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Email Templates
[bookmark: _m1cqrpyl3knf]Academic Achievement Program
These templates are provided as examples of how you could compose emails to students. Please modify them as you see fit for individual or groups of students, for example:
· Send an individual message to each student via Canvas,
· Edit the wording so the email can go to several bcc’d students, or
· Remove specific details in the body of the message (e.g., question-specific feedback) to make the message generally applicable for a group of students.


[bookmark: a6yc8s51r7bu][bookmark: _rzzgur3gl89e]Specific Assignment or Exam
SUBJECT: Your Assignment/Exam for [COURSE CODE]

Dear [STUDENT NAME],

We hope the quarter is going well for you so far. We recognize your effort in this course, and we want to provide feedback on the [ASSIGNMENT/EXAM] for your information and to help you improve.

On [QUESTION #] of the [ASSIGNMENT/EXAM] due on [DATE], you…[FILL IN DETAILS HERE].

We recommend that you [FILL IN DETAILS HERE]. This will benefit you by [FILL IN DETAILS HERE].

Please meet with me during office hours so that we can discuss further. My office hours are: [ADD TIME AND LOCATION]. Otherwise, you can respond to this email to let me know the steps you're taking to achieve better results in future assignments or exams.

We would like to remind you that we are here are as a resource for you outside the classroom. Please do not hesitate to contact us if there is anything further we can do to support you.

[ADD PROFESSOR NAME OR TA’S NAME, SIGN-OFF, CONTACT INFO HERE]


[bookmark: jrxvlffnurxc][bookmark: _ewgxnzvhjct5]Overall Academic Performance
SUBJECT: Your Grade in [COURSE CODE]

Dear [STUDENT NAME],

We hope the quarter Is going well for you so far. We recognize your effort in this course, and we want to provide an update on your current performance in the course for your information and to help you improve. 

Your current grade: [FILL IN]
You have done particularly well on…
You have room for improvement on…
We recommend that you [FILL IN DETAILS HERE]. This will benefit you by [FILL IN DETAILS HERE].

[bookmark: _GoBack]Please meet with me during office hours so that we can discuss further. My office hours are: [ADD TIME AND LOCATION]. Otherwise, you can respond to this email to let me know the steps you're taking to improve your performance in this class. 

We would like to remind you that we are here are as a resource for you outside the classroom. Please do not hesitate to contact us if there is anything further we can do to support you

[ADD PROFESSOR NAME OR TA’S NAME, SIGN-OFF, CONTACT INFO HERE]
[bookmark: 7d8q3f6h55lu][bookmark: _y6r1nfsrq4cz]

Positive Reinforcement
SUBJECT: Your Effort in [COURSE CODE]

Dear [STUDENT NAME],

We hope the quarter Is going well for you so far. We recognize your effort in this course, and we want to provide you some positive feedback.

[ADD COMMENTS]

Your hard work supports your academic success in this course. Keep it up!

We would like to remind you that we are here are as a resource for you outside the classroom. Please do not hesitate to contact us if there is anything further we can do to support you

[ADD PROFESSOR NAME OR TA’S NAME, SIGN-OFF, CONTACT INFO HERE]
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