
NETIQUETTE GUIDE FOR ONLINE COURSES
It is im portan t to  recognize th a t the  same com m unication expectations apply to  residential and online 
classrooms. High standards are expected w hen you com m unicate  w ith  instructors and classmates.

SECURITY

Remember th a t your password fo r  your s tudent account is the  only th ing  p ro tecting  you from  iden tity  
th e ft  and o the r problems.

•  Do no t share your password w ith  anyone.
•  Change your password if you th in k  someone else m ight know  it.

•  Always log ou t when you are fin ished using the  system.

C O M M U N I T Y  GUIDELINES

•  Be respectful and kind in all com m unications to  faculty, advisors, and your fe llo w  students. The 
fo llo w in g  artic le  can be helpful in considering how you com m unicate  in a university setting  like 
ours: h ttps ://w w w .ins ideh ighe red .com /v iew s/2015 /04 /16 /adv ice -s tuden ts-so -thev-don t-sound- 
sillv-emails-essav

•  Assume your professors and advisors have your best in te rest in m ind and w ill w o rk  w ith in  the  
bounds o f w ha t is appropria te  and possible to  help you.

•  Avoid devolving to  th e  use o f snarky, exaggerated, o r expletive language if you become 
frus tra ted . Related to  sub-optim um  com m unication, please also take tim e  to  read th e  UF Code 
o f Conduct: h ttps ://sccr.dso .u fl.edu /po lic ies /s tuden t-hono r-code -s tuden t-conduct-code /

OTHER GUIDELINES

W hen com m unicating in an online fo rm a t, you should:
•  Unless o therw ise  directed, always use your professor's p roper t it le : Dr. or Prof., o r if in doub t 

use M r. or Ms.
•  Use clear and concise language.
•  Remember th a t all college-level com m unication should have correct spelling and gram m ar (this 

includes discussion boards).
•  Avoid slang te rm s such as "wassup?" and tex ting  abbreviations such as "u " instead o f "you ."
•  Use standard fon ts  such as Ariel, Calibri o r Times New Roman and use a size 10 or 12 pt. fon t.
•  Avoid using the  caps lock fea tu re  AS IT CAN BE INTERPRETED AS YELLING AND RUDE.
•  Consider if the  use o f em oticons like :) o r ©  is appropriate .

•  Be cautious when using hum or o r sarcasm as the  to ne  is sometim es lost in an email o r 
discussion post and you may inadverten tly  com m unicate  the  w rong  message.

•  Be careful and confidentia l w ith  personal in fo rm a tion  (especially o ther's) in emails and 
discussion posts.

EMAIL NETIQUETTE

W hen you send an email to  your ins tructo r, teaching assistant, o r classmates, you should:
•  Use a descrip tive subject line.

•  Be clear and concise.
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•  Avoid attachm ents unless you are sure your recip ients can open them .
•  Avoid unnecessary te x t decoration in email and HTML in favo r o f plain text.
•  Sign your message w ith  your name and re tu rn  e-m ail address.
•  Think before  you send th e  e-m ail to  m ore than one person. Does everyone really need to  see 

your message?
•  Be sure you REALLY w an t everyone to  receive your response w hen you click, "rep ly  a ll."
•  Be sure any email you fo rw ard  was intended to  be passed along.
•  It is always a good practice to  m ainta in  a respectful and professional tone.
•  Consider the  use o f BCC fo r  p ro tecting  th e  privacy o f email addresses o f recipients w ho do not 

know  one another.

MESSAGE BOARD NETIQUETTE AND GUIDELINES

W hen posting on th e  Discussion Board in your online class, you should:

•  Make posts th a t are on-top ic  and w ith in  the  scope o f the  course m ateria l.
•  Take your posts seriously and review  and ed it your posts before  sending.
•  Be as clear and concise as possible w h ile  still making a thorough  com m ent.

•  Always give proper c red it when referencing or quoting  ano ther source.
•  Be sure to  read all messages in a th read before  replying.

•  Do no t repeat someone else's post w ith o u t adding som ething o f your own to  it.
•  Avoid short, generic replies such as, "I agree." You should include w hy you agree o r add to  the

previous point.
•  Always be respectful o f o thers ' opin ions even w hen they  d iffe r from  your own.

•  W hen you disagree w ith  someone, you should express your d iffe ring  opin ion  in a respectful, 
non-critica l way.

•  Do no t make personal or insulting remarks.
•  Be open-m inded w ith  a com m itm en t to  receive constructive  feedback (or, please do no t dismiss 

constructive  criticism  th a t can help you im prove a pro ject).
o Per th e  Python C om m unity Code o f Conduct (h ttp s ://w w w .p y th o n .o rg /p s f/co d e o fco n d u c t/):

Be open. "M em bers o f th e  com m un ity  are open to  co llaboration... W e 're  receptive to  

constructive  com m ent and critic ism , as th e  experiences and skill sets o f o th e r m em bers 

con tribu te  to  th e  w ho le  o f our e ffo rts .. ."

Be considerate. "M em bers o f th e  com m un ity  are considerate o f th e ir  peers... W e're  

th ou gh tfu l w hen addressing the  e ffo rts  o f others, keeping in m ind th a t o ften  tim es the  labor 

was com pleted sim ply fo r  the  good o f th e  com m unity.. ."

Be respectful. "M em bers o f th e  com m un ity  are respectful. W e 're  respectful o f others, th e ir  
positions, th e ir  skills, th e ir  com m itm ents, and th e ir  efforts... W hen we disagree, we are 
courteous in raising our issues.. "

*A dapted  w ith  perm ission from  th e  UF Center fo r  Teaching Excellence
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