Personal Tutor out of office template – please adapt as appropriate.

Thank you for your email.

Please note that this email account is monitored [include times/days/alternative department contacts where appropriate] [Include some information about how long it is likely to be before the emailer receives a response]

eg: Please note that this email account is monitored during 9.00am and 5.00pm UK time, Monday to Fridays. 
And/or
Please note that my usual working days are Tuesday to Thursday 10am to 4pm during which I will aim to respond to emails within a couple of days.  Please contact resource@warwick.ac.uk for a response outside of these times.   

If you are a student and you need support with a wellbeing-related issue, please see Wellbeing & Student Support. 

For staff, you may wish to use the Employee Assistance Programme which is available 24/7.
 
For urgent or emergency support, please see Emergency contacts (warwick.ac.uk)

