	PURPOSE


	SAMPLE E-MAIL

	Sending

Assignments

 to a 

Student
	Hi NAME,

After going over the results of your TABE scores, here are the lessons we're assigning to you first.  We set a tentative due date of December 4th, so let us know if that is do-able for you.

 

Your first assignments are in SkillsTutor. We've given you one assignment in language: Capitalization, and three assignments in math: Using Whole Numbers, Using Decimals, and Using Fractions and Percents.  Be sure to take the pre-tests under each of these headings--then the program will take it from there, assigning further work according to how you do on the pre-tests.

 

All four of these assignments are found under skillstutor.  Just go to www.gedonlineclass.com, and log into blackboard, and then log into skillstutor by clicking on the blue "Assignments" button on the left, and choosing Level 1.  From there it will ask you whether you want to log in to skillstutor.  Use the same log-in ID and password as you used to access the blackboard site.

 

Remember, your log-in name is GEDMCADAMSCE, and your password is GEDMC052688.

 

We know this can be a bit confusing the first few times you log in, so please feel free to call or e-mail us if you have trouble, okay?  We want this to work for you!

 

Sincerely,

(WE ALSO ATTACH THE “STUDENT’S CURRICULUM” DOC to the email.)



	
	Just letting you know that we're back from break and gearing up for Spring term. I see that you've been busy this break; good for you! You aced the "Capitalization" and "Modifiers" quizzes, but had a bit of trouble with "Punctuation," "Pronouns," and "Subject/Verb Agreement." These topics can be confusing, but it's important to know this material for the GED test. Therefore, I'm going to ask you to go back and review the worksheets and practice questions and then retake each of the quizzes at the end of these chapters. I've reset them for you, so you should be able to access them with no problem. If you have any questions about any of this material, please let me know. We've got lots of supplemental material here that I can send you and can also answer any specific questions via email (ged@milescc.edu) or phone: 874-6152.

In the meantime, you're doing a terrific job so keep up the great work!! You will have this stuff mastered in no time at the rate you're going.

	
	Hi NAME,

Welcome to GED Online! I'm attaching a document that contains your first set of assignments. I've assigned these to you based on your TABE scores, but if you find any of them too easy (as you progress through the worksheets for that particular assignment), then go ahead and proceed directly to the quiz. Remember that in order to get credit for an assignment, you need to pass the quiz at the end of the chapter with a score of 80% or better. If you have any questions about any of the material, please be sure to let me know and I'll be happy to help you. Likewise, if you have any questions about navigating through the online classroom, again just let me know.

Good luck to you, NAME, and I'll look forward to hearing from you.



	Bugging 

the Student 

to work

Bugging 

the Student 

to work

(cont.)


	Hi NAME,
 

I notice that you haven't been online since April 7th, so I'm resending your assignments and am extending your due date until 4/30. Will this give you enough time to complete them? I know that you're in the midst of a move, so let me know if you need a bit more time to get this work done.
 

In the meantime, let's get working again and knock off these assignments, so we can get you ready to take the GED test and you can go on to bigger and better things with your life, okay?
 

As always, please let me know if you have any questions or need anything. Remember, too, that you're always welcome to come into the Center during business hours to work here or to access additional materials.
 

Email me at your earliest convenience to let me know what you're doing, okay? Remember that you have to log on at least once a week to remain eligible for the program.
 

Thanks,


	
	HI NAME,

I just wanted to follow up with you to see how you were doing on your new assignments and to ask whether or not you have questions for me or needed any help. I know that you came into the Center to work with her on some of your English assignments and that she sent you home with some work to do in math. How are these coming along? Would it be helpful to come back into the Center to work or are you fine working on your computer at home?

Let me know, ---, and remember that you have a quantity of resources at your disposal, okay? It's just a matter of finding the ones that work best for you and your schedule!



	
	Hi NAME,


You missed your 4/15 deadline for completing these assignments, so I'm going to try one more time. I'm reattaching your assignments and extending your deadline until 5/1. Your username & password are listed correctly on top of the assignment page, and I'll also attach the Userguide with the site URL and complete instructions for accessing both the site and the assignments.

