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A	teacher	needs	to	follow	certain	rules	of	email	etiquette	for	the	following	reasons:	Professionalism:	By	using	proper	email	language	you	will	convey	a	professional	image.	Confidentiality:	When	following	protocol	guidelines,	teachers	are	able	to	refrain	from	divulging	personal	student	data	Efficiency:	Emails	that	are	to	the	point	are	much	more	effective
than	poorly	worded	emails.	Here	are	some	rules	of	email	etiquette:	1.	Be	concise	and	to	the	point.	Do	not	make	an	e-mail	longer	than	it	needs	to	be.	Remember	that	reading	an	e-mail	is	harder	than	reading	printed	communications	and	a	long	e-mail	can	be	very	discouraging	to	read.	2.	Answer	all	questions	and	pre-empt	further	questions.	An	email
reply	must	answer	all	questions,	while	pre-empting	further	questions	–	If	you	do	not	answer	all	the	questions	in	the	original	email,	you	will	receive	further	emails	regarding	the	unanswered	questions,	which	will	not	only	waste	your	time	and	the	other	person’s	time	but	also	cause	considerable	frustration.	Moreover,	if	you	are	able	to	pre-empt	relevant
questions,	people	will	be	grateful	and	impressed	with	your	efficient	and	thoughtful	responses.	3.	Use	proper	spelling,	grammar	and	punctuation.	This	is	important	because	improper	spelling,	grammar	and	punctuation	gives	a	bad	impression.	It	is	also	important	to	conveying	a	message	properly.	Emails	with	no	full	stops	or	commas	are	difficult	to	read
and	can	sometimes	even	change	the	meaning	of	the	text.	4.	Use	appropriate	spacing	and	emphasis	Since	reading	from	a	screen	is	more	difficult	than	reading	from	paper,	the	structure	and	layout	is	very	important.	Use	short	paragraphs	and	blank	lines	between	each	paragraph.	When	making	points,	number	them	or	mark	each	point	as	separate	to	keep
the	overview.	Remember	that	if	you	use	the	editing	features	available	in	your	email	program	they	might	not	show	up	in	all	of	your	recipients’	programs	so	don’t	rely	on	colors,	bold,	italics,	etc	for	emphasis.	5.	Do	not	overuse	the	high	priority	option.	The	high	priority	option	will	lose	its	function	when	you	really	need	it	if	it	is	over-used.	Moreover,	even	if
a	mail	has	high	priority,	your	message	could	come	across	as	aggressive	if	you	flag	it	as	‘high	priority’.	Use	this	sparingly.	6.	Do	not	use	CAPITALS	for	an	entire	email.	IF	YOU	WRITE	IN	CAPITALS	IT	SEEMS	AS	IF	YOU	ARE	SHOUTING.	At	the	very	most,	capitals	can	be	used	to	emphasize	one	word,	but	more	than	that	is	inappropriate.	7.	Don’t	leave
out	the	message	thread.	When	you	reply	to	an	email,	you	should	include	the	original	mail	in	your	reply,	in	other	words	click	‘Reply’,	instead	of	‘New	Mail’.	Your	email	program	probably	also	has	an	option	of	including	the	original	message	(if	needed,	you	might	ask	your	local	tech	support	to	set	this	for	you).	Using	this	option	makes	things	much	easier
for	the	reader,	especially	if	you	include	a	new	recipient	(CC)	on	a	reply.	The	recipient(s)	will	be	able	to	follow	the	discussion	much	more	efficiently.	8.	Read	the	email	before	you	send	it.	A	lot	of	people	don’t	bother	to	read	an	email	before	they	send	it	out,	as	can	be	seen	from	the	many	spelling	and	grammar	mistakes	contained	in	emails.	Apart	from
this,	reading	your	email	through	the	eyes	of	the	recipient	will	help	you	send	a	more	effective	message	and	avoid	misunderstandings.	Before	pressing	send,	think	about	how	the	message	will	“feel”	for	your	recipient	–	it	is	never	recommended	to	make	jokes	or	using	sarcasm.	It’s	very	easy	for	email	messages	to	be	misinterpreted	because	of	incorrect
tone.	9.	Do	not	use	CC	if	sending	to	a	mailing	list.	When	sending	an	email	to	a	large	number	of	people,	some	people	place	all	the	email	addresses	in	the	To:	field.	There	are	two	drawbacks	to	this	practice:	(1)	the	recipient	knows	that	you	have	sent	the	same	message	to	a	large	number	of	recipients,	and	(2)	you	are	sharing	and	publicizing	someone
else’s	email	address	without	their	permission.	One	way	to	get	round	this	is	to	place	all	addresses	in	the	Bcc:	field.	10.	Take	care	with	abbreviations	and	emoticons.	In	formal	emails,	try	not	to	use	abbreviations	such	as	BTW	(by	the	way)	and	LOL	(laugh	out	loud).	The	recipient	might	not	be	aware	of	the	meaning	of	the	abbreviations	and	these	are
