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[image: ]BEFORE YOU BEGIN
1. Avoid using AI
It is obvious to the reader when you have used AI and it makes your 
Submissions. Mistakes are human!
2. Use short paragraphs
You should write in clear, concise paragraphs rather than bullet points.
3. Access our resources
You should also read ‘How to Write your Show Cause Submissions’ and watch the video on our Show Cause page.
4. Deadline
You must submit your Show Cause submission via the portal within 5 working days of receiving your notification or you will be automatically excluded from your course.

HOW TO USE THIS TEMPLATE
Colour
Meaning
Black text
Keep this text in your submission.
Pink text
Prompts to help you prepare your response. Delete before submitting.
Blue text
Instructions on how to complete the template. Delete before submitting.
TOP TIP
Helpful suggestions to strengthen your submission. Delete before submitting.



[TEMPLATE]

Student Name: 
Student ID: 
Course: 
Date: 

Introduction
I am responding to the Show Cause notification issued on [insert date] regarding my academic progress. 
Circumstances that have affected your placement
Outline the circumstances that affected your ability to complete your placement and any issues you may have experienced.
You may wish to consider:
· What happened and when did it occur? 
· How did the circumstances affect your ability to complete your placement?
· Explain what you found challenging about your placement.
· Did the circumstances affect your attendance, performance, wellbeing, or ability to meet placement requirements?
· Have you referred to supporting evidence where appropriate?

	TOP TIP

	Explain how each circumstance affected your placement. Use a new paragraph for each circumstance and refer to supporting evidence where available.



Actions taken to overcome these circumstances 

Describe the steps you have taken, or plan to take, to address the circumstances outlined in section 1 and improve your ability to successfully complete your placement.
You may wish to consider:
· What strategies or supports have you put in place or plan to access?
· How will these strategies help you manage your placement successfully?
· Have you accessed any University or external support services?
· If your circumstances have changed or been resolved, explain how.
· Have you referred to supporting evidence where appropriate?
See below for example strategies:
	Strategy
	How it may help

	Student Success Coach
	Develop study and time management strategies.

	Communication with tutor or placement supervisor
	Address placement concerns and seek guidance.

	Personal plans
	Stay organised and manage deadlines.

	Wellbeing and counselling support
	Manage health and wellbeing concerns.

	Reduced work or personal commitments
	Increase time available for study.

	AccessAbility
	Access reasonable adjustments and ongoing support.



	TOP TIP

	Evidence of actions already taken is generally more persuasive than plans alone.




Previous Academic Progress Reviews 

Provide details of any previous At Risk notifications or Show Cause outcomes.
If applicable, you may wish to consider:
· When did this occur and what was the outcome?
· Were any conditions or recommendations imposed?
· Did you comply with these conditions?
· How are your current circumstances different (if applicable)?

If you have not previously been required to Show Cause, you may simply state:
"I have not previously been required to Show Cause."
Ideal Outcome

Explain the outcome you are seeking and why you believe it is appropriate in your circumstances.
You may wish to discuss:
· Do you wish to continue studying full-time?
· Would studying part-time better support your academic success?*
· Would a Leave of Absence allow you time to address your circumstances?
· Are there any additional supports or adjustments you intend to access moving forward?
*Where applicable, you must discuss this with the Scholarships Team first as reducing your study load may affect your scholarship status and you must obtain prior approval. 

Additional information
Explain your motivation for continuing your studies and your future goals.
You may wish to discuss:
· Why you chose your course and your career goals.
· Any progress you have already made.
· Why continuing your studies is important to you.
· Why you are passionate about studying at Swinburne 

Supporting Documentation
List your supporting documents in chronological order and refer to the "How to Write Your Show Cause Submission" guide for examples of supporting evidence.
You should:
· Include evidence that supports the circumstances and strategies discussed throughout your submission.
· Refer to your evidence within your submission and clearly label each document (e.g. Attachment A, Attachment B).
· Include your Academic Progress Plan, if applicable.
· Consider providing a Statutory Declaration if relevant evidence is unavailable (see AG website for more information).

Thank you for your time and consideration.  
If you have any questions, please do not hesitate to contact me.
Kind regards,
Insert Student Name 
Insert Student ID 

[END OF TEMPLATE]


Need help with your submission?
Register with the Swinburne Advocacy Service for personalised, independent and confidential support before you submit your application. Register here
BEFORE YOU SUBMIT
1. Send back to your advocate
Once complete, send back to your advocate in Word format with any evidence for feedback.
2. File formats
The show cause portal will only accept attachments in a pdf, jpeg, doc or docx format
3. Troubleshooting tips
Ensure you complete all required fields in the form; use google chrome browser and clear ‘cache’ on your internet browser.
4. Keep a copy
Keep a copy of the confirmation email for your records. If you do not receive an acknowledgement email, your application may not have been successfully submitted.
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