 I appreciate the honesty you've expressed in the past with regard to your lack of motivation for doing the work, but if you recall, you followed this up by promising to work now and in the future. I can only provide you with the tools for gaining your GED, but you have to have the desire and will power to follow through or it's just not going to work. 



	
	NAME,

 

I tried calling you again, but your phone would not take a message.  I just wanted to encourage you to log on to GED Online by next week or we will have to remove you from the online part.  Our "seats" are limited and the whole state has access to GED Online now.  If you're having any trouble logging in, come on in and we'll help you.  Also, if you just want to come in and work here, we're happy to help you with math.

 

Thanks,

 



	
	Hi NAME,

I notice that you haven't gone online yet, so I'm just checking in with you to make sure that you're not having issues with your password or getting into the site. I'm also attaching your assignments herewith in case you need them. Please either get back to me with any questions or problems or log on to the site and begin working so we can keep you on track and progressing.

Thanks,




	
	Hi  NAME,

 

GED Online "seats" have been opened up to the entire state now and we are getting pressure to remove students who don't log in consistently or who haven't worked online recently.  Since you haven't been in since this Fall, we are wondering if it's okay to remove you from GED Online at this time with the understanding that when you're able to work we can re-enroll you.  Please let us know what your plans are for GED preparation and we'll be happy to help you.  



	
	Hi Sierra,

We're back from break and gearing up for spring term! After checking your progress online, I see that you haven't completed any assignments online since December 7th. Therefore, I'm writing to encourage you to continue working or to get in touch with us if you have any questions about the assignments, the material, or are having any technical difficulties accessing the site, etc. 

Although this is a self-paced program, it's important to stick to a schedule and get the work done in order to ready yourself for the official GED test. If you're having a hard time staying focused and on track, I'd be more than happy to help you set deadlines and/or a schedule to keep you on track. Also remember that the online modules are not your only option for test preparation: you are also more than welcome to come into the Center to work or check out books and other materials to help you prepare or even come here to work online (or do a mix of all three). 

If there's anything that we can do to help you achieve your goals, please let us know. Otherwise, we'll expect to see you working online within the next few days.

Sincerely,

	General Encouragement
	Wow!  You really did well on those two Geometry quizzes, NAME!
 Keep up the good work and let us know if you have any questions.

 

	
	Hi, NAME,

 

Good work on your percent quizzes!  I wanted to let you know we'll be closed Dec. 16-Jan. 13.  Are you interested in coming in before then to do some practice tests to see where you're at?  We're open every day from 8-4 except Friday 8-12 noon.  We are also open two evenings Tuesday and Wednesday evenings 6-8 p.m.



	
	NAME,

Great job on the _________ quiz---90%!  Keep up the good work and you'll get this accomplished soon!


	
	I was happy to see you in GED Online!  I just want to encourage you to continue to get online regularly as we have limited "seats" and they have been opened up to the whole state.  We have to remove anyone who is not logging in and working consistently or has not been in touch with us.  

 

So keep up the good work and let us know if you have any problems.  Feel free to come in to work with us here, too.



	Center Closures 
& Holiday Schedule Updates
	We are going to be closed from December 16 until January 14, but you can continue to work online during that time, if you wish.  We won't be able to answer phone messages, but we will be checking our e-mail from time to time during the break.  If you have any problems or need any help, please let us know and we'll get back to you as soon as we can.
 

Have a wonderful Christmas!


	SKILLSTUTOR:
REMINDER TO DO THE ASSIGNMENTS AFTER TAKING THE PRETEST 

(NOTE: This is a very common problem with new students)
	-----,
You're doing well on the pretests in Skills Tutor, but once you've completed the pretests you'll see that you've been given assignments underneath the pretests that you need to complete.  Please do those before you go on to any other pretests.  
 

If you have any questions, please call us at 874-6152 or email us at GED@milescc.edu.



