


The Art Of Email

Effective communication with students and parents is 
absolutely  essential to piano teaching success. Back before 
the days of email, face-to-face communication with piano 
parents made things simpler  than than they  are in  today’s 
digital world where email, facebook, and text messaging rule.

And while digital communication makes keeping in touch a 
piece of cake, it  also opens the door to possible 
misinterpretations of the written word.

So, in today’s resource, we are sharing with you 12 important 
emails that we use to address various issues in the day-to-
day operation of our music school.

While the following emails are personalized to our studio, 
feel free to use their structure as a basic template for your 
own communication.

These emails were not created all “willy-nilly” but have been 
revised and refined over the years for  maximum 
effectiveness.

Enjoy,

Andrea and Trevor



The “Close The Deal” Email

Hi Janet,

Thank you  so much for your  inquiry into lessons!  I’m  really  looking 
forward to meeting  your children.  I hope your move from Nova Scotia 
went well  – my husband and I were there about 5 years ago and we 
thought it was just beautiful!  Were you living  close to Liverpool? So 
pretty!

I do have a  few spaces left in  my schedule.  In  fact, I could coordinate 
your 3 kids  back-to-back to make life easier  for you  so you’d just have to 
come out the studio once a week!  The spot is Thursdays at 4:15-5:45  (30 
minutes each).  Let me know if  this works for you or  if you’d like to hear 
of alternate possibilities.  Once we settle on a time I can send you  more 
detailed information on my studio.

We’re really excited about this  year  of lessons at the studio.  Our  focus  is 
on creating  relevant lessons that are motivating  and enjoyable.  At age 12, 
your son will really appreciate our ability to make the piano “cool”.
 
This is a  really  busy time for registrations for me so if that Thursday time 
works for you  let me know right  away  and I can  “scoop it”  for  you.  Just 
pop me an email back to let me know.

Thanks so much,
Andrea



The “Start of a New Year” Email

Hi Deborah,

This email contains your family's personal  start-up information (please 
see pdf attached).

Your lessons begin on:   Thursday, September 5
Your lesson time is:  4:15 Thursdays

We are really excited for you to get to know our teaching staff this year!  
You can click on this link to see pictures and read more about the 
teachers at the studio this year.  I don't think I've ever been more thrilled 
about the wonderful people we have for our students to meet this year!

Two important reminders are 1) to like us on Facebook to be up to date 
with studio info and 2) please read both the attachment sent to you 2 
days ago, as well as the one accompanying this email.

Any questions let me know.

Enjoy the rest of summer!
Andrea



The “Don’t Forget We Need To Get Paid” Email

Hi everyone,

Just a quick reminder that, if you are receiving this email, we didn't 
receive your lesson fees at your child's first lesson this week.  Can you 
check your child's music  bag or binder to be sure they weren't left or 
missed by accident?

We are open Thursday and Friday this week from 2:45-7:45 and all of the 
teachers know where to put the cheques if you knock on any studio door.  
At the very latest you can bring the cheques to lessons next week.  Your 
bank can print temporary cheques on the spot if you don't have any on 
hand.

If you need me to re-send your invoice information just let me know.

Thank you so much!  
Andrea



The “Thanks For Coming Back” Email

Hello!

This email confirms that we have received your re-registration for music 
lessons in the fall. We're really excited to get to spend another year with 
your child (or with you!) and we're very thankful for your support of our 
studio.

I will  be in touch in the summer to discuss scheduling.  If you will be 
away at the end of July/beginning of August, please let me know how 
best to reach you so we can connect when needed.

In the meantime, be sure to "like" us on Facebook to stay up to date with 
the studio and, if you're interested in summer piano lessons, please reply 
to this message.

Thanks again!  We feel so fortunate to have the opportunity to get to 
know your family and to share music with you each and every week!

Andrea



The “Hey!… You Comin’ Back?” Email

Hi Everyone!  Hope you had a lovely weekend :)

This is just a final  reminder about re-registration - we are currently still 
holding your timeslot(s) for the fall as we haven't heard otherwise.  If 
you'd like us to keep a space for you, just reply to this email to let me 
know.  

If you aren't able to return and won’t be needing the timeslot, could you 
let me know? We begin new registrations next week so it's helpful  to 
know either way.

