
Communicating with Students:
Guidance & Templates*

Spring 2021

This document was prepared by the Dean of Students Office with contributions from CSUSM faculty. 

*The purpose of this document is to provide faculty with guidance on how to

outreach to students when concerns arise. While this document cannot

include every possible scenario, the hope is that it can serve as a helpful

starting off point. Faculty are encouraged to use this document as a

supplemental resource to the "Establishing Student Expectations" guide. This

serves as guidance only. 



Be proactive

At the start of the semester, let your students know that if they stop attending or if

you are concerned about them, you will be reaching out and possibly referring to

Cougar Care Network (CCN)

Establish expectations and guidelines (see faculty resource guide) 

Share resources (see student resource guide) 

Keep communications short and to the point 

Be specific in your outreach

Why are you reaching out, and what is the outcome?  “I am reaching out because you

have been missing class. Can you be in touch to let me know you are okay?” 

Ask for a time frame to respond to you

If offering a meeting, include specific times that you are available. Saying “let me know

when you can meet” can often lead to the meeting never happening

Be authentic - sharing your genuine concern can make a student more comfortable to

respond

Offer support 

Follow up 

If you don’t get a response back within a few days (or whatever your threshold might

be), make a note to follow up with them 

Consult 

Contact CCN 

Discuss with your Department Chair or Associate Dean 

Connect with the Faculty Center 

Refer  

If the student does not respond within the time frame given and their absence impacts

their ability to complete the course, refer to CCN. If the student shared anything

personal causing a barrier to their education, also refer to CCN

Where to Start
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https://www.csusm.edu/ccn/howtorefer/index.html


 

Checking in with a student

 

Have you noticed the student has stopped attending? 

Has their performance or course engagement changed? 

Reach out.

Dear student: 

I am reaching out because I have noticed your recent absence from class. I know

the virtual learning environment makes it challenging to connect, but I wanted to

check-in. If there is anything that you need support with, please let me know. I am

available to connect via email, zoom, or Teams. I want to ensure you can complete

this class, so please be in touch.  

I look forward to hearing from you, 

Faculty   

Dear student: 

I haven’t seen you in class in awhile – everything okay? Please be in touch soon.  

Faculty   

Dear student: 

I’ve been missing your presence in class. Is everything okay on your end? Let me

know if there is anything I can do to support you. 

Faculty

Checking in 
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Have you tried to contact the student without success?

Have they indicated any struggles or barriers to their education?

Refer to Cougar Care Network

 

Dear student: 

First, I want to thank you for sharing this with me. I noticed that you have been a bit

distracted lately, understandably, so it helps to have more context. I would really like to

connect you with some campus resources. We have a Cougar Care Network (CCN)

that provides information, connection to resources, advocacy, and support for students

dealing with personal, academic, financial, or other challenges that may adversely

affect their academic success and/or collegiate experience. Once the referral is made,

you will be receiving an outreach by a CCN team member. This person will offer a

meeting to learn more about what you are experiencing and provide you with resources

to cope with the impacts. Ultimately, I want you to complete my course, so I encourage

you to get the support you need.  

If there is anything I can do, please let me know,

Faculty  

Dear student:

Wow, thank you for trusting me with this information. I am here to support however I

can. I think it is important to connect with the appropriate campus resources to address

what you are experiencing. I want to refer you to Cougar Care Network so someone can

reach out to you and determine how to best support you. Are you open to this?  

I hope to hear from you soon, 

Faculty

Referring a Student 
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https://www.csusm.edu/ccn/howtorefer/index.html


 

Has the student been disruptive in class? 

Are they impacting your ability to teach and/or the other 

students' ability to learn?

Address it early and be specific.

Dear student: 

I am writing to you as a follow up to our most recent class.  As you  know, I needed to

stop class to address your behavior – specifically for writing inappropriate messages in

the chat and  engaging in disruptive behavior during discussions. I know the virtual

classroom can be a challenge – I get it. But, I need your help here. If you have something

going on that I can assist you with, let me know. But I can’t have what happened today

continue. Consider this me making you aware and providing you with a chance to fix your

behavior. Again, if there is anything I can do to support, say the word. I am hopeful that

we can move on from this incident and continue the semester without any further

issues.  

Faculty  

Dear student: 

I want to schedule a time to connect with you about today’s class. I prefer that we

speak before our next class this week. Please confirm that the following date and time

works for you.  

Faculty  

**If the student does not respond to the request to meet, send a detailed email

summarizing the behavior and the impact.  Request that they respond with

understanding and acknowledgment. Include in this email that they will be referred to

the Dean of Students Office if the behavior persists.**

Addressing Disruption 
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Do you sense a student is cheating? 

Do you have evidence to show that a student turned in dishonest work?

Address and Report. 

 

In partnership with Academic Affairs, the Dean of Students Office promotes academic

integrity by administering a fair and educational student conduct process. Per academic

senate resolution and Executive Order 1098, all alleged academic honesty cases need

to be referred to the Dean of Students Office.

Faculty are encouraged to review and become familiar with the steps for addressing

cases of alleged academic dishonesty. Visit the Dean of Students Office website for

tips on approaching the student(s), what information to gather, and how to report.

Reporting Academic Dishonesty

Dear student: 

I want to schedule a time to meet with you about the (recent test, assignment, etc.). I

have reason to believe that you may not have completed this (test, assignment) within

the expectations of the academic honesty policy. I look forward to speaking with you

and hearing your perspective.  

