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How to use this planner: Work through it with your student, or hand it to them and

let them do it on their own. Both approaches work. The goal is to identify the actual
root cause before fall starts — not just "I need to study more."
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Root Cause Diagnostic
Honest answers here are more valuable than impressive ones. Check the categories

that applied last semester, then write one specific example for each checked
category.

TIME MANAGEMENT

I consistently missed or ignored
due dates

I started assignments the night

before (or the morning of)

I didn't have a consistent weekly

schedule

I underestimated how long work

would take

One specific example from last semester:

COURSE DIFFICULTY

The material was genuinely harder
than expected

I needed help but didn't ask for it

I avoided office hours or tutoring

Prerequisites weren't strong
enough

One specific example from last semester:

MAJOR/SUBJECT FIT

I didn't find the subject interesting

I'm not sure my major is the right

one

I was taking courses to please

someone else

I have no clear goal connected to

my coursework

One specific example from last semester:

SOCIAL AND TRANSITION FACTORS

Homesickness or emotional stress
affected my focus

Social life or friendships were a
distraction

A relationship issue consumed
significant energy

I had trouble fitting in or feeling like
I belonged

One specific example from last semester:



MENTAL HEALTH AND SLEEP

I had difficulty sleeping consistently

Anxiety or depression affected my
ability to focus

I didn't access mental health
support when I needed it

I was burned out for weeks at a
time

One specific example from last semester:

TECHNOLOGY AND DISTRACTION

Phone use significantly cut into

study time

Gaming, streaming, or social media

were persistent

I couldn't maintain focus for more

than 20–30 minutes

I studied with distractions present

most of the time

One specific example from last semester:

My top 1–2 root causes going into fall:

What one concrete change would address each root cause before the semester starts?
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Professor Email Templates
These emails open conversations about grades, incomplete options, and course

appeals. Your student sends them — not you. Fill in the brackets before sending.
Read the whole email to make sure every claim is true and documentable before

hitting send.

Template A Failed or Near-Failed Course

Subject: Following Up on Spring Semester —

 [Course

Name and
Section] 

Dear Professor  [Name]  ,

I am writing to follow up on my performance in  [course name]  this past semester. I

am aware that my final grade of  [grade]   was below the level I'm capable of,

and I want to take responsibility for that directly.

I've spent time reflecting on what went wrong, and I believe the main factors were

 [1–2 honest, specific reasons — not excuses] . I have a plan to address both of those

before fall.

I have two questions I would appreciate your input on: First, is there any possibility of

an Incomplete or grade appeal given the circumstances? Second, if you have any

advice about how to approach this material differently if I retake the course, I would

genuinely welcome it.

I'm not expecting any special accommodation — I just want to make sure I've made a

direct effort to address this, and I appreciate any guidance you're willing to offer.

Thank you for your time.

 [Student name] 

 [Student ID] 

Template B D Grade Affecting Major Requirements

Subject: Advising Question —

 [Course
Name] 

and Major Requirements



Dear Professor  [Name]  ,

I received a D in  [course name]  this semester, and I understand this grade may not

satisfy the minimum for my  [major/program name]  requirements. I would like to

understand my options before I meet with my academic advisor.

Specifically, I want to know whether you would consider a late withdrawal or grade

appeal based on

 [brief, factual description of any extenuating circumstances — if none, skip this and say

"the circumstances of the semester"] 

, and whether there's a recommended pathway for students in my situation who

intend to retake the course.

I understand if neither option is available — I mainly want to make sure I'm

approaching this correctly. Thank you.

 [Student name] 

 [Student ID] 

Template C Course Withdrawn Mid-Semester

Subject: Following Up on Withdrawal from

 [Course
Name] 

Dear Professor  [Name]  ,

I withdrew from your  [course name]  course this semester and wanted to follow up

directly rather than simply move on. The withdrawal was due to

 [brief, honest explanation] , and I'm planning to retake the course in  [semester]  .

If you have any specific recommendations for how I could prepare differently, or

resources you'd suggest I review over the summer, I would really appreciate

knowing. I take the material seriously and want to approach it better next time.

Thank you for your time and for the instruction I did receive this semester.

 [Student name] 
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Academic Advisor Meeting Prep Guide
This prep sheet is for your student to complete before meeting with their academic

advisor. A prepared student gets a better advising session. These are the questions
and documents that matter.

Before the Meeting: Pull These from the Student Portal

Current unofficial transcript (all semesters)

Degree audit or academic progress report (shows what's still needed to graduate)

Current academic standing notice (probation letter if applicable)

Financial aid status (academic standing can affect aid eligibility)

Any correspondence with professors about grade appeals or incompletes

Signed FERPA release (if including parent in the conversation)

Questions to Ask the Advisor

ABOUT GRADES AND STANDING

What is my current academic standing, and exactly what GPA do I need to reach by
the end of next semester to remain in good standing?

Are any of my failing or low grades eligible for a late withdrawal, grade forgiveness, or

academic renewal policy?

If I retake a course I failed, does both grades appear on my transcript, or does the
new grade replace the old one?

ABOUT THE FALL PLAN

Given my current standing, what course load do you recommend for fall? Should I
take fewer credits?

Are there academic support resources (tutoring center, supplemental instruction,
writing center) you'd specifically recommend given my situation?

Do I need to complete any additional requirements or meet with any other offices

(Dean of Students, financial aid) before fall registration is finalized?

ABOUT MAJOR AND TRAJECTORY

Am I still on track to graduate in four years, or has my situation changed that

timeline?

If my major isn't working for me, what's the process for exploring other options or
switching?

Who else should I speak with before fall — career services, counseling center,
financial aid?



Notes from the Meeting

Write down concrete next steps here so neither you nor your student forgets:
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Weekly Study Schedule Template
Time-blocking works because it turns "I'll study later" into a specific commitment. Fill

this in for the first week of fall before classes start, then adjust as real schedules
become clear. Use the color key below.

Deep focus / homework Review / spaced practice Class / non-negotiable

Time Mon Tue Wed Thu Fri Sat Sun

8–9 am

9–10 am

10–11 am

11–12 pm

12–1 pm

1–2 pm

2–3 pm

3–4 pm

4–5 pm

5–6 pm

7–8 pm

8–9 pm

9–10 pm

Habit Audit: What broke down last semester?

I didn't review material within 24 hours of class (this is where most retention is lost)

I re-read notes instead of testing myself (re-reading feels productive but doesn't

build memory)

I studied in the same place I slept or relaxed (no mental separation between rest and

work)

I pulled all-nighters before exams instead of reviewing across multiple days

The one study habit change I'm committing to for fall:
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