Thanks so much! 
Andrea



The “Christmas Time’s A Coming” Email

Hi Everyone!

We have booked our Winter Recital dates - so I wanted to share them 
with you so you could add it to your busy December calendar.

Our Recitals will  be held on Sunday, December 15th.  We will  have 3 
recitals that day, and you will be sent your personal  recital  time once we 
have collected all of the RSVP's from everyone. Replying "yes" means 
you are available that afternoon to be placed into a recital.
  
Our Winter Recital  is a relaxed celebration of everything your child has 
learned since September!  It's a mixture of singing, piano, fiddle and 
guitar music in the beautiful setting of Sylvan United Church. Please see 
the FAQ's below if you need to.

Can you please reply to this email as soon as possible letting us 
know if your child(ren) would like to participate?  

The sooner we receive replies from everyone (please reply even if you 
can't attend) then the sooner we can give out recital times so everyone 
can be organized.  Please note that we split students into different times 
based on instruments, teachers etc. so time requests are difficult to 
accommodate.  The deadline to RSVP is Monday, November 18th to be 
included in the recital.

 continued on next page



My child just started in September, are they invited?

Absolutely, yes!  If they are a young student they will be a part of our 
smaller recital.  If they are older, then they will be welcome to perform 
along with all  of the other children who also just started this fall as well as 
kids who have been in lessons for years.  It's a great mix of levels and 
ages, and "newbies" find it inspiring! 

Can we bring the family?

This venue is slightly smaller than other ones we have used, however we 
do have space for students to bring 4 - 5 guests with them.

What will my child be performing?

Our teachers have already started working with your child to make some 
decisions and work on recital selections.  Speak with your child's teacher 
if you are unsure of what they will be performing.

I have more than one child in lessons - will they be together?

Absolutely - we always pair siblings together.  

 Thanks in advance,
 Andrea



The “Waiting For a Recital Response” Email

Hi Everyone

Just a quick reminder to please let us know if your child will  or will  not be 
able to attend the Winter Recital on Tuesday, December 10th at 6:00pm.  

We really appreciate you letting us know even if your child cannot attend 
as we will  continue to try to be in touch until  we hear either way - we hate 
to think we may leave someone out who wants to participate!  Even if 
you have spoken directly to your child's teacher we really appreciate 
having all responses come through "the office" so we can have an 
accurate list.

Thanks so much,
Andrea 



The “Year’s Coming To a Close” Email

Hi Everyone,

This email contains several important pieces of information...

1.  End of Year Recital Information:  It's that time of year again!... the 
time of year when we get to sit back and watch your amazing children in 
action :)  Our end-of-year recital info is below.  Please RSVP (either yes 
or no please) before May 15th by replying to this email.  

Saturday, June 8th at the United Church - fiddle, guitar, piano, singing
Monday, June 10th at the United Church - piano, singing students

We will hold 3 recitals on June 8th with times to be decided depending 
on numbers. We place students in recitals depending on teacher 
availability and lesson-type and will email you the weekend of May 
18th with your child(ren)'s time.  

2.  Re-registration for September:  Re-registration will  take place the 
week of May 27th when your child will  be coming home with a re-
registration package for the 2013/14 school year.  Please return the form 
before the re-registration deadline of June 8th.  

Thanks everyone!  Happy Mothers day to all the lovely moms :)

Andrea



The “Recital Time Confirmation” Email

Hello Lovely and Talented Recital Participants!

This email confirms your recital  time for Saturday, June 8th.  Unless you 
have arranged otherwise, all siblings are in the same recital time.

Your recital time is 1:00 at Sylvan United Church.  We're thrilled to 
once again be at this location with it's beautiful  setting and uber-
gorgeous baby grand piano!

Please make sure to bring your music with you (even if memorized).  As 
any big gathering is a chance to do some good, we will  be collecting 
donations for our local  food bank if you'd like to contribute a non-
perishable item.

Teachers are working hard to help prepare students for the big day - 
parents can help by encouraging regular home practice and by providing 
an attentive and supportive home audience :)

Thank you!
Andrea



The “Summer Scheduling” Email

Hi Theresa,

Hope you're having a lovely summer!  Doesn't this weather make you 
feel like a kid again?!  I've even been tempted to head out and hit the 
Slip and Slide :)...

