
Examples of Communication 

Initial Communication to Students:  

Dear Class, 

By now you are aware of the University's decision to keep our community as healthy as possible by 
extending the spring break period by one week and suspending in-person courses, to be replaced by 
online class sessions for the remainder of the semester.  If you missed those announcements from 
Chancellor Martin and Dean McKay earlier today, please read them right away and in full.  

What does this mean for the remainder of the semester? 

Instructors learned of this decision at the same time you did, so we are now working to figure out the 
best way to deliver course content online. We're excited to see what's possible, but also want you to 
understand that this is new territory for us and we will undoubtedly make mistakes along the 
way.  Thanks in advance for your patience, and hopefully you'll see improvement each week. 

We will provide you with specific details about accessing the course by Monday, March 23.   

Of immediate concern, you may be wondering about your assignments.  All assignments will remain the 
same as of this time. You are likely wondering about the final simulation- I am actively working out how 
to use Zoom breakout groups for this to be completed, but I am learning this technology as I write 
this.  More details to follow.  All other assignments continue to be due as stated in the syllabus and no 
modifications will be planned.     

For now, please post any questions to the Canvas Discussion Board- I have created a new discussion 
thread. If you post a discussion question, please text me to let me know if I have not responded within 
24 hours.  Please hold all questions until March 18, 2020 to give me time finalize the course 
modifications. Our assistant to the instructor will be available to answer questions as they come in as 
close to real time as possible at that point.    

We will update you as new course information becomes available.  Please watch for and read our e-
mails in a timely fashion. 

I want you all to know that this is an unprecedented phenomenon- patience is not only requested, it is 
expected- we are all very rapidly adjusting to this news and working very long hours over spring break 
and all of next week to be as prepared as we can be given the circumstances. I apologize ahead of time 
for the inevitable problems that will likely roll out over the remainder of the semester...but also 
recognize that this is a great opportunity to try something new (nothing like a pandemic to force 
exploring alternative educational instruction).  

With gratitude, 

  



Follow-Up Communication to Students:  

Dear Class,  

I am certain all of you having been anticipating an update and I appreciate your willingness to breathe 
through feelings of anxiety while we all work as a community to make these adjustments to your 
courses.  Please know that I am fully committed to making this the best educational experience that I am 
capable of executing- and I fully recognize that any pedagogical shift in the middle of the semester will 
come with bumps. I ask that you recognize that this is difficult for everyone, including myself. However, 
we are going to work together to make this happen and finish out this semester while not allowing this 
to derail your educational timeline.  

Since I last wrote, I have identified the following modifications to the course:  

Zoom & Canvas. Class will be held via a mixture of both Zoom and Canvas. You will need to have access 
to your laptop/computer with a webcam audio source. Class will include elements that take place on 
Zoom and via Canvas.  Download the Canvas App for ease of use (Apple; Android).  Please notify me 
immediately if you do not have this capability.  

Class Structure. Class will continue to be held from 1-4 p.m. on Thursdays. However, the first 45 minutes 
of the class will be devoted to an activity via Zoom Breakout. You must be online to be assigned a 
random group.  We will take a 15 minute break and resume at 2:00 p.m. I will engage in a lecture from 
2:00 – 2:45 p.m.  During the lecture people will post discussion questions on Canvas. We will break from 
2:45- 3:00 p.m. We will review discussion questions and the activity completed at the beginning of the 
class together for the remaining class time.  

Attendance. Attendance is expected via Zoom. The same attendance policy will still take place. I you are 
not online at the beginning of the session and at the end of the session, you will lose participation points 
as outlined in the syllabus.  

Assignments. All assignments will remain the same. The final simulation will take place via Zoom 
Breakout groups.  

As we start our class, I know that there will be lots of adjustments learning how to use the Zoom 
software. We need to support each other as we all move through this learning curve.  

Please use the discussion board on Canvas to send any questions.  

Best,  

 

 

 

  



Follow-Up Communication to Students: (provided by the WUSTL Law School) 

As we go through this transition together, I would like to provide you with some guidance on how to set 
yourself up for success with online classes.  Fortunately, many of the same habits that served you well 
for traditional classroom learning also apply to online learning. Please read the tips below and take 
advantage of the next week to make any necessary adjustments before classes resume on Monday, 
March 23.  
  
