
Communication with Students 
 
Initial Communication: 
It is important you be in touch with your students as soon as possible.  There are some template 
communications being circulated but it is best students do not receive the same email from multiple 
professors. Please make it your own. 
 
Some items you want to cover: 

 Assure them all will be well and you will all adapt to the new learning situation 

 Tell them to take care of themselves and their family 

 You will be in touch again soon with details on how your class will be transitioning to online 

 Remind them to regularly check their email 
 
You will need to determine does not have textbook access and who will have issues participating online 
(lack of computer or reliable internet).  Do this in a confidential manner (and assure them it is 
confidential) via a survey or a response to your email. 
 
Consider sharing your phone number but set up parameters for them calling you (hours, call vs. text).  
Also consider virtual office hours via Zoom or Instant Messenger hours of availability via Skype and 
outline the hours you expect to be answering emails. 
 
Subsequent Communication: 
Once you have sorted out how your class will proceed in the near future be in touch with your students 
again. 
 
Be as clear as possible and set your expectations for the following: 

 How class will be structured (e.g. an agenda, outline of topics, class activities) 

 Redesigning the syllabus in terms on schedule of topics as well as deliverables.  Students will be 
understanding of changes you are making if you explain why you think it is best.  Give them an 
opportunity to give you feedback or voice their concerns.  They will be much more comfortable 
if they have some agency in the process. 

 What they should do if they need help (from you or a lab/center, technical computer help) 

 Tell them you will do your best to stick to the new plan but some developments may necessitate 
a change 

 
Future Check-Ins: 
Please continue to check on your students inquiring about their well-being and what could be done to 
help their learning this semester. Please be cognizant of different levels of anxiety and remote or home 
locations and non-school issues they may be dealing with. 
 