generally	not	appropriate	in	formal	communication.	The	same	goes	for	emoticons,	such	as	the	‘smiley’.	If	you	are	not	sure	whether	your	recipient	knows	what	it	means,	it	is	better	not	to	use	it.	Do	you	have	any	more	rules	on	email	etiquette	to	add	to	these	ten?	At	the	beginning	of	the	school	year,	I	tend	to	focus	my	attention	on	meaningful	and	practical
writing	assignments.	I	find	this	approach	really	helps	me	get	an	overall	sense	of	who	my	students	are	as	learners,	and	as	people.	This	is	why	I	love	to	kick	off	the	school	year	by	teaching	email	etiquette!	I	believe	that	learning	is	most	meaningful	when	it	connects	to	the	world	outside	school.	Many	middle	and	high	school	students	haven’t	yet	mastered
the	art	of	sending	an	email,	but	they	are	highly	motivated	to	learn!	After	all,	they	know	that	email	etiquette	is	a	skill	they	will	carry	with	them	for	the	rest	of	their	lives.		Here’s	how	I	approach	teaching	email	etiquette	in	the	middle	and	high	school	space	–	with	lots	of	lessons,	engaging	activities,	practice	tasks,	and	(of	course!)	a	final	assignment!	I	like
to	begin	this	writing	unit	by	not	only	explaining	what	email	etiquette	is,	but	why	it	is	important!	This	can	be	a	great	opportunity	for	students	to	brainstorm.	I	ask	them	how	they	think	learning	about	email	etiquette	could	help	them	in	their	academic	or	professional	lives.	Usually,	the	responses	fit	into	the	following	themes:	People	tend	to	use	digital
communication	regularly	Proper	etiquette	can	lead	to	fewer	miscommunications	A	polite	email	can	create	a	good	first	impression	Email	etiquette	conveys	professionalism	Next,	I	bring	the	discussion	around	to	the	basic	functions	of	email.	Here,	I	like	to	present	a	list	of	when	emails	should	(and	should	not!)	be	used.	I	explain	that	emails	are	the	best
method	of	communication	when	making	a	non-urgent	request,	attaching	a	file	or	document,	or	asking	for	clarification.	They	can	also	be	used	as	a	tool	to	check	in	with	a	person	about	scheduled	plans	or	an	upcoming	meeting.	I	also	remind	students	that	emails	should	not	be	used	when	information	can	easily	be	found	elsewhere,	or	when	a	matter	is
truly	urgent.	Sometimes,	it	can	be	fun	to	do	a	little	role-playing	during	this	part	of	the	lesson!	Students	could	act	out	situations	when	sending	an	email	would	be	inappropriate	(for	example,	when	they	are	feeling	angry	or	upset,	or	when	the	recipient	is	only	a	few	steps	away!).	Before	we	get	into	the	nitty-gritty	of	actually	composing	an	email,	I	find	it
helpful	to	review	basic	email	terminology	and	mechanics.	I	like	to	begin	the	email	etiquette	lesson	with	a	quick	discussion	about	email	addresses	and	professionalism.	Sometimes,	I	share	some	funny	fictional	email	addresses	(spaghettimonster@email.com)	alongside	some	more	serious	ones	(first.lastname@email.com)	to	help	explain	how	to	choose	an
appropriate	email	address.	If	time	permits,	this	is	also	a	natural	opportunity	to	talk	about	how	other	people	may	be	included	in	an	email,	and	to	explain	the	To,	CC	and	BCC	fields.	Depending	on	what	your	learning	goals	are	for	this	lesson,	you	might	also	want	to	spend	some	time	talking	about	email	attachments	(photos,	PDFs,	and	other	documents),
appropriate	fonts,	and	overall	notes	on	style	and	tone.		The	best	piece	of	advice	I	share	with	students	is	to	leave	the	“To”	field	blank	until	the	email	is	ready	to	send.	This	way,	the	recipient	only	sees	the	email	the	writer	wants	them	to	see	(and	not	one	that	was	mistakenly	sent	too	soon!)	In	this	segment	of	the	email	etiquette	lesson,	it’s	time	to	review
the	“anatomy”	of	an	email!	First,	I	review	the	greeting.	This	is	another	chance	to	discuss	professionalism	and	tone,	and	for	students	to	brainstorm	their	own	friendly	salutations.		Next,	we	go	over	the	introduction.	I	explain	that	an	introduction	may	or	may	not	be	necessary,	depending	on	the	context	of	the	email,	and	whether	the	recipient	knows	the
sender	already!	After	the	introduction,	we	move	on	to	the	email	body	itself.	Students	should	understand	that	this	is	the	“why”	of	the	email	–	in	other	words,	the	purpose	of	the	message	itself.	I	find	students	tend	to	benefit	from	a	real-world	example,	so	I	like	to	ask	them	to	imagine	they	are	emailing	their	teacher.	In	this	example,	they	might	wish	to