1.       You are still in school 
This is a reminder for you and your friends and family.  For those that live with others, they may be 
tempted to expect more from you since you are not going to campus.  Remind them that you are still in 
school and have the same academic commitments.   
  
2.       Keep a schedule 
The amount of time it takes do well in school has not changed.  You will still attend just as many class 
time hours and will still need to devote as many hours to studying outside of class.   
  
3.       Minimize distractions  
With online learning, potential distractions are everywhere – on your computer and even around 
you.  Some of you have made the choice to not use a laptop during class time.  This new format will 
require you to use a laptop or some other device to access class lectures.  For internet distractions, 
consider installing online tools for better attention and focus.  Around your home, set up a space you will 
use for “attending” class.  Remember, your professors and your classmates will be able to see what is 
behind you.    
  
4.       Stay focused and engaged during class lectures  
Minimizing distractions will help (see above), but you will need to prepare yourself to follow along with 
the lecture.  Use the opportunities presented by your professor to answer questions.  Take class notes just 
as you would if you were sitting in a classroom.  In other words, treat it as much as possible as if you 
were in class with the professor in front and surrounded by your classmates.  Practicing active 
participation and holding yourself accountable for your own success during this time will help you stay 
on track. 
  
5.       Tips for using Zoom 
Here are some best practice tips for participating in a Zoom class:   

• Use good on-line etiquette.  Do not eat during class lecture and be mindful of your attire.  In 
addition, everyone will be able to see your facial expressions, even those who ordinarily would be 
sitting behind you in class.   

• Mute your mic when you are not talking.  This will lead to a better audio experience for all 
participants.  

• Pay attention to the chat feature on the right hand side of the screen.  Your professor may pose 
questions there for you to answer.   

• Everything your camera captures will be on display for all participants to see.  Make sure they are 
seeing what you want them to see and not seeing what you don’t.   

• Make sure you reach out to your professors for help if you need it.   
  
  



Some additional communication if you’re asking students to use Zoom to participate in your class 
(courtesy of Ashby Tyler): 

• Call your internet service provider (ISP) ahead of time to find out if your home network is adequate 
for the work you will be doing. In the St. Louis area, the two major residential providers are 
Spectrum (Charter) and AT&T. You can discuss with your service provider what your network needs 
will be (here is a list of the bandwidth requirements for Zoom) 

• Have a backup plan in case your internet speeds aren’t adequate for a particular task at a particular 
time. Video consumes tremendous amounts of data, both upstream and down, and switching to 
audio only can sometimes make a big difference. If possible, join this test Zoom meeting ahead of 
time to make sure you have adequate data bandwidth. 

• Sharing a network with family members or housemates can create some logjams. If possible, 
consider coordinating with others on your network if you have a critical video meeting at a specific 
time. 

• Practice patience, both with yourself and others. These are extraordinary circumstances we are all 
working under, and we do not have the luxury of a dress rehearsal before this show hits the stage. 
The technicians who provide internet at your home, the students who are trying to finish a semester 
from an entirely new location, and the staff and faculty colleagues you work with at Brown School 
and across the university are doing lots of things for the first time, all while balancing the concerns 
and responsibilities of family, community, and their own health. 

 

  



Response to (individual) Student Frustration with Course Expectations 

Dear Student,  

I am sensing frustration in your email and I understand your desire to have this issue resolved 
differently. Unfortunately, this is the only option that we have available to keep the educational mission 
of our university moving forward in the face of unprecedented circumstances. Again, I commit to you 
that I am working as hard as I can to make this an effective learning experience. Although I may not be 
able to deliver the information in the format of your choice (believe me, this is not mine), I can ensure 
that you will leave this course with the essential knowledge the course is designed to transmit. Although 
I understand your frustration, I need to reiterate the policies and expectations that I will be 
implementing moving forward:  

• The policies outlined in the syllabus are still the primary guidance for this course. Unless 
specifically addressed in the Course Announcements, you must follow the syllabus as currently 
written.  

• I will be taking attendance via Zoom each week and the attendance policies still apply as is. I 
will be monitoring student engagement throughout each class period.   

I know this is difficult…I want you to know that I believe in your capability and your capacity to use your 
deep and wide set of academic success and life management skills to make it through this semester. 
Please continue to respectfully ask for what you need from me so that I can best support you. I will be 
here to support you, and all of my students, academically through this process.   

Best,  


