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1. Before emailing your professor, check your course outline, notes, Sakai, and talk to classmates to find out what you missed. Also check the syllabus for any instructions on communication as some professors may have a preference like contacting the course coordinator for specific inquiries or using the Sakai platform. 

2. Use your Brock University email account to email your professors.

3. In the subject line, include the course code and reason for your email. 
Example: “PSYC 1F90 S2 – Question about Assignment 1”

4. Use a formal greeting, your professor’s title and their last name. 
Example: “Dear Dr. Miller” or “Hello Professor Brown.”

5. Keep your email concise. 
Professors get a lot of emails so make sure your request is simple and to the point. You can also cut down on the number of emails required to answer your question by briefly listing the steps you have already taken to try and answer your question. These include things like checking the syllabus, asking a classmate, and talking to the TA. You should also steer clear from including any unnecessary personal information in your email. If you missed a class, you don’t need to go into details about why. Discuss only what relates to the class. If something serious is occurring in your life, it is best to request a meeting with your professor to discuss this.

6. Be polite and professional.
Keep in mind that you are not texting with a friend or writing a casual message to an acquaintance -- this is a professional interaction with someone who is an expert in their field. Be respectful, polite, and courteous when communicating with professors. How you choose to interact conveys your level of seriousness and professionalism.

7. Avoid abbreviations and using words in all CAPITAL letters.
This means that you must spell out words fully and use proper grammar (including capitalization and punctuation) when writing your message. Do not use any emojis:)
Do not use grammatically incorrect colloquialisms, such as "gonna" or "could of." 

8. Always check spelling and grammar before you send your email.

9. Sign off by writing out your full name and student number. Thank your professor for their assistance or time. Your Brock email address does not contain your full name, so you will want to include your first and last name in your sign off. 
Example: “Thanks for your time, Sally Jones (#70895399)” or “Sincerely, John Smith (#71440828).” It’s a great idea to set up an automatic signature. You can do this in your Outlook settings under “Compose and reply.” 

10. [bookmark: _GoBack]Allow time for a response. Professors are busy and have many other job responsibilities in addition to your class. If you have not heard back from your professor in a reasonable amount of time (5-7 days), you can try sending a polite email that refers to your first email: e.g., “You may not have received my email dated… so I am following up….”

Example 1:
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The way in which you communicate and present yourself when writing to your professors is very important. Keep in mind that some questions are too big for email. Do not use email as a substitute for face-to-face conversations. Take advantage of office hours and speak with your professor in person where appropriate.
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PSYC 1F90 S1 - Appointment Request

Dear Professor Smith,

| am emailing you to request a meeting regarding the last assignment. | have met with my T.A.
but would like to receive further feedback from you about how | can improve for the next
assignment.

May | arrange a time to meet with you? | am available today after 2:30 pm, tomorrow morning,
or Friday after class.

Thank you for your time.

Sincerely,
Samantha Jones (#1234567) “ @Q
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