

Sample Email: Ending Tutoring with a Tutee
This tutee wants to work on her conversational skills, but is taking a class that is a higher level than we tutor. The message below was addressed to a student who only wanted to work on her conversational skills and was past Intermediate II level. The Peer Tutoring Program is not allowed to tutor students who only wish to chat with you. If you find yourself in this situation, tell your tutee to attend TA sessions, and/ or meet with their professor. For language tutees: go to Haffner’s language tables.

Dear Tutee name, 

[bookmark: _GoBack]I hope this email finds you well! It has come to my attention that the peer tutoring program does not allow tutoring of advanced level courses. Due to the fact that you are taking (language + level of class), I am not able to continue tutoring you. However, it has been great working with you these past couple of weeks. I would suggest that you work on your conversational skills by joining your peers and professors at the Haffner language tables. Let me know if I can be of any help to you!
 
 Best wishes, 

 Name of Tutor


