Rules of Etiquette (“Netiquette”)

“Netiquette” is more than just common etiquette.  It is the recognized method of behavior on the Internet and e-mail in a manner that does not insult or annoy other users.  Netiquette breaches are highly noticeable; therefore, it is very important that each employee using the Internet and e-mail understands “Netiquette” rules before beginning to use those media.

Users have an obligation to follow network etiquette (“Netiquette”), customs  and courtesies as follows:
a. The use of e-mail as a personal message system is discouraged.  Messages that are not directly work related should be kept to a minimum.  Personal messages that are of general interest are acceptable. 
b. Be courteous and considerate.  It is easy to “speak one’s mind” while typing alone at the keyboard.  Users should be cautious not to write something that they would not be willing to say in person in front of everyone on the address list.

c. Constant, repetitive reminders quickly lose their effectiveness through overuse.  If certain people need reminders, users should address the message specifically to those individuals. 

d. E-mail is not a substitute for picking up the phone or walking down the hall.  Much of what employees do requires face-to-face interaction.  E-mail is just another tool to allow greater efficiency.

e. For purposes of courtesy, e-mail users should:
1) Always post a subject, and make sure that the subject applies to the content.

2) Avoid rambling by keeping the message short and to the point.  Edit long articles to save time and space.
3) Avoid SHOUTING: (USING ALL CAPS WHEN TYPING).

4) Be aware that direct soliciting is prohibited.

5) Avoid commencing or responding to flame wars (using sharp retorts, criticisms, or insults individually or in groups).