include	some	specific	information,	such	as:	Why	they	are	sending	the	email	What	actions	they	have	already	taken	to	address	the	issue	they	are	writing	about	Next	steps	(what	they	currently	need	support	with	or	would	like	their	teacher	to	do)	Finally,	the	closing	provides	another	opportunity	for	teaching	email	etiquette.	I	find	students	often
enthusiastically	brainstorm	different	ways	to	“sign	off”	the	email!		To	reinforce	the	different	email	anatomy	sections,	the	end	of	the	lesson	is	the	perfect	time	to	distribute	a	handout	that	summarizes	email	writing	tips,	as	well	as	how	to	create	appropriate	subject	lines.	After	the	previous	email	etiquette	lesson,	it’s	time	to	get	your	middle	schoolers	up
and	moving!	I	love	using	collaborative	tasks	to	reinforce	my	teaching	about	email	etiquette.	These	activities	allow	students	to	talk	through	their	ideas,	and	to	demonstrate	their	understanding	of	tricky	concepts,	like	tone.	Working	in	pairs	or	small	groups,	students	refer	to	two	different	handouts.	One	is	a	graphic	organizer,	divided	into	two	columns
(“Ready	to	Send”	and	“Not	Ready	to	Send”).	The	other	contains	several	examples	of	sentences	from	various	emails.	Students	must	work	together	to	cut	each	sentence	out	and	categorize	it	into	the	appropriate	column.	For	an	engaging	bonus,	each	of	the	sentences	is	also	labelled	with	a	capital	letter.	If	the	sentences	are	placed	in	the	correct	columns,
students	should	be	able	to	unscramble	the	letters	to	reveal	two	mystery	words	related	to	email!	Next,	I	like	to	engage	students	an	email	editing	task.	The	one	I	use	is	an	interactive	activity	students	can	complete	alone,	or	in	their	pairs	or	small	groups.		To	begin,	distribute	a	sample	email	that	contains	style	and	tone	errors	(as	well	as	some	spelling	and
grammar	mistakes,	and	even	an	emoji	or	two!).	Using	colored	pencils	or	highlighters,	students	must	identify	the	errors	in	the	message,	and	then	make	revisions	in	the	margins	of	the	handout	to	ensure	the	email	is	ready	to	send!		Once	everyone	in	the	class	has	finished	the	task,	I	reveal	the	errors,	as	well	as	comments	on	the	various	sections	of	the
email	that	need	to	be	improved.	I	sometimes	like	to	use	this	task	as	an	exit	slip	or	self-check	to	determine	if	my	students	need	any	further	email	etiquette	review	lessons	before	moving	on.		An	email	analysis	activity	is	another	way	to	incorporate	movement	while	teaching	email	etiquette!	I	like	to	set	this	learning	task	up	as	six	numbered	stations
around	my	classroom.	Students	can	circulate	through	the	stations	in	any	order	they	choose,	and	may	work	alone	or	collaboratively	on	this	activity.	First,	I	print	multiple	copies	of	each	email	and	ensure	they	are	in	the	correct	stations.	Then,	I	give	each	student	(or	group,	if	they	are	working	together)	a	graphic	organizer,	where	they	can	track	their
thoughts	on	each	email.	From	here,	they	can	evaluate	whether	the	email	is	ready	to	send,	and	offer	their	own	suggestions	for	improvements	that	can	be	made.	I	find	an	email	rewrite	task	really	helps	students	who	get	“stuck”	with	writing	tasks.	For	this	email	etiquette	lesson,	I	prefer	that	students	work	independently	(so	I	can	check	on	their	progress
and	overall	understanding).	Start	by	distributing	a	pre-written	email	from	a	student	to	a	teacher	–	in	the	example	I	use,	the	tone	is	far	too	casual!	Once	my	class	has	identified	the	main	issues	with	the	email	(tone,	word	choice,	and	capitalization,	and	grammar	errors),	I	invite	them	to	rewrite	the	email	more	effectively.	This	can	be	the	push	some
students	need	to	really	demonstrate	understanding	of	email	etiquette!	Finally,	students	can	show	off	what	they	know	by	writing	their	own	email.	This	final	writing	task	can	be	approached	in	a	few	different	ways.	If	it’s	the	beginning	of	the	school	year	and	I	don’t	know	my	students	very	well	yet,	sometimes	I	give	them	the	task	of	sending	me	an	email	to
provide	specific	information	about	themselves	as	learners.	This	is	also	a	great	opportunity	for	them	to	ask	any	questions	about	ELA	class.	Alternatively,	I	provide	students	with	a	selection	of	topic	prompts.	These	can	be	presented	in	a	variety	of	ways.	Students	could	draw	prompts	out	of	a	hat,	choose	them	from	a	list,	or	receive	one	at	random!	They