I've started scheduling for the upcoming school  year and wanted to be in 
touch with a time for Sophia's lessons.  I have a choice for you (as of 
tonight) of the following times.  Let me know what might work for you:

Mondays  at 3:45
Tuesdays  at 3:45 or 5:15
Wednesdays  at 4:15 or 4:45
Thursdays  at 5:45

Scheduling is a real "Tetris Puzzle" and each and every piece depends 
on the next... so I very much appreciate you letting me know as soon as 
you can that this works for you.  Several other people have this same list 
so if one works better than the rest be sure to let me know so I can 
scoop it for you :)

Thanks so much!  
Andrea



So… A Parent Emails and Says Something Like This

He’s wavering as to whether or not he  wants to  continue  with piano 
next year. He  says he  likes it but he’s not sure  he  wants to continue. 
Until now it’s totally been up to them wanting to do it or not. I  don’t 
want to push them to do it because I  don’t want it to become a negative 
thing when he’s doing so well and has so much potential! It would be 
such a shame  for him to stop and lose  all of what he’s  learned so far! 
Any advice  to help me “convince  him”  to keep playing without forcing 
him (which I could but I really want him to want to)?

Hi ____________,

I’m happy  to help you out! Obviously my  opinion is slightly biased!… and 
only you know what’s  truly  best for your _________, but because we 
really  care about ___________ and because he is  quite talented here’s 
my two cents…

In  my  many years of  teaching piano I can  tell  you  that it  is completely 
normal  for kids to go through peaks and valleys in  terms of 
their motivation on the piano. One of the wonderful  things about 
learning  an instrument is that it requires  long-term  commitment. It’s not 
an activity  that you  do short-term, gain  an easily-learned skill and then 
move on. It requires months and years  of  “stickwithitness” to get real 
results.

Because kids aren’t often  exposed to these kinds of activities, it’s  an 
experience that is (unfortunately!) new to them. It’s easy  to quit piano 
because it’s easy to not have to put work into something. At 
__________’s  age it’s  almost impossible for  him to think long-term 
about how he may actually  want to be able to play the piano later  in  life. 
Kids  think in the here and now, and it can be difficult to truly decipher 
exactly  what it  is that is causing their “valley” in motivation  at that 
particular moment.
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Piano lessons are also one of the only extra curricular activities that 
require children  to take responsibility  on their  own  at home. With  sports 
you can  show up and practice or play  a  game. Piano is different in 
that  it requires a  sense of  self-discipline, and it can be hard for 
kids to see the benefits this (of which there are many).

I can tell you with 100% honesty that I have never ever met  someone who 
said “I’m sure glad my mom let me  quit piano lessons.”  In fact, I hear the 
opposite from people constantly!

I admire your desire to not make this  a dreaded activity, because music 
should ultimately be an  expression  of joy. My  studio’s focus is  on  creating 
opportunities  for piano to be as fun  as  it  can  possibly  be. However, as 
with  learning any new skill  there are times when  what we are learning  is 
more difficult. I’m a true believer  in  the idea  that feelings  of self-esteem 
and confidence come from conquering difficulties and reaching  goals. If 
we let children quit  when things get difficult, then they  lose those 
opportunities  to prove that they  can work through  an  obstacle and come 
out on the other side better than they were before. If we leave the 
decisions  up to them  all  the time their  “kid-ness” takes over  and they 
choose the easy  route because that’s what feels good in the moment. We 
as parents don’t know if they  actually  chose to stop for  reasons that might 
otherwise be easily  remedied (ie. it’s the end of  the year and they’re 
getting a bit burnt out with school and other activities)
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Sorry for the long-winded response.  Involving children in music is 
something I’m  very passionate about as I have seen first-hand the social, 
emotional, and academic benefits  that playing the piano brings… which is 
really  the main  reason  I run  my  music studio (and even started it in  the 
first  place). When we see a student like __________ with heaps of 
potential, it’s sad to see them turn  away  from  that, and I’d love to help 
him get excited about the piano again in any way I can.

If you have any other questions at all I’m happy to answer them.

Talk to you soon,

Piano Teacher


