
Instructor Comments 
  for Academic Alerts

I’ve noticed a change in your grades. I want you to be successful.  Please come 
see me. 

Jane, you earned a 52/100 on your second test. I will drop the lowest two grades 
of the four tests (per the syllabus). Come by my office to review your test in order 
to prepare for the next test. I am here to help you succeed.

Susie, you earned 71% on your individual midterm project and, as we’ve 
discussed, your group didn’t do well on the group midterm project. However, you 
can still do well in the course overall if you complete the remaining assignments 
well and on time. Come see me with any questions that you have, and take 
advantage of the tutors in the open lab too.

John, I am concerned that you have repeatedly not handed in assignments. I’d 
really like to talk to you about  progressing forward in this course. Please see me 
during office hours and set up a meeting with your advisor to discuss next steps.

An academic alert is designed as a communication tool to encourage the student to work directly with the instructor, 
provide information about resources the instructor deems appropriate, and/or work with the advisor as necessary. 

Students and advisors have reported that the comments an instructor includes in an academic alert are important in 
helping them understand the instructor’s concerns and expectations. Providing brief, clear comments allows academic 
advisors to provide additional resources and support to the student. The earlier you provide feedback the better, as it  
provides a student more time to address the concern and improve their performance in the course. 

Alert comments are emailed to the student. Please remember to address your comments directly to each student. 

Tips for Writing Comments in Academic Alerts:

COMMUNICATE YOUR SUPPORT 
Relay your care, concern, and support to the student; invite the 
student to meet with you to discuss your concern in more detail.

STAY OBJECTIVE 
The comment should be factual and non-judgmental.

PROVIDE CLEAR EXPECTATIONS
Refer to your syllabus regarding expectations.

ENCOURAGE CONSULTATION
Refrain from recommending the student withdraw from the course 
in the alert. Instead recommend they talk to you and/or their advisor 
about their individual situation. 

KEEP IT BRIEF 
Keep the comment short and specific.

EXAMPLES

EXAMPLE 1

EXAMPLE 2

EXAMPLE  3

EXAMPLE 4
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To maximize comments, consider incorporating the following into your comments: 

Every instructor has their own style of communication. These examples are all 
different ways of incorporating the elements above. 
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