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Click on the ‘My Course’ tag.
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® Click on the Student Early Alert System!



Select the course which the student concerned has enrolled.
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T ngnan%‘a - - Lingnan Student Early Alert System
UHEVE‘FSH)’ A Hong Kong

Term 2, 2024 - 2025 == = o Bl

10 Jan 2025 - 17 Apr 2025

Course List:

Action Learning Projects, MGT 506 - 1 (CRN: 3245)

Instrucior.

IndustrialRelations& EmployLaw, HRM 4350 - 1 (CRMN: 565)

Insirucior:

Quality and People, HRM 3353 - 1 (CRNM: 564)
Instructor:

Strategic Management, BUS 4301 - 3 (CRN: 77)

Instructor:

Copynghi © 2024 Lingnan Universidy, All rights resered,
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University #: Hong Kong

Term 2, 2024 - 2025 e — 3 i
Course: — w——— o Y

CamalaaOe . Select the student from the list.
Instructor:

Student List

Student Details:
Mame:
Email-
1D:
« Click on the box(es) next to the
e issue of the student.

Feedback Daie: 16 Dec 2024
lssues: B Attendance @  [assessment Tasks @ ([ Low Grades @ [ Participation @

Comment. Confidential Comment: Confidential
(to Counselior and Academic Advisor ONLY) 9 (to Academic Advisor DNLY) 9
2 &
——Submit to

Academic Advisor | All teachers who teach the student | Student | Registry | Programmae Director | Counseller (if applicable)
] others




Write comments in the appropriate textbox if necessary.

R - Write a message and send to
L el Counsellor if deemed necessary.

Issues: B3 sitendance @ [(JAssessment Tasks @ [ Low Grades @ (] Pariicipation @

Comment Caonfidential
(to Counsellor and Academic Advisor ONLY) @

Comment: Confidential
(to Academic Advisor ONLY) @

—Submit to

Academic Advisor | All teachers whe ieach the student | Student | Registry | Programme Director | Counsellor (if applicable)
Others |abc@in.edu hk |

Separate Email Addresses by Semicolons

—Message fo the student: (Optional) @ . By default, an email will be sent to the
R — Academic Advisor, all teachers who
teach the students, the student, Registry,
Counsellor (if applicable), the Faculty
Dean (Arts) or Programme Director (Busi-
ness or Social Sciences), and Department
Head if applicable (only for the student
who has already been assigned a maj-
or/stream in Arts or Social Sciences)

- Write a message to the student if perferred



| V]| have communicated with the student previously @

® Checking this box indicates that you have communicated with the student that you are concerned
with his/her academic progress.

—About Academic Progress

Feedback Date: & Oci 2014
Isslies’ | Attenozn o ] Assessment Tasks @ U Low Grades @ L Participation @

Language and Commy Atlﬁndan ce
ent Confidential

pfsic Counselor ano Acaseme Al The student has missed class regularly or arrived significantly
%IF;iease contact the student late fﬂrmlﬂmmm SBSEIM dur‘ing the m'ﬁts‘x WEBKE of
semester.

NOTES:
* Clicking on the question marks opens up dialogue boxes that provide clarification relevant to the check or narrative boxes.



Click on ‘Submit and Preview Email’

| have communicated with the student previously @ i

Back Submit and Preview Email
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® Click on‘Submit and Preview Email’ to preview your inputs and emails
to be sent to different parties concerned.
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Email Preview

Email #1 - to Student

Email Title: Your academic progress: PLEASE READ

Recipients:

Dear {Student 1D: ).
This email was generated because one of your instructors (or tutors) has 8 concern aboul your academic progress in the first half of this term.
Course name:

Instructor:

This nofification has also been sent to your Academic Advisor and your Instructor directly You are encouraged to contact both of them as soon as possible to discuss
vour academic progress and see what steps can be faken and/ or what resourcas can be providad 1o assist you.

Attendance Your instructor has indicated that you have not been attending or arriving in class as reqularly as expected during the first six weeks of this
term and is concermned about your academic progress.




Email #2 - to Academic Advisor

Email Tifle: The academic progress of a student yvou are associated with: PLEASE READ
Recipients: e e

Dear

This email was genersted because an Insiructor (or tutor) has expressed a concem about the academic progress of a student you are associated with
Student name: = * B = nv 5 =

Course name:

Instructor:

_ J Email #3 - to all instructors who teach the student and Registry
The following asp {

Email Title: The academic progress of a student you teach: PLEASE READ
Attendance
Recipients: i .

. . Registry =registry@L N edu_hi=, bba@in.edu.hk <bba@ln edu hk=, dpmgt@L N edu hk =dpmgt@L M edu hi=

An email has been .
Dear instructors and Reagistry,

e This email was generated because an Instructor (or tutor) has expressed a concemn about the academic progress of a student you are associated with.
= | Student name: - . i
Course name:
Instructor:

The following aspects of the student's progress have been commented upon-
term and is concerned about your academic progress.

Link to be generated) about this student.
Signed

of the ‘Email Preview’ page.

Back Submit and Send Email

Altendance Your instructor has indicated that you have not been attending or arriving in class as regularly as expected during the first six weeks of this

An email has baen sent to the student 1o initiate a process to assist himMer You do not have to take any action unless you want to share your views (for instructor only:

« To submit, click on ‘Submit and Send Email’ at the buttom




Response to a Student Early Alert Email

™ » == 3
Lm-gnun M Lingnan Student Early Alert System

University s Hongkong

Logged in as: e = (Log cut)

A concermn has been ralsed about he academic progress of the below student by ! ' i

Course Detgils:

® You do not have to take any action.

If you want to share your views, click the
appropriate button and write a comment.

Student Details:

e

=
o

LI"I‘T\-'E poon commanted Lpon:

Indicated that you have not been attending or amving in <lass as regulary as expectsd darng the first six weeks of this term
sbout your academic progress.

Bment has beer sont to eifer the Avademic Advisor andior an SEC Counseloras aporopnaie

Your Views [Note: This will be sent to all instructors§including Registry or $3C, wherever applicable)

You may simply chck an Agree” | Disagree’ bulton: and ype i jour views (@ the texi box provided below, if aoplicable.

f /1 Agree @ | Disagree

\

he has attended all classec of my courss.

Preview and Subemst Ereil




