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“Netiquette” is a portmanteau word for “network etiquette”.  It refers to human behavior in 
online communication.  Students who are members of the WhatsApp group for this course are 
expected to observe the following regulations:

• Text in English.
• Use appropriate language.
• Don’t share inappropriate material.
• Introduce yourself when added to the group.
• Do not violate the general rules of etiquette.
• Only course-related posts are permitted.
• PM your course instructor or colleagues on personal issues.
• Don’t make statements on your course instructor’s behalf without the instructor’s prior 

permission and approval.
• Observe group transparency.
• When replying to a specific message, use the reply function so it is clear what you are 

replying to.
• Acknowledge assistance.
• Do not ignore messages or questions addressed to you by group members.
• Do not post in the group between 12:00 a.m. and 7:00 a.m. unless it is very urgent.
• Try to participate and contribute in the group.
• Don’t leave the group without obtaining your course instructor’s prior permission.
• After obtaining permission to leave the group, post a leave-taking message to group 

members before you leave.
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• Step 1: Greeting.  Start with greeting
• Step 2: Small Talk.  Move to small talk
• Step 3: History.  Review the relevant history of your 

communication
• Step 4: Problem.  State the problem you are facing
• Step 5: Request.  State your request.  This step is 

very tricky.  Most students unintentionally miscast 
the request in the form of an instruction.  It should 
be a request to look into the issue, not a request to 
take a specific form of action.  The latter would 
sound intimidating.

• Step 6: Closure.  Conclude your message with 
appropriate closure, preferable including a thanks-
in-advance phrase
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Read the following 
hypothetical chat 

initiated by a student
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How many violations of 
this netiquette policy can 

you spot in this chat?



Good evening, Sensei.  How are you?  I hope everything is going perfectly well with you.  

Sensei, two weeks ago I came to your office and took your permission to be excused the 

week after owing to the circumstances I explained at the time.  However, I noticed that I 

was marked as absent on last week’s attendance sheet. Would you kindly look into this 

issue, if you don’t mind and if you have the time?  Thank you very much in advance, 

Sensei.

The student’s message above re-written effectively

(1) greeting (2) small talk

(3) history

(4) problem

(5) request

(6) closure


