Warm Hand Off

Script Guide

Offering to Connect the Student to Support

Hi Student’s Name, | want to make sure you’re getting the right support to help
with [specific issue, e.g., academic challenges, stress, financial concerns]. | think
connecting you with [Office/Person’s Name] could be really helpful—they

specialize in this area and are great at what they do.
*asterisk ask for student's permission before sharing their situation with others through email introduction

In Person Warm Hand Off
S

“How about | walk you over (Office/Person’s Name) so | can introduce
you? That way, you'll know exactly where to go and who to talk to.”

Phone

“How about I call (Office/Person’s Name) and see if they are available to
chat with us now?

Virtual Via Email

Hi [Student’s Name],
I wanted to follow up with you about a resource that | believe could help with your

[specific concern]. I'd like to introduce you to [Name of Resource/Person].

You can schedule a meeting with [Resource Name] using this link: [Insert Link to
Schedule]. I've also copied [Contact Person’s Name] on this email, so feel free to
reach out to [them/her/him] directly if you have any questions.
Let me know how else | can support you!

Best,

[Your Name]
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