00/00/2025

Dear Senior Deputy Vice-Chancellor (Academic)/Student Living

Opening paragraph
· My name is {Name} {Student number} and I am studying {Program enrolled in}
· I am writing to you regarding the Notice of Alleged Misconduct I received on {Date} that states {allegation(s) in question}
· Thank you for the opportunity to respond

Context and impact paragraph(s) 

· Address the allegation(s) individually, i.e., acknowledge full/part responsibility where appropriate OR demonstrate why the allegation(s) should be dismissed
Explain why/rationale etc.

· Acknowledge the impact of what’s happened, i.e., how do you think non-academic misconduct impacts you, your peers, and/or the University?

· Background information, i.e., what’s your understanding of what happened, what were you thinking of and/or what was happening for you at the time

Your strengths paragraph(s)
· How will your strengths help you move forward? i.e., describe your values (e.g., honesty, integrity etc.) and how you strive to act in accordance with them

Reflection paragraph(s)
· Reflect on the experience/process, i.e., describe what you have thought about since receiving the Notice of Alleged Misconduct.

· What can/will you do to make things right and learn from the experience?

Closing paragraph
· Thank the reader for their consideration


Yours Sincerely,
{Name}
{Student Number} 


