Netiquette Guide for Online Courses
It is important to recognize that the online classroom is in fact a classroom, and certain behaviors are expected when you communicate with both your peers and instructors. These guidelines for online behavior and interaction are known as netiquette.
Security

Remember that your password is the only thing protecting you from pranks or more serious harm.
· Keep your passwords confidential; do not share them with anyone.
· Change your password regularly and immediately if you suspect it has been compromised.
· Always logout from your accounts when you have finished using the system to protect your information.

Inclusivity and Accessibility

· Inclusive Language:
· Use inclusive language that respects all participants’ backgrounds and experiences.
· Accessibility Considerations:
· Ensure that your contributions are accessible to all participants, taking into account varied technological capabilities and potential disabilities.
· Supportive Environment:
· Create a supportive online community where all students feel valued and heard.

General Guidelines

When communicating online, you should always:
· Treat your instructor(s) with respect in any communication.
· Always use your professors’ proper title: Dr. or Prof., or if you in doubt use Mr. or Ms.
· Unless specifically invited, don’t refer to them by first name.
· Use clear and concise language.
· Remember that all college level communication should have correct spelling and grammar.
· Avoid slang terms such as “wassup?” and texting abbreviations such as “u” instead of “you.”
· Use standard fonts such as Times New Roman and use a size 12- or 14-point font.
· Avoid using the caps lock feature AS IT CAN BE INTERPRETTED AS YELLING.
· Limit and possibly avoid the use of emoticons like :) or J.
· Be cautious when using humor or sarcasm as tone is sometimes lost in an email or discussion post and your message might be taken seriously or offensive.
· Be careful with personal or confidential information (both yours or other’s).
· Search first, then ask. Review the syllabus, course content, and assignment instructions prior to sending an email. Consider reaching out to a classmate or TA. 

Email Netiquette

When you send an email to your instructor, teaching assistant, or classmates, you should:
· Use clear and descriptive subject lines to convey the purpose of your email effectively. For example, "Question about Assignment 3" is more effective than "Hello."
· Include course name at the beginning of your subject such as, “ABC1234: Question about Assignment 3”. 
· Be brief and to the point. Respect the recipient's time by keeping your email concise.
· Avoid attachments unless you are sure your recipients can open them.
· Avoid HTML in favor of plain text.
· Sign your message with your name and return e-mail address.
· Think before you send the e-mail to more than one person.  Does everyone really need to see your message?
· Be sure you REALLY want everyone to receive your response when you click, “Reply All.”
· Be sure that the message author intended for the information to be passed along before you click the “forward” button.
· Use polite expressions such as “please” and “thank you” when making requests or conveying appreciation.
· Aim to reply to emails within 24 hours to promote efficient communication and collaboration.

Discussion Board Netiquette and Guidelines

When posting on the Discussion Board in your online class, you should:

1. Pre-Posting:
· Before posting a question, check if it has already been asked and answered.
2. Open-Mindedness:
· Approach discussions with an open mindset and be willing to consider differing perspectives.
3. Constructive Feedback:
· Provide constructive and respectful feedback. Avoid criticisms that can be interpreted as aggressive or disrespectful.
4. Citation:
· Always give proper credit when referencing or quoting another source. Refer to your institution's citation guidelines or resources like the Purdue Online Writing Lab (OWL).
5. Thoroughness and Brevity:
· Be thorough yet concise. Make posts that are on topic and within the scope of the course material while avoiding overly lengthy responses.
6. Originality:
· Avoid short, generic replies such as, “I agree.” Explain why you agree or add to the previous point. If repeating someone else’s post, ensure you are adding something new to the discussion.
7. When posting:	Comment by Jordi,John Michael: A few of these are also mentioned above, do we need to remove them?
· Make posts that are on topic and within the scope of the course material.
· Be sure to read all messages in a thread before replying.
· Take your posts seriously. Review and edit your posts before sending.
· If you refer to something that was said in an earlier post, quote a few key lines so reader do not have go back and figure out which post you are referring to.
· Always give proper credit when referencing or quoting another source.
· If you reply to a classmate’s question make sure your answer is correct, don’t guess.
8. Always be respectful of others’ opinions even when they differ from your own.
· When you disagree with someone, you should express your differing opinion in a respectful, non-critical way.
· Do not make personal or insulting remarks.
· Do not write anything sarcastic or angry, it always backfires.
· Do not type in ALL CAPS, if you do IT WILL LOOK LIKE YOU ARE YELLING.


Zoom Etiquette
When attending a Zoom class or meeting, you should:
· Not share your Zoom classroom link or password with others.
· Even though you may be alone at home your professor and classmates can see you! While attending class in your pajamas is tempting, remember to dress appropriately.
· Your professor and classmates can also see what is behind you, so be aware of your surroundings. Make sure the background is not distracting or something you would not want your classmates to see.
· When in doubt use a virtual background. 
· If you choose to use one, you should test the background out first to make sure your device can support it. 
· Your background can express your personality, but be sure to avoid using backgrounds that may contain offensive images and language.
· Mute is your friend, especially when you are in a location that can be noisy. Don’t leave your microphone open if you don’t have to.
· If you want to speak, you can raise your hand (click the “raise hand” button at the center bottom of your screen) and wait to be called upon.
· Stay attentive and refrain from multitasking during live sessions. For rule clarification, refer to guidelines from your institution, like Harvard’s Guidelines for Online Learning.


Social Media and Informal Platforms
Professionalism:
· Maintain a level of professionalism even on informal platforms when interacting with classmates and instructors.
Appropriate Content:
· Share content relevant to the course and avoid off-topic, sensitive, or controversial postings unless they pertain directly to the course material.
Reference Materials and Additional Reading
For a deeper understanding of online netiquette and comprehensive guides, consider these resources:
· Purdue Online Writing Lab (OWL): Writing Lab Resources
· Harvard’s Guidelines for Online Learning: Online Learning Guidelines
· University of Florida's Netiquette Guide for Online Courses
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