can	refer	back	to	their	email	writing	checklist	as	they	put	their	email	etiquette	lessons	to	the	test!	There	you	go!	I	hope	you	have	a	great	time	teaching	email	etiquette	in	your	classroom,	and	that	your	students	have	fun	putting	their	learning	into	practice!		Looking	for	more	great	back-to-school	activities?	Check	out	my	post	on	5	Back	to	School
Essentials	for	Middle	School	ELA.	Related	When	I	first	started	teaching,	I	remember	receiving	the	advice	(more	than	once)	to	avoid	the	teachers’	lounge.	They	would	tell	me	to	stay	away	because	it	was	a	negative	environment	where	people	only	go	to	complain.	Of	course,	being	a	new	teacher,	I	just	smiled	and	nodded,	but	I	always	felt	that	was	unfair
advice	to	give	someone	starting	out.	If	all	of	the	positive	and	optimistic	teachers	are	told	to	stay	out	of	the	lounge,	of	course,	it	is	going	to	be	a	negative	place!	Maya	Angelou	said	that	“What	you’re	supposed	to	do	when	you	don’t	like	a	thing	is	change	it,”	and	I	think	this	is	true!	If	you	want	the	teachers’	lounge	to	be	a	positive	space,	you	first	have	to
encourage	the	positive	staff	members	to	go	there.	You	also	have	to	create	a	space	for	teachers	that	promotes	collaboration,	inspiration,	celebration,	and	humor!	Below	you	will	find	10	ideas	to	make	your	teachers’	lounge	a	more	positive	space:	1.	Set	up	a	Staff	Kudos	Board	I	once	had	a	principal	who	left	notes	of	appreciation	(and	a	small	treat)	in
teachers’	mailboxes	for	little	things	she	had	noticed	teachers	doing	(staying	late	at	school	working,	helping	out	at	an	after-school	event,	giving	extra	help	at	lunch,	etc.).	It	was	such	a	small	gesture,	but	it	had	a	dramatic	impact	on	the	morale	of	the	staff.	Bring	this	kind	of	positivity	into	your	teachers’	lounge	by	setting	up	a	Staff	Kudos	Board	where
staff	members	can	give	kudos	to	their	colleagues	to	congratulate,	support,	or	show	appreciation.	2.	Teacher	Quotes	Brighten	up	your	teachers’	lounge	with	posters	that	have	inspirational	and	humorous	quotes	related	to	teaching.	You	can	also	pick	up	some	cheap	frames	from	a	dollar	store	to	make	the	posters	really	pop	(see	the	picture	below	with
frames	that	were	$3.00	each!).	Print	and	laminate	teacher	quote	bookmarks	to	have	available	in	the	staff	room	for	teachers	to	take	as	a	gift!	You	just	need	to	make	a	little	paper	pocket,	stick	it	up	on	the	wall,	and	put	the	bookmarks	in	it	for	teachers	to	grab!	3.	Birthday	Celebrations	Celebrate	staff	birthdays	by	setting	up	a	birthday	bulletin	board
display	in	your	teachers’	lounge.	In	each	of	the	months,	have	a	picture	of	the	staff	member	so	people	can	easily	see	whose	birthday	is	that	month!	4.	Teacher	Of	The	Month	Celebrate	staff	members	by	setting	up	a	Teacher	of	the	Month	bulletin	board	display	in	your	lounge.	Put	a	picture	of	the	staff	member	up	and	fill	out	this	sheet	with	information	on
why	this	teacher	was	selected,	what	words	describe	them,	and	a	funny	memory.	Also	included	is	a	space	for	a	colleague	and	a	student	to	write	a	quote	about	the	teacher!	At	the	end	of	the	month,	laminate	the	sheet	and	give	it	to	the	teacher	to	keep.	5.	Monthly	Potlucks	In	my	experience,	yummy	food	always	brings	out	the	best	in	people.	Make	the	last
Friday	of	every	month	(or	every	second	month)	a	potluck	lunch	in	the	teachers’	lounge!	Put	out	a	potluck	sign-up	sheet	on	the	Monday	before	in	the	staffroom.	Download	these	free	potluck	forms	by	clicking	here.	6.	Jokes	Robert	Orben	said,	“If	you	can	laugh	together,	you	can	work	together.”	It	is	so	true	that	laughter	can	transform	the	atmosphere	of
a	teachers’	lounge	and	bring	staff	members	closer.	To	encourage	a	little	laughter,	have	a	bulletin	board	dedicated	to	all	things	funny.	You	can	print	out	teacher	memes,	education-related	comic	strips,	or	even	have	a	cheesy	Joke	of	the	Week	display.	7.	Memory	Board	One	way	to	get	positive	discussions	going	in	your	staffroom	is	to	create	a	memory
board	where	pictures	are	posted	of	teachers	and	school	events	from	years	past.	This	allows	staff	to	reminisce	about	good	times	and	even	share	a	few	laughs	about	old	hair	or	fashion	styles.	You	might	also	want	to	put	up	current	pictures	so	newer	staff	members	are	also	included.	Allow	teachers	to	add	pictures	to	the	board	throughout	the	year!	8.
