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Meeting with Professors: Tips and Tricks
Plan Ahead

e Know Your Questions: Write down specific questions or topics you want to discuss. This
shows you’ve thought about the material and are prepared. Bonus tip: Try your best to find the
answer to your question before you meet with your professor (look at the syllabus)!

¢ Bring Necessary Materials: Have your textbooks, notes, and any assignments or papers with
you that could be useful in the discussion.

Be On Time

e Respect Their Schedule: Arrive on time for your appointment to show respect for your
professor’s time.

Be Clear and Concise

e Stay Focused: Clearly explain what you need help with. Avoid long, unrelated tangents.
e Be Honest: If you're struggling with the material, say so. Professors appreciate honesty and
are there to help.

Listen Actively

o Take Notes: Write down key points during your conversation. This will help you remember
what was discussed and show that you value their advice.
e Be Honest: If you're struggling even after asking your questions, share this with the professor.

Follow Up

o Clarify if Needed: If something isn’t clear, don’t be afraid to ask for further explanation.
¢ Implement Feedback: Show that you are taking their advice seriously by incorporating it into
your work.
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Be Respectful

e Politeness Matters: Always be polite and respectful. Remember, professors are there to help
you succeed.
e Gratitude: A “thank you” for your professor’s time and assistance goes a long way.

Be Professional

e Email Etiquette: If you need to email your professor, use a clear subject line, be concise, and
use proper grammar and punctuation.

e Follow Office Hour Protocols: If your professor has specific procedures for office hours (e.g.,
sign-up sheets, appointment slots), be sure to follow them.

Stay Engaged

e Show Interest: Demonstrate your interest in the subject by asking insightful questions and
showing enthusiasm.

e Build Rapport: Regularly attending office hours can help build a positive relationship with your
professor, which can be beneficial in the future when considering professional references upon
graduating.

Plan it Out

1. What questions/topics do | want to bring up to my professor?

2. Have | followed the procedure to request an appointment within my professor’s office
hours? Circle YES or NO.

3. Have | set a reminder on my phone or calendar for my appointment day and time? Circle
YES or No.
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