Quick Guide — Online Etiquette

Online Etiquette

In our online learning environment of MyAberdeen a variety of communication tools are available.
The purpose of this guide is to remind you of some suggested good practice when using such tools
as discussion forums, sending message or participating in online webinars. At the University of
Aberdeen we expect everyone to behave in a professional and courteous manner.

Popular Communication Tools
1. Discussion forums
Webinars (usually facilitated via Microsoft Teams)
Announcements
Messages
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Email

Discussion Forums
Many course areas have a discussion set up for you to interact with your fellow peers, when using
these areas please be mindful of good practice, such as:

Be respectful, polite and kind

Be careful with sarcasm and humour

Do not use ‘ALL CAPS’

Try to read all posts before contributing to avoid repetition and stay on topic
Give meaningful titles and subject lines

Avoid abbreviations, use clear and concise language

If you refer to external sources include the web address or citation

Do not post spam and be mindful of sharing personal information online
Avoid swear words
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10. Be inclusive and accessible

You may also be interested in the infographic, Making the Most of Online Discussion Boards.

Notifications

Remember you can customise your notifications to receive alerts about new postings in
discussions. Access the notification settings by clicking on the cog wheel at the top right on logging
in to MyAberdeen.

Anonymous Postings
On occasion discussion forums may also be set up as anonymous, so do please still keep in mind
good online etiquette practices.

Note: if there is an inappropriate posting it is possible to temporarily reveal who posted the
comment.
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Webinars

There are a variety of online tools available to host sessions, the most prevalent at the University
of Aberdeen is the use of Microsoft Teams Meetings. Again, we have suggested some key points to
keep in mind when participating in such online sessions:

1. An online session should be treated like a classroom environment and so appropriate and
respectful behaviour is expected
Try to log into the online session early or on time, from a distraction free, quiet place
Keep your audio on mute until you want to speak
Where possible use a headset with an external mic
Close unneeded applications to free memory space and avoid distractions
Use ‘raise hand’ feature if you would like to speak
Once finished speaking sign off appropriately so others know you are finished, eg ‘that’s all’
or ‘thank you’
8. When using the chat function, similar guidelines apply as with discussions, such as
a. keep on topic and be polite
b. remember the chat is visible to everyone and may be saved
c. Don’t type all in capitals
9. Paper and pen may be useful to take notes, or software such as OneNote
10. If your video is on:
a. be mindful of your background, is the lighting okay and do you need to blur or
change your background
b. be aware of body language and dress appropriately
11. Be polite and courteous, do not use inappropriate language
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12. Remember to sign out or leave the meeting when the session is finished
Other points to consider:

e Recognise and respect diversity, ensuring your comments are inclusive and accessible
o |s the session being recorded and transcribed, where will the recording be stored?
e Will there be groupwork or breakout sessions with the expectation of active engagement?

Other Communication Tools
Similar etiquette behaviour would be expected when using other communication tools such as:

e Conversations

e Messages
e Email (MS Outlook)

Safe and Inclusive Environment

At the University of Aberdeen we endeavour to promote a safe and inclusive environment, if you
feel this is not the case, you can:

e Contact your course co-ordinator
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e Email conduct@abdn.ac.uk with details

e Use our online reporting tool

Note: The expectation is that everyone affiliated with the University behaves in a professional and
respectful manner, whether online, hybrid or in person. In order to support this positive
behaviour the University has a number of IT Policies along with Student Terms and Conditions.
This helps to ensure everyone is treated in a fair and just manner across the whole of the
University.
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Further Resources

e Blackboard Learn Help:
o Activity Stream, Notifications

o Using Discussions
e Toolkit:
o MyAberdeen: Students
=  MyAberdeen Top Tips for Students
o MS Outlook
=  Student Email Netiquette
o MSTeams
* |n Guides, there is a sub section for Teams Meetings

e University of Aberdeen: Student Terms and Conditions
o IT Policies

e Etiquette for Online Communication
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