Share	Teaching	Ideas	Set	up	an	area	in	your	staffroom	where	teachers	can	share	teaching	ideas,	websites,	articles,	lesson	ideas,	videos,	or	books	with	their	fellow	colleagues.	I	use	the	title	Teaching	Tidbits	and	leave	cards	where	teachers	can	jot	down	their	suggestions	and	post	them.	9.	Wall	Calendar	Have	a	big	calendar	on	the	wall	where	teachers
can	add	information	about	upcoming	school	or	social	events	that	teachers	are	invited	to	attend.	This	will	make	staff	members	feel	like	a	community	and	keep	everyone	in	the	loop	on	what	is	going	on	and	what	is	coming	up!	10.	Create	an	Atmosphere	Setting	up	a	cozy	and	warm	atmosphere	can	help	change	the	tone	of	a	staffroom.	This	one	can	be
trickier	because	it	does	require	some	money	(which	we	all	know	is	not	always	at	our	disposal),	but	if	you	can	find	some	cash	in	the	budget,	here	are	a	few	ways	that	you	can	easily	spruce	up	your	lounge.	Add	a	fresh	coat	of	paint	(consider	choosing	a	warm	color	or	painting	one	wall	with	a	pop	of	color).	Put	center	pieces	or	runners	on	the	staffroom
table(s).	Add	comfortable/flexible	seating	(if	you	can’t	afford	bigger	items,	consider	adding	comfy	pillows	to	existing	seating).	Have	plants	that	are	easy	to	keep	alive	:).	If	possible,	avoid	florescent	lighting	in	favor	of	lamps	with	a	warmer	light.	Let’s	make	the	teachers’	lounge	a	place	that	you	can	proudly	recommend	to	new	teachers	as	a	place	of
collaboration,	positivity,	and	support.	Grab	the	Teachers’	Lounge	Decor	Bundle	by	clicking	here.	For	other	practical	teaching	tips	and	ready-to-use	resources,	click	here!	Related	Mrs.	Kinsley,	Why	didn't	you	put	in	my	late	work	yet?	I	turned	it	in	7th	hour	today,	and	my	dad	is	on	my	case.	I'm	going	to	be	grounded	all	weekend	if	you	don't	put	it	in	asap.
Did	you	lose	it?Pete[Insert	sigh	of	frustration.]	Emails	like	these	are	all	too	common	at	the	secondary	level.	I	used	to	get	upset	after	reading	one.	I'd	think,	The	nerve!	How	disrespectful.	Stewing	over	it	got	me	even	more	worked	up.One	day	as	I	was	reflecting	on	this	epidemic,	it	dawned	on	me.	They've	never	been	taught.	And	it's	true.	Many	students
who	sit	in	our	classes	year	after	year	have	never	been	taught	how	to	write	an	email	to	a	superior	(boss,	teacher,	or	anyone	else	who	would	be	addressed	in	a	high-register	tone).	So.	I	started	teaching	email	etiquette.	And	guess	what?	Lo	and	behold...it	worked.	While	teenagers	are	still	learning	how	to	master	tone	(we	have	to	give	them	a	little	leeway
and	use	teachable	moments	when	they	arise),	we	can't	expect	teens	to	be	able	to	respectfully	communicate	with	adults	in	a	language	that	is	somewhat	foreign	to	them	if	we	don't	give	them	the	tools	to	do	so.WHY	TEACH	EMAIL	ETIQUETTEFirst	and	foremost,	no	one	appreciates	receiving	a	rude	email.	Enough	said.	However,	it's	also	a	form	of
communication	that	is	highly	valued	in	our	society,	both	in	personal	and	professional	realms.	Did	you	know	that	99%	of	email	users	check	their	mail	daily?	Most	of	these	individuals	refresh	their	inboxes	multiple	times	a	day.	No	doubt,	it's	a	dominant	way	humans	speak	to	one	another	in	a	digital	world.In	the	academic	setting,	explicitly	teaching
students	about	email	etiquette	provides	background	students	will	need	to	discuss	author's	tone	and	writer's	voice	throughout	the	year.	Beyond	high	school,	secondary	teachers	need	to	empower	students	to	succeed	in	college	and	the	workplace.	One	day,	they	won't	have	anyone	to	teach	them	how	to	write	an	email	that	conveys	their	message
respectfully.	We	need	to	seize	the	opportunity	while	we	can	and	set	the	stage	for	success	in	life.Then	there's	relevance.	Email	etiquette	is	a	skill	in	which	students	should	find	value.	Often,	we	hear,	Why	do	we	even	have	to	learn	this?	When	are	we	ever	going	to	use	this	in	life?	With	this	topic,	students	should	see	the	direct	connection	to	their	lives	and
understand	how	much	it	will	benefit	them.Finally,	there’s	winning	the	undying	gratitude	of	your	colleagues.	That’s	right.	They	will	thank	you	because	you	are	not	only	solving	your	email	issues,	but	theirs	as	well.WHEN	TO	TEACH	EMAIL	ETIQUETTEWhile	email	etiquette	could	be	addressed	at	any	point	during	the	year,	I	always	use	it	as	my	back-to-
school	writing	unit.	In	doing	so,	I	experience	fewer	unpleasant	communications	during	the	remainder	of	the	year,	and	students	benefit	by	knowing	how	to	confidently	email	their	teachers	all	year	long.	In	middle	and	high	school,	students	begin	to	email	their	teachers	more	frequently,	so	these	are	the	ages	where	this	type	of	lesson	would	be	crucial.
