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Template instructions:
· Paste template text to your email message and modify as appropriate for individual circumstances.

· Check for highlighting (i.e. Yellow), which indicates fields that need to be updated or tailored for individual circumstances.  

· Please ensure your emails includes a brief description of the inappropriate behaviour

For any questions regarding this document please contact Student Policy and Integrity Services studentcomplaints@flinders.edu.au











	


[bookmark: _Toc215567651][bookmark: _Toc215575204]Caution for rude and/or inappropriate communication

CONFIDENTIAL
Dear [student]
[bookmark: _Hlk211947943][bookmark: _Hlk211594994]I have received a report regarding your rude and/or inappropriate communication with students/staff at [location] on [date/dates].[ Include a brief description of the rude and/or inappropriate communication]
OR
I am writing to follow up on the discussion we had about your rude and verbally aggressive interactions with students/staff at [location] on [date]. [ Include a brief description of the rude and/or inappropriate communication]

I wish to caution you that rude and/or inappropriate communication is not acceptable and is a breach of the Student Code of Conduct. You are asked to refrain from inappropriate communication in your future interactions at the University.
You should be aware that any further breaches of the Student Code of Conduct may constitute misconduct and warrant referral for disciplinary action.
Flinders University is committed to providing a safe, and respectful study environment and workplace for all members of the University community. Communicating with a rude tone/ in an inappropriate manner can negatively impact the wellbeing of others at the University.
I encourage you to reflect on the impact of your actions on the University community and familiarise yourself with the expectations of respectful communication. You are also encouraged to familiarise yourself with the expectations in the Student Code of Conduct.
We want to support your success and wellbeing during your studies. Remember you can always seek support from the Counselling Service (https://students.flinders.edu.au/support/hcd/counselling) which offers confidential support to students for personal and academic issues. An after-hours crisis line is also available on 1300 512 409 (call) or 0488 884 103 (text).
A full list of support and services available at Flinders is available on the Flinders website (https://students.flinders.edu.au/support).



[bookmark: _Toc215567652][bookmark: _Toc215575205]Caution for disruptive behaviour

CONFIDENTIAL
Dear [student]
I have received a report regarding your disruptive behaviour at [location] on [date/dates]. [Include a brief description of the disruptive behaviour]
OR
I am writing to follow up on the discussion we had about your disruptive behaviour at [location] on [date]. [Include a brief description of the disruptive behaviour]

I wish to caution you that disruptive conduct in the learning environment is not acceptable and is a breach of the Student Code of Conduct. You are asked to refrain from disruptive behaviour in future classes.
You should be aware that any further breaches of the Student Code of Conduct may constitute misconduct and warrant referral for disciplinary action.
Flinders University is committed to providing a safe, and respectful study environment and workplace for all members of the University community. Disruptive conduct in a learning environment affects the experience and wellbeing of other students and staff. It can undermine the respectful and inclusive learning environment we strive to maintain at Flinders University.
I encourage you to reflect on the impact of your actions on the University community and familiarise yourself with the expectations outlined in the Student Code of Conduct.
You are also encouraged to familiarise yourself with the expectations in the Student Code of Conduct.
We want to support your success and wellbeing during your studies. Remember you can always seek support from the Counselling Service (https://students.flinders.edu.au/support/hcd/counselling) which offers confidential support to students for personal and academic issues. An after-hours crisis line is also available on 1300 512 409 (call) or 0488 884 103 (text).

A full list of support and services available at Flinders is available on the Flinders website (https://students.flinders.edu.au/support).


[bookmark: _Toc215567653][bookmark: _Toc215575206]Caution for misuse of University property

CONFIDENTIAL
Dear [student]
I have received a report regarding your misuse of [University property] at [location] on [date]. [Include a brief description of the misuse of property]
OR
I am writing to follow up on the discussion we had about your misuse of [University property] at [location] on [date]. [Include a brief description of the misuse of property]

I wish to caution you that misuse of University property is not acceptable and is a breach of the Student Code of Conduct. You are asked to refrain any further misuse of [University property]. 
You should be aware that any further breaches of the Student Code of Conduct may constitute misconduct and warrant referral for disciplinary action.
Flinders University is committed to providing a safe, and respectful study environment and workplace for all members of the University community. Misuse of University property compromises the safety, functionality and availability of resources for the University community. It is important that all members of the University community use our facilities and equipment responsibly and respectfully.
I encourage you to reflect on the impact of your actions on the University community and familiarise yourself with the expectations outlined in the Student Code of Conduct.
We want to support your success and wellbeing during your studies. Remember you can always seek support from the Counselling Service (https://students.flinders.edu.au/support/hcd/counselling) which offers confidential support to students for personal and academic issues. An after-hours crisis line is also available on 1300 512 409 (call) or 0488 884 103 (text).

A full list of support and services available at Flinders is available on the Flinders website (https://students.flinders.edu.au/support).


[bookmark: _Toc215567654][bookmark: _Toc215575207]Caution for failure to follow directions 
CONFIDENTIAL
Dear [student]
I have received a report that you have failed to follow the directions of a staff member at [location] on [date]. [Include a brief description of the direction that was not followed]
OR
I am writing to follow up on discussion we had about your failure to follow the directions of a staff member/ my directions at [location] on [date]. [Include a brief description of the direction that was not followed]

I wish to caution you that failing to follow the directions of a staff member is not acceptable and is a breach of the Student Code of Conduct. You are asked to follow reasonable and lawful directions given by University staff in the future.
You should be aware that any further breaches of the Student Code of Conduct may constitute misconduct and warrant referral for disciplinary action.
Flinders University is committed to providing a safe, and respectful study environment and workplace for all members of the University community. Following directions from University staff is essential to maintaining a safe, respectful and effective learning environment. Non-compliance can disrupt learning, compromise safety and affect the wellbeing of others in the University community.
I encourage you to reflect on the impact of your actions on the University community and familiarise yourself with the expectations outlined in the Student Code of Conduct.
We want to support your success and wellbeing during your studies. Remember you can always seek support from the Counselling Service (https://students.flinders.edu.au/support/hcd/counselling) which offers confidential support to students for personal and academic issues. An after-hours crisis line is also available on 1300 512 409 (call) or 0488 884 103 (text).

A full list of support and services available at Flinders is available on the Flinders website (https://students.flinders.edu.au/support).
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