance in First Assessment ltem in Course < insert course code>

Karen van Haeringen/Staff/Grifiith - Monday 23/03/2009 01:30 PM

Dear Student <Name> <studentno.>

Thank you for the opportunity on <date of e-mail o telephone communication o face-to-face meeting> to discuss my feedback on your first assessmentitem. As you know
feedbackis ciitical to your leaming, it assists you to identfy what you have done well and the areas in which you can improve your work For this reason the University is
commitedto providing formative feedback on the first assessmentitemto assist students prepare for subsequent pieces ofworkin the course and to develop students’
skills throughoutthe course. On this basis and with a viewto improving your performance on subsequent assessmentitems | am proposing that you take one or more ofthe
following actions that | have highlighted in red text below:
* Resubmityour assessmentitem by the <revised date>
*  Submita requestfor special consideration to the Course Convenor by <date>
*  Complete the Leaming Services' workshop highlighted in red text.

Geting Started on Your Assignment.

Stucturing and Writing an Academic Assignment

Writng Reports

Writing Introductions and Conclusions

Writing Paragraphs

Using the Words and ideas of Others

Exam Strategies

0Oral Presentations

=)

s Make an appointmentto see a Leaming Advisor as per the attached Referral Form Assessment_Referial_Fom_Learing Services v1.dos
* Make an appointmentto see a Counsellor at one of the following campus locations

Gold Coast Student Centre (G33) 142, Phone: 5552874

Logan Communiy Place (L0, Phone:3352 1159

Mt Gayatt Auditorium (23] 1210 Phone: 3735 5669

Nathen Seiell (NI2) 156 Phone: 3735 7470

South Bank (QCA] Iebb Centre (S02] 206, Phone: 37357470

South Bank (QLGL) Queensiand Conservatonym (SO1) 1.10. Phone:3735 7470
*  Make an appointmentto see an Intemational Student Adyjsor at one of the following campus locations

Gold Coast Student Centre (G33) Phone: 555 26978

Nathen Seivell (NI2) Phone: 373 54141

1 propose that you take this/these action/s in order to maintain 'good academic standing' atthe University in accordance with Academic Standing, Progression and Exclusion
Ifyou have any further questions about howto improve your performance in assessment items for this course inthe future please feel free to ask me.

Thank you





	[image: image5.png][\ Griffith




Attachment B Learning Services Referral Form – Assessment Issues

	This form is intended to be used by academic staff for purposes of referring students to Learning Services for matters relating to non-submission of and performance issues in their first assessment item as outlined in the Policy on Academic Standing, Progression and Exclusion. Learning Services will deal directly with the referred student who will need to take responsibility for: (a) contacting Learning Services to make an appointment time for the consultation; (b) presenting this form for signature at the time of the consultation; and (c) returning the signed form to Student Administration. 



1. STUDENT PERSONAL DETAILS

	Griffith Identification number:
	
	Name:
	
	Phone:

	
	
	Family name:
	
	

	
	
	First name:
	
	Email:


	Course code:
	
	Course title:

	
	
	


	2.   REFERRING STAFF MEMBER DETAILS

	· Teaching Team Member:  ___________________________________________________ (name)  ___________________       (phone)  


· Course Convenor: __________________________________________________ (name)  ____________________     (phone)  


· Other: _____________________ (position title ) ____________________________ (name)  ____________________     (phone)

  


	3.   REASON FOR REFERRAL

        Referring staff member to provide details regarding nature of assessment concern and type of assistance required. 

	 


4. LEARNING SERVICES CONFIRMATION 

	I confirm that the above student has sought study skills advice from Learning Services related to this assessment matter. 

Learning Services Staff Name: _________________________                      Position:  ___________________________
Signature:     _______________________________________                       Date:  ______________________________                                                        


	GUIDELINES FOR STUDENTS

	1. Telephone Learning Service to make an appointment with a Learning Adviser.

( Gold Coast  555 28109      ( Logan  338 21108       ( Mt Gravatt  373 55778      (Nathan/ South Bank  373 56452
2. Present this form for signature at your appointment.

3. Return the signed form to one of  the drop off boxes available in all student centres.