Because	email	genre	is	one	that	transcends	subjects,	it	lends	itself	well	to	cross-curricular	study	opportunities.	How	is	a	student	to	know	what	is	acceptable	and	what	is	not	without	a	list	of	guidelines?	I	begin	my	email	etiquette	unit	with	practical	tips	that	teenagers	can	apply	to	their	own	writing	in	order	to	sound	more	professional	and	respectful.	At
first,	we	use	the	tips	I	introduce	to	them,	but	soon	enough,	students	are	adding	onto	that	list	with	some	ideas	of	their	own.	And	I	love	it!	From	there,	we	move	on	to	evaluating	texts	based	on	those	criteria.	2.	Use	engaging	examples.Most	students	have	probably	broken	one	or	two	etiquette	rules	in	the	past.	The	last	thing	I	want	to	do	when	covering	a
subject	like	impolite	emails	is	resort	to	shaming,	so	I	keep	it	light.	I	use	humorous	(and	often	over-the-top)	#EmailFail	examples	mixed	with	more	down-to-earth	and	realistic	ones.	As	a	class,	in	small	groups,	and	individually,	we	read,	analyze,	evaluate,	discuss,	and	revise	the	model	texts.	Supplementing	with	video	clips	is	an	additional	way	to
differentiate	and	make	the	content	more	interesting	to	twenty-first	century	learners.		It's	difficult	for	students	to	truly	take	a	writing	assignment	seriously	if	they	don't	have	an	authentic	audience.	A	best	practice	with	writing	is	to	have	the	students	actually	send	the	email	to	the	recipient.	In	doing	so,	I'd	strongly	encourage	you	to	either	make	yourself
the	recipient	of	an	email	in	response	to	a	fabricated	scenario	or	to	read	through	students'	drafts	before	allowing	them	to	press	"send"	to	another	teacher	(for	obvious	reasons).In	the	past,	I've	asked	students	to	think	of	a	class	they	have	strong	feelings	about	in	the	moment.	(We	need	to	harness	real	emotions	in	order	to	help	students	understand	how	to
channel	and	word	them	respectfully.)	Maybe	they	are	angry	because	the	teacher	just	assigned	a	large	project.	Perhaps	they	are	worried	because	it's	a	speech	course,	and	they	are	deathly	afraid	of	public	speaking.	Or	it	could	be	that	they	just	hate	math...have	always	struggled	with	it...and	are	concerned	about	being	pushed	too	far	out	of	their	comfort
zone.	I	then	ask	them	to	draft	an	email	to	the	instructor	of	that	course,	which	leads	us	to	best	practice	#4.4.	Give	immediate	feedback.The	easiest	and	quickest	way	for	students	to	learn	what's	acceptable	and	what's	not	is	if	I	go	over	their	draft	with	them	right	then	and	there.	I	read	it	out	loud	so	we	can	both	hear	it	as	the	sender	would	interpret	it.
This	way,	their	intended	tone	is	not	apparent,	and	I	point	out	areas	for	improvement.	For	example,	in	her	email,	my	student	Jacky	might	have	written	something	like:	Conferencing	with	students	gives	us	a	safe	place	to	have	conversations	about	an	aspect	of	a	student's	writing	that	needs	improvement	without	making	them	feel	like	they	are	a	"bad"
writer.	It	also	allows	us	to	discuss	in	detail	the	more	advanced	elements	of	writing,	like	tone.	Dear	Mr.	Stine,I	was	wondering	if	you'd	be	willing	to	move	the	science	test	back	another	week?	I	have	been	studying	on	my	own,	but	the	study	guide	you	provided	is	not	very	helpful,	and	I	don't	feel	like	we've	covered	the	information	well	enough	in	class.
