
Guidelines for Effective Online 
Communication 
Netiquette, or Internet etiquette, refers to the set of rules and best practices for 
respectful and effective communication in online courses. By adhering to 
netiquette, you can help create a positive and productive online learning 
environment that fosters collaboration and mutual respect. 

 

General Guidelines 
Here is a list of netiquette guidelines for communicating online: 

• Be Respectful and Professional: Always address your peers and professors with 
respect. Maintain a professional tone in your communications, avoiding sarcasm 
and humor that might be misinterpreted. 

• Use Clear and Concise Language: Ensure your messages are straightforward and 
easily understandable. Avoid using unnecessary jargon or overly complex 
sentences. 

• Proper Grammar and Punctuation: Use correct spelling, grammar, and 
punctuation. This demonstrates that you value the communication and helps 
convey your message clearly. 

• Stay on Topic: Keep your comments and questions relevant to the discussion. Off-
topic posts can be distracting and reduce the overall quality of the conversation. 

• Acknowledge Others' Contributions: Show that you’ve read and considered your 
classmates’ and professors’ posts by referencing their ideas when responding. 
This promotes a collaborative learning environment. 

• Be Mindful of Tone: Remember that written communication lacks non-verbal 
cues. Choose your words carefully to avoid misunderstandings and consider how 
your message might be perceived. Avoid using all capital letters as it can come 
across as shouting. 

• Use Proper Formatting: Break up your text with paragraphs and use bullet points 
or numbered lists for clarity. This makes your message easier to read and 
understand. 



• Cite Sources: When referencing external information, provide proper citations. 
This not only adds credibility to your posts but also helps others locate the 
sources. 

• Ask Clarifying Questions: If you're unsure about something, don’t hesitate to ask 
questions. This shows engagement and can deepen the discussion. 

• Be Patient and Open-minded: Give others time to respond and be open to 
different perspectives. Constructive feedback and diverse opinions can enhance 
the learning experience. 

Following these guidelines can help create a positive and productive online 
learning environment for everyone involved. 
 

 

Email Netiquette 
Here are netiquette guidelines to follow when sending an email to an instructor, 
teaching assistant, or classmates: 

• Use a Clear Subject Line: Ensure your subject line is concise and relevant to the 
content of your email, such as "Question about Assignment 3" or "Request for 
Office Hours Appointment." 

• Greet Appropriately: Start your email with a polite greeting, such as "Dear 
Professor [Last Name]," "Hello Dr. [Last Name]," or "Hi [Classmate's Name]." 

• Identify Yourself: Mention your full name and the class you are enrolled in, 
especially when emailing instructors or TAs who might be teaching multiple 
courses. 

• Be Clear and Concise: State your purpose clearly and get straight to the point. 
Avoid long-winded explanations unless necessary. 

• Use Proper Grammar and Punctuation: Ensure your email is free from spelling 
and grammatical errors. This demonstrates professionalism and respect for the 
recipient. 

• Be Polite and Respectful: Use a courteous tone, even if you are addressing a 
concern or problem. Remember to say "please" and "thank you." 

• Avoid Slang and Informal Language: Use standard language and avoid 
colloquialisms or text speak, such as "u" instead of "you." 



• Provide Context: If you are asking for help or clarification, briefly provide the 
necessary background information to help the recipient understand your request. 

• End with a Closing: Use a polite closing phrase, such as "Best regards," 
"Sincerely," or "Thank you," followed by your full name. 

• Proofread Before Sending: Take a moment to review your email for any errors or 
unclear phrasing before hitting send. 

Following these guidelines can help ensure your email is well received and clearly 
understood.  
 

 

Discussion Board Netiquette 
Here are netiquette guidelines for posting on discussion boards: 

• Read Before Posting: Make sure you understand the discussion topic and have 
read previous posts to avoid repeating information. 

• Be Respectful and Considerate: Treat others with respect, even if you disagree 
with their opinions. Use polite language and avoid personal attacks. 

• Stay on Topic: Keep your contributions relevant to the discussion. Off-topic posts 
can disrupt the flow and confuse other participants. 

• Use Clear and Concise Language: Write your posts in a way that is easy to 
understand. Avoid using jargon or overly complex sentences. 

• Proper Grammar and Punctuation: Use correct spelling, grammar, and 
punctuation to maintain clarity and professionalism in your posts. 

• Acknowledge Others’ Contributions: Reference other students' posts where 
relevant and build on their ideas to foster a collaborative environment. 

• Be Mindful of Tone: Without the benefit of non-verbal cues, written words can 
be easily misinterpreted. Be aware of how your message might be received. Do 
not use all capital letters, as it can be perceived as shouting. 

• Provide Evidence: When making claims or presenting arguments, support your 
points with evidence or citations to strengthen your contribution. 

• Be Constructive: Offer constructive feedback and suggestions rather than simply 
criticizing. Aim to contribute positively to the discussion. 



• Be Patient and Open-minded: Allow time for others to respond and be open to 
different perspectives. Respect diverse opinions and experiences. 

• Use Proper Formatting: Break up long posts with paragraphs and use bullet 
points or numbered lists to make your message more readable. 

These guidelines will help maintain a positive and productive online discussion 
environment. 
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