Faculty

Addressing Alleged
Academic Dishonesty 

S t u d e n t  C o m m u n i c a t i o n

https://www.csusm.edu/dos/advocacy/conduct/tpw_presidents_memo_32919_eo_1098_revised.pdf
https://www.csusm.edu/dos/facstres/reportdishonesty.html


If during business hours, you can start by calling Cougar Care Network for consultation at

760-750-4935. Be prepared to share the email/exact language from the student

If outside of business hours, please contact UPD directly at 911 and share the student's

email/exact language. Do not email or submit a referral to CCN without calling first

If you receive an email or communication from a student that implies an immediate threat to

their safety:

Some examples of safety concerns: 

Reference to current suicidal ideation: If a student alludes to past suicidal ideation, it is

helpful to know the context they are sharing (assignment prompt, journal entry, or class

discussion). You can ask them if they are experiencing these thoughts currently.  

Reference to an inability to be alone: "I can’t be alone, I don’t want to do this anymore." 

If you have the ability to, ask for clarity (“what do you mean by 'this'?"). 

Reference to being in an unsafe environment:  "I can’t be home – it’s unsafe" or "I am in an

abusive relationship"

Mandatory Reporting: If the student’s communication gives you a reasonable suspicion that

child abuse has occurred, you are mandated to report. 

If a student discloses anything related to sexual misconduct, domestic/dating violence,

sexual harassment, you must report it. Reports can be made by submitting a CCN referral or

contacting the Title IX office directly. Once you make the mandated report, you can also refer

the student to confidential support through Student Health and Counseling Services. 

Concerns for Safety

S t u d e n t  C o m m u n i c a t i o n

https://www.csusm.edu/lrer/compliance/canra.html#:~:text=The%20policy%20requires%20Mandated%20Reporters,observe%2C%20or%20reasonably%20suspect%20it
https://www.csusm.edu/title9/index.html
https://www.csusm.edu/shcs/advocate/


Cougar Care Network:

CSUSM cares about our students. We believe students should have the information,

resources, and support needed to ensure their personal and academic success. Cougar Care

Network  (CCN) provides information, connection to resources, advocacy, and support for

students dealing with personal, academic, financial, or other challenges that may affect their

academic success and/or collegiate experience. Students can self refer by contacting Cougar

Care Network at (760) 750-7627 or via ccn@csusm.edu. Faculty and Staff are encouraged to

refer students early for support and resources. All referrals are received and reviewed by a

Cougar Care Network team member, who will then connect students to the appropriate

department or resource.

Civility:

The Civility Campaign's mission is to engage CSUSM students, faculty, and staff in learning

opportunities to create a community that navigates social justice issues and multiple

perspectives through self-reflection, care, respect, and empathy acknowledging the culture

and humanity of others. In this class, we will use Civility to discuss classroom

guidelines/expectations and as a framework to talk about current events.

Academic Honesty:

Each student shall maintain academic honesty in the conduct of their studies and other

learning activities at CSUSM. The integrity of this academic institution, and the quality of the

education provided in its degree programs, are based on academic honesty. The maintenance

of academic integrity and quality education is the responsibility of each student within this

university and the California State University system. Cheating and plagiarism in connection

with an academic program at a campus are listed in Section 41301, Title 5, California Code of

Regulations, as an offense for which a student may be expelled, suspended, put on probation,

or given a less severe disciplinary sanction.

*Feel free to use the language listed here or adapt based on your course objectives and expectations. This is not an exhaustive list

of suggested or required syllabus statements (i.e., Title IX, Accessibility Statement, etc.).

Syllabus Suggestions*
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https://www.csusm.edu/ccn/index.html
https://www.csusm.edu/civility/documents/civility-faculty-resources.pdf
https://www.csusm.edu/policies/active/documents/academic_honesty_policy.html


No matter the position one may hold, the role of caring for students has become an

institutional wide commitment and priority. However, one of the most important things

anyone can do is establish healthy boundaries to ensure students are listened to and

referred appropriately when the need arises. 

The following resources have been gathered to assist in establishing healthy

boundaries with students. Remember, boundaries do not indicate a lack of willingness

to listen and support. If anything, it indicates an awareness of the scope of an

individuals' role and the responsibility of referring to appropriate intervention

resources.   

Articles:

Setting Boundaries When It Comes To Students' Emotional Disclosures by Kerry Ann

Rockquemore, Ph.D. (Inside Higher Ed)

What You're Forgetting When You Set Boundaries with Students by Jonathan Higgins |

December 18, 2018 (Presence)

Tips For Maintaining Emotional Boundaries While Teaching by Andrea Eidinger

Campus Resources:

FACES (Faculty Advocacy, Care, Engagement, and Support) 

Employee Assistance Program

Faculty Center

You@CSUSM 

Setting Boundaries
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https://www.insidehighered.com/advice/2015/11/04/setting-boundaries-when-it-comes-students-emotional-disclosures-essay
https://www.presence.io/blog/what-youre-missing-when-you-set-boundaries-with-students/
https://www.universityaffairs.ca/career-advice/careers-cafe/maintaining-emotional-boundaries-while-teaching/
https://www.universityaffairs.ca/career-advice/careers-cafe/maintaining-emotional-boundaries-while-teaching/
https://www.csusm.edu/faces/index.html
https://www.csusm.edu/faces/index.html
https://www.csusm.edu/hr/benefits/other_programs/employee_assistance_program.html
https://www.csusm.edu/fc/index.html
https://www.csusm.edu/shcs/youatcsusm/index.html


Your contact could be the reason a student

stays enrolled, gets connected, or graduates.

Thank you for taking the time to connect with

your students and reminding them of the care

and support that is available to them. 

A thank you...
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