Some	of	my	friends	have	also	expressed	similar	concerns,	and	we	all	think	an	extension	of	the	test	date	is	in	order.Thanks,JackyWhile	Jacky's	email	might	follow	a	lot	of	the	obvious,	more	minor	guidelines	for	email	etiquette,	I	would	conference	with	her	about	how	she	could	word	her	concerns	in	a	tone	that	would	win	the	audience	over	to	her	side
rather	than	alienating	the	instructor	by	putting	him	on	the	defensive.	The	number	one	comment	I	find	myself	repeating	to	students	as	I	conference	is	this:	Would	you	say	this	to	their	face?	No?	Then	we	need	to	word	it	differently	in	writing.	Like	text	messaging	or	commenting	on	social	media,	it's	easy	to	make	hurtful	and	even	mean	remarks	when
you're	separated	from	the	audience	by	a	digital	wall.Year	after	year,	parents	report	to	me	that	immediate	feedback	through	conferencing	is	the	number	one	factor	in	helping	their	children	grow	as	writers.	It's	in	this	safe	place	that	we	can	be	honest,	we	can	provide	real-time	feedback,	and	students	can	make	improvements	to	their	writing.	No	one
wants	to	start	the	year	with	a	stack	of	papers	to	grade.	Actually,	people	generally	don't	like	stacks	of	paper	at	any	time	of	the	year.	Yet,	in	order	for	students	to	really	understand	email	etiquette,	they	need	practice	and	repetition.	So.	How	do	we	grade	it	without	overwhelming	ourselves?We	can	start	by	asking	a	simple	question:	What's	the	purpose	of
this	unit?	In	short,	the	goal	is	to	help	students	communicate	more	politely	in	writing.	What's	the	best	way	to	teach	them?	In	class	-	through	practice	and	conferencing.	Therefore,	most	of	the	"grading"	takes	place	through	discussion.Teaching	students	about	email	etiquette	doesn't	have	to	add	to	equate	to	a	mountain's	worth	of	grading.	Plus,	by
allowing	students	a	free	space	to	experiment,	be	vulnerable,	and	receive	feedback	that	doesn't	hurt	their	grade,	an	invaluable	risk-taking	platform	develops;	consequently,	it	creates	a	writing	culture	in	which	students	feel	confident	and	free	to	toy	with	their	skills.Many	teachers	begin	the	year	with	pre-tests,	and	I	have	as	well.	Formal	writing	pre-tests
have	value,	but	I	find	them	more	appropriate	in	small-group	settings,	for	intervention,	or	with	tutoring.	Besides,	trying	to	grade	a	stack	of	essays	(even	in	the	form	of	emails)	at	the	beginning	of	the	year	is	overwhelming.	It's	not	fun	to	start	the	year	feeling	behind.	Since	the	goal	of	pre-tests	is	to	help	teachers	gear	their	writing	instruction,	teachers	can
use	email	etiquette	lessons	to	inform	their	future	writing	instruction.	As	you	read	students'	email	drafts	and	conference	with	them,	you	can	keep	a	list	of	common	errors	you	notice	and	use	this	information,	which	is	gained	in	an	authentic	way,	to	decide	where	you	want	to	begin	your	formal	writing	lessons.Remember	poor	late-work	Pete?	What	if	his
email	had	sounded	like	this?Dear	Mrs.	Kinsley,	I	am	so	sorry	for	not	turning	in	my	"Interlopers"	reading	guide	on	time.	It's	my	responsibility.	I	submitted	it	at	the	end	of	the	day	today,	but	I	didn't	see	you	in	your	classroom.	I	just	want	to	make	sure	you	received	it.	Can	you	verify?	Thanks	so	much	in	advance	for	your	time	in	responding,	and	I	apologize
for	the	inconvenience.	Sincerely,PeteDo	your	students	have	any	experience	with	writing	formal	emails	to	teachers,	bosses,	or	other	superiors?	Do	you	receive	emails	from	students	which	could	be	more	professional?	Will	your	students	be	applying	for	a	job	one	day?	Students	of	all	subject	areas	and	grade	levels	can	benefit	from	some	engaging
#EmailFail	and	Email	Etiquette	101	lessons.	Let's	help	ourselves	by	helping	our	students	hone	real-world	writing	skills	that	will	give	them	a	competitive	edge.	You	might	be	surprised	how	many	of	your	students	will	thank	you	in	return.	(Find	the	digital	version	of	this	unit	made	for	Google	Drive	here.	OR,	you	can	grab	both	the	print	and	digital	versions
of	this	career	readiness	writing	unit	right	here.	)	An	English	teacher	for	over	a	decade,	Melissa	is	an	avid	reader	and	writer,	and	she	loves	sharing	ideas	and	collaborating	with	fellow	educators.	Melissa	use	her	degrees	in	English	and	Curriculum	&	Instruction	as	well	as	her	Reading	Specialist	certification	to	dive	into	today’s	educational	issues	while
developing	resources	to	help	teachers,	students,	and	parents	make	learning	more	relevant,	meaningful,	and	engaging.	LET'S	CONNECT!	One	of	the	most	challenging	(and	frustrating)	tasks	as	a	teacher	is	managing	emails.	So.	Many.	Emails.	We’re	inundated	with	emails	from	co-workers,	administrators,	parents,	and	now,	our	students.	This	access	to
instant	communication	has	improved	so	many	areas	of	teaching	and	learning.	But,	it’s	not	a	given	that	it	will	result	in	successful	communication,	especially	for	our	students.	Just	because	they	know	what	email	is,	doesn’t	mean	they	know	how	to	send	an	effective	email.	They	need	to	learn	email	etiquette!	However,	a	quick	lesson	in	email	etiquette	can
