
Disciplinary Action Explanation 

Date: [Insert Date] 

To: [Student's Name] 

From: [University Official's Name] 

Subject: Explanation of Disciplinary Action 

Dear [Student's Name], 

This letter serves to address the recent disciplinary action taken against you on [insert relevant 

date], as a result of [briefly describe the incident or behavior]. We value every member of our 

university community and understand that various circumstances can lead to misunderstandings 

and mistakes. 

After reviewing your case, including your explanation of mitigating circumstances, we have 

taken the following factors into consideration: 

• [Mention first mitigating circumstance] 

• [Mention second mitigating circumstance] 

• [Mention any additional circumstances] 

We acknowledge that these mitigating factors may have impacted your actions and decision-

making process at the time. As such, we are committed to supporting you through this challenge 

and have decided to [describe the disciplinary action taken, such as a warning, probation, etc.]. 

Please be informed that this decision may be revisited should there be any further incidents or 

violations in the upcoming period. We encourage you to take this opportunity to reflect on your 

decisions and seek support if needed. 

If you have any questions or would like to discuss this matter further, please do not hesitate to 

reach out to me directly. 

Thank you for your attention to this important matter. 

Sincerely, 

[University Official's Name]  

[University Title]  

[University Name]  

[Contact Information] 


