Guidelines for Online Communication
Most of your communications in an online class will be text-based.  This reduces the opportunities to “read” facial expressions, body gestures, and tone of voice (i.e. non-verbal cues) that we all rely on to impart meaning. Try to remember that others may consequently read your messages with a different tone than the tone you originally intended. It is therefore important that you pay careful attention to the way you write, since this is ultimately the only way you can get your message – and the intentions behind your message – across. Here are some guidelines to help you with this process: 
1. Whenever you respond to a question or comment posed by your instructor or another student, be sure to include that question or comment in your answer, either by copying and pasting the whole thing or by paraphrasing it (try the “Quote” button!). That way, other participants in the discussion can understand the context of your response.

2. Change the subject line in your posting to reflect the content of your post. For example, change “Response to Question 1” to “Mary's response to question 1”.

3. Do not use CAPITAL LETTERS in your postings.  In the online world, capital letters are the equivalent of shouting.

4. Feel free to use the following emoticons if you feel it will help you to get your point across, but recognize that not everyone knows what these are:
:) is a smile
;) is a winking smile
:( is an unhappy face

5. Be respectful of others’ opinions and ideas in your postings. An instructor has the option to remove any abusive or inappropriate posts and will contact you directly to discuss your communications.  Any postings removed for these reasons will not count toward your discussion board grade. Under certain circumstances, a more formal inquiry and/or administrative action may be warranted.

6. Reread you message before posting and check for the following: 

· Have I completely answered the question? 

· Do my sentences make complete sense? 

· How would I feel if I were reading this post?  Is there something about the way I have phrased my response or in the tone of my message that might be offensive or hurt another person? 

· Have I checked for grammar and spelling?
7. Try to resolve misunderstandings regarding a post within the discussion forum. Keep such posts as neutral as possible; ask for clarification on a message’s intention and meaning. If you are uncomfortable confronting a fellow student in such a manner, e-mail the instructor directly, without copying the other people involved.
8. Respect the privacy of those in your class. This means: 

· Do not share the email addresses of members of this class or the opinions of members of class with those who are not attending the class. 
· Do not utilize contact information for your classmates or instructor for purposes outside of the course (e.g. business).

9. Remember that you are representing yourself through the written word.  Your classmates will build a picture of you as a person and as a student through your postings.  Keep in mind:

· “chat” or “IM” (Instant Message) language is not appropriate in the discussion board
· Move off-topic social conversations to an area designated by your instructor

· Assume that your postings are being read by smart people who may not be familiar with the same information or perspectives that you have.  Share your thoughts concisely but comprehensively.

10. Your classmates and instructor want to “see” you frequently throughout the week.  Be sure that each time you post, you are contributing new ideas or information to the conversation!  Use the “Collect” button to scan all the previous postings to make sure you’re not repeating something that was already mentioned by another student.
