
QMUL Netiquette for online learning  
  
“Netiquette” is the term for protocol in electronic communication. In our case, we are 
referring to online teaching and learning between students and tutors (e.g. in MSTeams, 
Zoom, QMPlus, and Blackboard Collaborate).  This guide is intended for both staff and 
students. 

Timings 
 

• Log on in good time for your online session so you can check your equipment. If you 
log on after the session has formally started, you should not expect your tutor to 
support you in checking audio and webcam if you are using these.   

 

• Remember to mute your microphone. Muting your microphone prevents feedback 
being transmitted to other participants.  

 

• If you have to step away from the session, use the icon or chat facility to signal to the 
rest of the class you are no longer ‘present’.   

Cameras  
 

• Why should we have our cameras turned on?  Discussions taking place in an online 
environment differ greatly from those that take place face to face. In a face to face 
environment, you can pick up visual and auditory clues about how your conversation 
is being received by those around you. You can adapt your conversation and add 
reassurances or clarifications.  
 

• We require all students to turn their cameras on for all sessions unless advised 
otherwise.  If you are having connectivity issues you may need to switch your camera 
off and try again, but do let your lecturer know that you are experiencing difficulties. 
 

• Check the position of your camera and make sure that you do not position it too high 
or too low.  Make sure that your camera is eye level.  

 

• Do make sure that your camera and background settings are appropriate and 
professional.  If there are others in your background, blur your background. 

 

• You should test your video and your microphone before an online session either 
through the test facilities available through the actual programme or by calling a 
friend ahead of the session. 

Microphones 
 

• You should always have your microphones on mute to begin with. 
 

• Mute your microphone whenever you are not speaking - even if you are alone in the 
room. Background noise can be disruptive.   
 



• Unmute your microphone before you want to speak and wait until the person before 
you has finished speaking.  Once you have finished making your contribution to the 
discussion, mute your microphone again. 

Attendance 

• You are required to be present whether online or in person and engage in the 
learning, teaching and assessment activities for your programme.  
  

• For undergraduate students in the Department of Law, this means: 
o Attending lectures (vitual or in person); 
o Preparing for, attending and participating in all tutorials and seminars whether 

virtual or in person (attendance records are kept for tutorials and seminars). 
 

• Module tutors keep a record of attendance and write an end of term report on your  
contribution to discussions. 

Online Platforms 
 

• We use a number of online platforms that best suit the delivery of the teaching and 
ensure that the teaching experience is the most effective. It is therefore vitally 
important to familiarise yourself with the different ones used.  These include 
MsTeams, Zoom and Blackboard Collaborate. 
 

The chat facility 
 

• Why should we observe protocol in the online environment?  
 

• Discussions taking place in an online environment differ greatly from those that take 
place face to face. In a face to face environment, you can pick up visual and auditory 
clues about how your conversation is being received by those around you. You can 
adapt your conversation and add reassurances or clarifications.  

 

• In the online environment, the situation is different. You don’t know where or when 
another student or tutor will read your posts – they may read your post hours after 
you wrote it, and the chances are, they are reading it on their own. Your post may be 
misinterpreted or misunderstood and seeking clarification is much harder to do in an 
online discussion – and this is where feelings can be hurt or sentiments 
misconstrued. This is why it is necessary to know of netiquette and apply some of the 
simple rules below.  

 

• A good tip is to think about how your post will be received and if one of your peers 
were to reread it, what effect will this have?  

What should you be considering?  
  



• Remember to stay on topic - although some lightweight chat is a pleasurable part of 
online discussions, be wary of posting indiscriminately as these types of messages 
can easily become "spam" i.e. unwanted postings which clog up the system and the 
discussion board.  
 

• Clearly identify messages in the subject line - when you send a message, clearly 
identify the message in the subject line - this helps you to think about the main point 
in your posting and also helps readers to see whether the message is relevant or not 
before reading it.  

  

Beware that the discussion is not private 
 

• Be aware that the discussion, although taking place in a password protected 
environment, is not "private". It will be read by all members of the group and can be 
viewed by all tutors enrolled on the course.  

 

• With the last message in mind, keep private messages private by using personal 
email. Don't send private messages to the whole group.  
 

• Think about how your message will be received  
 

• Do not " flame" - flaming is sending an angry post on the spur of the moment. Your 
message will have the potential to cause great offence and you may regret sending 
the message. Think about how the recipient will interpret your posting.   

 

• If you receive a flame - ignore it or, if it is upsetting or offensive, notify the tutor. Don't 
send a heated message back otherwise you will start a flame war. Your tutor can 
then take appropriate action which may include notifying the senior tutor. 
 

• Check your message before sending it. 
 

• Use proper language. The discussion board is like a workplace and is meant to be 
professional.  Read through your comments at least twice before hitting submit.  
 

• Recognize and respect diversity. It’s ok to ask questions to clarify things you don’t 
understand. If you’re not sure, email the lecturer privately for more information. 
 

• Take your posts seriously. Never say online what you wouldn’t say in real life to 
another person’s face. Your posts are a permanent record, so think about the type of 
record you want to leave behind. 
 

• It’s essential that when you are recommending a website, you type in the correct 
address.  
 

• CAPITAL LETTERS are the online equivalent of SHOUTING. Avoid writing anything 
in capital letters unless necessary.  

  



Why should we observe protocol in the online environment?  
  

• In an online setting it can be a challenge to gauge attention and engagement, both 
for tutors and for students. Participants cannot easily tell whether the audience is 
paying attention and is ‘present’. There is a range of tools available in the online 
setting that can overcome this including a chat facility and the use of icons to signal 
appreciation, amusement etc.   

 

• The chat facility is a useful tool to ask questions and seek clarification, but if the chat 
goes off topic it can be distracting for the main speaker and other participants. Use 
the chat sparingly and keep on topic.  Note that if the session is being recorded the 
chat will be recorded and in some instances the chat may be retrieved in any case. 

 

Privacy & GDPR 
 

• Please note that lectures and seminars are recorded for the benefit of all students. 

By joining a class or recorded session you consent to be recorded. These recordings 

are only accessible via QMplus for the staff and students enrolled onto the module. 

Think about others 
 

• More and more of our communication is conducted online so it is important to get into 
the habit of using these guidelines for the range of communication tools you use, 
such as email and social networking. 
 

• Keep in mind that students and staff might have their children, siblings or other family 
members at home from school and some flexibility and understanding should be 
extended during this time.  

 


