
Netiquette Policy for Secondary School
The 10 Essentials

1. Classes begin on the hour exactly, e.g. at 10:00 sharp. It is best to join the
online Meet a few minutes early, to greet your friends. Teachers should always
join the Meet a few minutes early to greet the students. Attendance is taken at
the beginning of the lesson and is compulsory for all the students.

2. When you join the Meet, greet everyone with a “Good Morning” or a “Good
Afternoon” or a similar friendly greeting. Some students like to use the chat box
for this, but it is better to use your microphone, and to briefly turn on your
camera and wave “hi” as well.

3. It is your responsibility to ensure that your microphone, speakers, and web
camera are working. Test them frequently and fix any issues before the lessons
begin. It is especially important to check your audio and make sure that you are audible. Pay special
attention to your ambience.

4. Always be appropriately dressed for a lesson. You never know when you might be on camera;
therefore, you must be presentable.

5. The teachers, often with input from the class, set the expectations about when and how to use your
camera, microphone, chat box, etc. In general, we expect students to use their camera and microphone
when they are speaking or presenting, but to turn the camera off and mute the microphone when they
are not speaking. In a panel discussion, all the panelists normally have their cameras on, but only the
panelist who is speaking has an unmuted microphone.

6. All students are expected to be fully “present”, with undivided attention, during the entire lesson. Do not
open another tab that is showing an irrelevant video, a Hangout, or a webcomic, etc.

7. While you are in the lesson, we expect you to be sitting upright at a desk with a pen or pencil and ready
to take notes. If you need to stand up and stretch, or to walk in place during a lesson, that’s fine -- just
keep your attention on the lesson.

8. Students are expected to participate. If a teacher asks a question, she or he is expecting a few students
to respond. Participate, but do not dominate. No one enjoys a class where one or two students always
answer the questions. Don’t be that student -- give others the chance to participate, too.

9. Take care of your bodily essentials, such as going to the toilet, washing and grooming, or eating and
drinking, before the lesson. Do not leave a lesson to do these things unless it is an emergency. Ask for
permission from the instructor before you leave.

https://en.wikipedia.org/wiki/Ambience_(sound_recording)#:~:text=Ambience%20is%20similar%20to%20presence,sounds%20created%20by%20its%20environment.


10. The lessons must end on time. The teacher should make it clear that the lesson is over and the
students are free to exit. If a few students want to remain in the Meet for questions or clarifications,
that’s fine, but these conversations must end before the next hour begins.

Further Tips and Advice

11. Use Google Calendar to schedule your online lessons. Accept your teachers’ invitations.

12. Use your KC High school id to join the online sessions and not any other id

13. During online lessons, use Google Chrome. When sharing your screen:

a. It is best to choose the “A Chrome tab” option if
showing a video or playing sound.

b. If you need to switch quickly between multiple tabs,
use the “A window” option.

c. If you need to present an application outside of
Chrome, such as an ebook reader, choose the
“Your entire screen” option.

14. Keep track of your websites by using your Bookmark
manager. Here is a good tutorial.

15. You must use a laptop, a PC, or a desktop computer, not your phone or a tablet, when doing your
schoolwork, including online lessons. Take care of your hardware. Carry your laptop properly and shut
down your computer every night. Make sure the fans are getting enough circulation. Do not leave your
laptop on a soft surface, such as a bed or a couch -- it has feet for a reason. Do not have liquids near
your keyboard. Use a mouse, not a trackpad.

16. We expect every student to organize his or her
Google Drive. How you organize it is up to
you, but a good method looks like this:

17. Learn how to write a good bibliography, and keep a permanent
bibliography online. Take it with you when you go to university. Give
credit by citing the sources that you use for your work

18. Read books frequently. Read both for schoolwork and for general
interest. Use an ebook manager and keep an eLibrary. Calibre is a
good option but some students prefer Kindle.

19. Check your Google Classrooms every day, even on the days when you
do not have class.

20. Communicate with your teachers frequently. Do not be shy. They want to help you. If you are having
difficulties coping with school, ask for help.

https://www.howtogeek.com/682668/how-to-save-google-chrome-tabs-for-later/


21. Exercise every day and get a good night’s sleep. Take frequent breaks from the internet, including long
breaks where you read books, paint, play an instrument, play games with family, or do some offline
hobbies, etc.

Computer usage - Best Practices

● Use a computer headset for better voice and mic clarity

● Use a computer mouse for a better user response

● Organize your Google Drive. Keep documents, spreadsheets, etc. in appropriate folders with sensible

names.

● Try to avoid email attachments. They are sources of malware, and we can share instead of sending

attachments.

● Make sure there are no files or folders on your desktop. Keep your desktop clean.

● Shut down your desktop/laptop computer regularly

● Avoid under-charging or over-charging the laptop computer

○ like a phone, a laptop should not be always charging

○ try to keep your laptop charged between 50% and 85%

○ never let your laptop charge drop to below 30%

● Avoid spillover of liquid on your computer, and regularly dust your keyboard and screen with a soft cloth

● Make sure your computer is being cooled. Don’t let it rest on a soft surface such as a bed or a couch --

otherwise the fans won’t get air. If you are a heavy user of your computer, consider an external cooling

fan, too.

● Make sure to delete the cookies and caches from the browser on a regular basis
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