Netiquette 

What is Netiquette?  
Net + Etiquette = Basic guidelines for communicating online in a professional manner.

With the popularity of email and other online sources, one is judged by the written word perhaps now more than ever. When writing to friends and family informal language is fine. When writing in a professional setting, however, certain conventions should be followed. Keep in mind also that one does not have tone of voice and body language to help deliver the message so avoid sarcasm—it may be interpreted as rudeness.

Basic Format for Email:
1) List a specific topic in the subject line followed by a colon and your full name. 
(Ex. Wednesday’s Absence: John Smith)
2) Begin with a formal greeting. (Ex. Greetings, Dear, Good Morning/Afternoon)
3) Start the email with an opening line clarifying the reason for the email (Ex. I have a question about making up the vocabulary test I missed today.)
4) Keep the message brief and professional in tone.
5) Write a closing line. (Ex. Thank you for your time. Do not hesitate to contact me with further questions. I appreciate your help with this matter.)
6) Include a formal closing. (Ex. Sincerely, Regards, Thank you,)
7) Include your full name, class, and period. (Avoid long, pre-written signatures automatically attached to your email as they are often too personal.)
8) Proofread. (Ex. "I" is a first person pronoun which must always be capitalized.)

Things to Avoid:
1) DO NOT WRITE IN ALL CAPS.  It sounds as if you are shouting. Additionally, your computer cannot spell check adequately.  Do not use exclamation points either.
2) Do not use email for things that can or should be discussed in person. (Ex. Requests regarding your teachers/co-workers time. Questions which require yes/no responses.)
3) Do not send or respond to “flames.” (Emotionally charged, angry emails.) This only “fans” the fire. Do not write anything in an email you would not say directly to a person’s face. Remember anything you put down in writing (this pertains primarily to friendships with peers) remains as a permanent recorded memory long after the emotions of a moment pass. Stop and think before hitting send.

4) Do not use abbreviations or slang in an email. It is not a text message.
5) Do not expect instant replies to emails, especially outside of normal business hours. (Ex. Email sent after 2pm on a week day will probably not be seen until the next business day. Email sent on Friday may not be seen until midday Monday.)
6) Do not send forwards or group email to co-workers or other professionals.
7) If your personal email is “hotdancer22@yahoo.com” you should use your school loop account or set up an account with a more professional tone in order to send and receive business/professional emails.


Sample Email:



To: cgutierrez@scusd.net
Subject: Make Up Test: John Smith


Good Morning Mrs. Gutierrez,

	I am returning tomorrow, Tuesday, from a two-day absence from the flu and need to make up the test I will miss today. Would it be possible to stay after school on Thursday to make up this test? I appreciate the opportunity to make up these points.

Thank you,
John Smith
English 10
Period 5


Notice the commas and the capital first-person pronouns.


