

To Tutee:

Hello Tutee Name,

I hope this email finds you well. My name is Tutor Name and I am a Subject tutor for the peer tutoring department. I have been asked to be your tutor for this semester and I would be more than happy to help you out! 

Of the times you listed as being available, I can meet you: (List dates and times available based off the email sent to you by head tutor). Let me know which date and time works best for you! I am open to the location of tutoring sessions, so please let me know where you would feel most comfortable meeting. (If you normally have tutoring sessions in the same place for all your tutees, you can also mention this to give them an example). 

There are certain things that I would like to mention before we begin tutoring sessions. First, I would appreciate if you could email me a day or two before our tutor session with a short list of things that you would like to work on during that session, such as (give a list of issues tutees often have, such as grammar, pronunciation, a certain concept, etc.). This way, I can be the most prepared for our sessions and be the greatest help to you. 

Secondly, if you ever need to cancel a tutoring session, you must email me 24 hours or more in advance. Time is valuable, and both of us are likely very busy. If canceling or missing sessions becomes common, then I have the right to discontinue tutoring. You also have the right to request a tutor change if you ever feel that I am not the right person to help you.

Please let me know if you have any questions! I look forward to working with you this semester.

Best,
Tutor Name



 Effective Communication Support

Please find below a set of questions that may be helpful in facilitating effective communication with your tutee. While it is recommended that this be apart of your first email exchange with your tutee, effective communication can happen any time during the semester! Please don’t hesitate to use these questions as a resource to better the structure of your sessions
1. What topics do you want to go over? Please do not put "everything." 
a. An example could be "I need help with stoichiometry in my General Chemistry class." 
2. Is this course for your intended major or for your graduation requirement? 
3. Please attach in your reply email, your syllabus and/or any documents relating to the course that can help me with my preparation. 
4. Also, please put your name and the course name on the document
a. For example, "Sally Lee General Chemistry I" 

As always please do not hesitate to contact your training and development coordinator with questions or concerns. Email: evaldivies@brynmawr.edu




