Instructor Retention Report | Student Support Services (SSS)

Donnelly Instructors,
Your care and concern for students is often mentioned as Donnelly’s greatest strength. To help students stay on academic track with school work and attendance, we need you to report on students not making satisfactory progress in your class. In addition to your direct contact, academic advisors will contact students to assist them in resolving any conflicts. Our contact is not meant to replace your interaction with students, rather to supplement it.

Please complete the student’s class data and email this form to jones@donnelly.edu. Student Support Services (SSS) will make every attempt to contact the student, assist with resolving issues and return this form to you to update you on the student’s status. Again, thank you for your efforts. 
(Type or print) Student’s Name: 


_______  Date: 



_______
Course Name, Days and Times:  




   Instructor Name:  



_______
	
	  Ratings: (Place “X” in appropriate box.)
	Poor
	
	Average
	Excellent
	Comments:

	
	
	1
	2
	3
	4
	5
	

	1
	Attendance
	
	
	
	
	
	

	2
	Apparent Effort
	
	
	
	
	
	

	3
	Preparation for class (Homework completed)
	
	
	
	
	
	

	4
	What is the student’s course grade thus far?
	
	
	
	
	
	

	5
	Does the student need tutoring?
	No
	Yes
	
	
	
	

	6
	Does the student need academic accommodation(s)?
	No
	Yes
	
	
	
	



Additional Instructor Comments:  


























______________
Please complete form electronically and return via email to Lynette Jones, Director of Student Support Services (jones@donnelly.edu) Printed forms are also acceptable and may be delivered to Lynette directly or placed in her mailbox.
Advisor’s Follow-up Dates and Comments:  

























______________
