Initial email to student who signed up for a tutoring session

Dear {STUDENT NAME},

My name is {TUTOR’S NAME} and I am your subject tutor for {INSERT CLASS}. Thank you for signing up for one of my tutoring sessions on the Online Tutor Sign-up System. I look forward to working with you and helping you succeed academically this quarter.

Your first session with me will be {insert date of first session}. We will meet at {meeting location}. 
When you get to {meeting location}, look for me as I will be wearing {blank}. I will also be looking for you. You may search for a picture of me on the Online Tutor Sign-up System. To do this, please search for (course) again click on my name where you see the available sessions.  

To make the most out of our first tutoring session, please bring with you the course syllabus, textbook, personal planner, and any other material pertaining to the course. This will help us identify where I can best assist you with topics to be covered, homework assignments, major projects, papers, and/or exams. I look forward to working with you it and engaging with the material together. 
If you are unable to attend this first meeting, please contact me immediately. I can be reached at {insert email and/or cell phone number}.

Thank you,
{TUTOR’S NAME}
Email template for tutors after their first session

Hi (STUDENT NAME),

I am happy that we were able to meet and discuss how I can best assist you with (course). I would like to remind you that the tutoring session you signed up for on the Online Tutor Sign-up System is a weekly commitment. We will be meeting each week on the same day, same time, and at same location for the remainder of the quarter. 
Please show up to your sessions on time as Learning Support Services will be enforcing the absentee policy. Students who miss two sessions without giving prior notice will be dropped from my schedule. If for any reason you cannot attend a tutoring session, please give me 24 hours advance notice.
To make the tutoring session most effective, please remember to bring with you to each of your tutoring sessions:
· course syllabus
· course handouts
· textbook/reader/articles
· lecture notes
· homework assignments
(However, do not miss a session. Come with whatever preparation you were able to complete.)
Learning Support Services has also found that students who come to their tutoring sessions prepared tend to get more out of the session. Before each tutoring session, please:
· attempt the homework set that is assigned so when we meet you can identify where you are having issues

· come with specific questions you would like answered 
(you may send me questions ahead of time)

· complete any required reading so we can discuss the article(s) or cover specific concepts you found confusing
If you feel your tutoring session is not effective or if I am not performing my responsibilities as a tutor, please feel free to contact Learning Support Services at lss@ucsc.edu / 831-459-4333 or my direct supervisor, Rex Chung, at rchung@ucsc.edu / 831-459-3462.
You will also get an opportunity to evaluate my performance as a tutor.  You will receive an email with a link to an online survey from Learning Support Services around the middle of the quarter and again at the end of instruction. 

Please contact me if you have any questions. You can reach me at (cell phone number).
Thank you,

(TUTOR NAME)
