PROFESSOR OFFICE HOURS 101
KNOW OFFICE
HOURS TIMES
Office hours are usually listed on
your course syllabus. If office hours
are not listed, be sure to ask your
instructor if they have office hours
or if they are available by
appointment if you email in
advance. If their original office
hours conflict with your schedule,
most instructors are open to
meeting outside of office hours by
appointment. When emailing to
request an appointment outside of
office hours, be sure to offer a
range of times you would be
available to meet. Instructors may
have busy schedules, and a range of
times makes it easier to ensure that
you can meet at a time that is
convenient for both of your
schedules.

ARRIVE
PREPARED
It is a good idea to come prepared for
office hours. Here are a few suggestions
for preparation:
Decide why you want to attend office hours.
Do you want to introduce yourself to the
instructor and get to know them? Are you
struggling with the course in general? Are
you having a specific problem or need
clarification on an assignment? Do you want
to ask about a recent or upcoming exam?
Based on your reasons for going to office
hours, come up with clear and specific
questions/comments that you would like to
discuss with your instructor. Write these
questions or comments down prior to
attending office hours.
Don't assume the instructor understands the
issue you are having without giving them
enough information. Provide context so that
the instructor can understand what
feedback or assistance you need.
Be sure that you bring any appropriate
course materials with you to office hours.
The instructor may not always have this
material right in front of them, and it can be
difficult to remember an exact problem,
exam question, or paragraph in the text.
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DEVELOP A
POSITIVE
RELATIONSHIP
Developing professional and positive
relationships with instructors is part of
your education. Be aware of how you are
communicating to establish these
relationships. Keep these tips in mind to
have a successful conversation:
Work to develop goodwill and rapport
with the instructor. Recognize that
they have expectations for the course
as well as many students enrolled in
the course.
Be polite when considering your word
choice and your requests. Let the
instructor know what you have
enjoyed in the course and what has
impacted you in a positive way in
addition to anything you struggle with.
Always ask instead of tell your
instructor information. If you would
like to discuss an exam, for instance,
saying "I am not sure I fully
understood this section of the exam.
Could you help me understand what
you meant in this question?" will be
more effective than saying "Your
exam was confusing," or "I don't like
my grade."

