Subject line: [Course code]: Consideration for a time zone accommodation
Dear [if this is for your professor, use Professor [last name]; if this is for your tutorial leader, use their first name only],
I hope you’re well.
My name is [full name], and I am a student in [course code, section]. I currently live in [insert country], and I am trying to attend your live [lectures/tutorials] and fully participate in the course. Unfortunately, I experience the timing of your live [lectures/tutorials] on [day of the week] at [Toronto time] in my own time zone as [day of the week] at [your local time].
[Insert your actual request: You can request alternative arrangements to completing course work or participating in the course, that would allow you to do your course work during daytime hours where you are living.]
Thank you for taking the time to read my request. I hope you will consider it. It would mean a lot to me. If you need more details from me, I would be happy to make an appointment to discuss this further.
Sincerely,
[First name]
[Student number]
 

