
How to Email your Teachers 

As we move into a distance learning format, it will become important for students to 

communicate with their teachers using email. Here are a few tips to keep in mind! 

Parts of an Email 

 

Good Example of an email to a teacher 

 

Begin typing your teacher’s last name here… 

their name will likely pop up. If not, check 

the Lockport school Website for teacher 

email addresses 

Include a few words here to let the recipient know what your message is about 

Body of your message 

1. Include a greeting and the 

Teacher’s Name (Mr. Smith 

or Ms. Harris)  

2. Write your message or 

question 

3. Sign off and include your 

name 

 

Body of your message 



What to Avoid 

• Text Talk like C U L8er 

• WRITING IN ALL CAPS THE ENTIRE MESSAGE! 

• Writing your entire message in the subject line 

• Addressing your teacher with anything other than their “teacher” 

name ex) Mrs. Fillion or Mr. Trudel 

Avoid 

 

 