teach	your	students	how	to	send	effective	emails,	prepare	for	real	world	communication,	and	end	the	text-message	email	frustration.	In	today’s	post,	I’m	going	to	give	three	tips	for	teaching	email	etiquette	so	it	sticks!	The	first	aspect	of	teaching	email	etiquette	is	explaining	its	purpose	versus	other	forms	of	written	communication.	Specifically,	I	like
to	cover	the	difference	in	purpose	between	an	email	and	a	text	message.	Because	secondary	students	are	so	familiar	with	text	messaging,	they	can	start	their	comparison	with	what	they	know.	Then,	they	can	move	into	the	differences	with	email.	Ultimately,	a	discussion	in	formality	is	important.	Therefore,	discussing	scenarios	could	be	a	great	way	to
show	when	a	text	message	makes	sense	versus	when	a	situation	calls	for	a	more	formal	email.	Considering	this	discussion	in	formality,	students	next	can	benefit	from	seeing	an	example	of	what	an	effective	email	looks	like.	Since	the	formatting	is	different	from	both	an	essay	and	text	message,	students	need	to	learn	the	block	formatting.		Still,	it’s	not
just	about	formatting.	Analyzing	the	content	of	an	exemplary	example	can	be	a	great	way	to	emphasize	the	formality	of	an	email.	I	like	to	use	an	example	that	would	be	relevant	to	students’	email	needs.	For	example,	a	thank	you	email	to	a	teacher	or	an	email	to	a	college	admissions’	representative.		How	many	times	have	you	embarrassingly	received
a	reply	all	email…that	wasn’t	supposed	to	be	a	reply	all?	These	types	of	mistakes	can	happen	all	too	easily.	Therefore,	one	of	the	most	important	aspects	of	teaching	email	etiquette	is	understanding	how	to	send	an	email	appropriately.	With	to,	carbon	copy,	blind	carbon,	forward,	reply,	and	reply	all	options,	email	can	be	quite	confusing	(and	even
embarrassing	if	done	wrong).	Explaining	how	each	of	these	technical	elements	works	is	vital	to	set	up	students	for	success	in	the	real	world.		One	of	my	favorite	ways	to	make	email	etiquette	stick	is	having	students	put	what	they	learned	into	practice.	First,	I	give	them	a	real-world	scenario,	something	they’d	encounter	in	the	near	future.	This	ensures
that	they	understand	the	purpose	and	format.	Then,	the	next	step	requires	that	they	actually	send	an	email	to	practice	the	technical	parts.	I	like	to	use	fun	and	engaging	scenarios,	and	I	actually	have	them	email	me	for	practice.	One	tip	is	to	have	them	work	in	groups,	so	you’re	not	overwhelmed	with	even	more	emails!	Here	are	some	examples:	Your
mom	and	dad	asked	you	to	email	your	aunt	an	apology.	Write	an	email	to	your	aunt	apologizing	for	missing	Sunday	dinner	at	her	house.	Blind	copy	your	mom	and	dad,	so	they	know	you	sent	it.	You	received	an	email	from	a	college	coach	asking	for	your	high	school	transcripts.	Reply	to	the	email	by	attaching	the	transcript	and	copy	your	high	school
guidance	counselor.	You	are	working	with	a	group	on	a	project,	and	you	have	a	question	for	your	teacher.	Email	your	teacher	to	ask	the	question.	Copy	all	of	your	group	members	so	they	can	be	in	the	loop.	Teaching	email	etiquette	is	a	great	way	to	save	your	own	frustration	and	prepare	your	students	for	your	class	and	the	real-world.		If	you’d	like	to
use	my	exact	mini-lesson	with	a	student	visual	note	guide,	teacher	slideshow,	and	scenarios	practice.	The	entire	unit	is	editable	so	you	can	tweak	it	to	the	needs	of	your	students.		Click	here	to	check	out	my	lesson.	Sending	students	on	an	online	date	with	a	book	is	one	of	the	most	engaging	ways	to	help	ELA	students	find	an	independent	novel.	I	use
this	activity	as	a	way	for	students	to	choose	a	novel	for	silent	reading	time,	but	you	could	also	use	it	as	a	way	for	students	to	choose	a	novel	for	a	book	report	or	other	independent	reading	project.	Below,	I	give	a	step-by-step	description	of	how	to	implement	this	in	your	own	classroom.	1.	Collect	a	Wide	Variety	of	Novels	First,	you	need	to	have	access
to	enough	books	for	each	of	your	students.	Try	to	select	a	group	of	appropriate	books	from	different	genres.	Distribute	the	books	to	your	students	at	random.	Students	won’t	be	reading	these	books	in	particular,	however.	2.	Create	Online	Book	Dating	Profiles	Once	all	of	your	students	have	a	random	novel,	tell	them	that	they	will	be	creating	an	“Online
Book	Dating	Profile”	for	that	novel.	They	don’t	need	to	know	everything	about	the	novel	because	the	profile	is	created	based	only	on	the	book	cover,	the	title,	and	the	blurb	on	the	back	of	the	book	or	inside	the	jacket	cover.	On	my	book	dating	profile,	I	have	students	complete	the	following	sections:	Physical	Description:	What	the	cover	of	the	book
looks	like	(a	profile	picture).	About	Me	Section:	Students	write	a	brief	plot	summary	in	their	own	words	based	on	the	blurb	on	the	back	of	the	book	or	inside	the	jacket	cover.	Ideal	Reader	Description:	Students	describe	what	kind	of	person	would	enjoy	this	novel.	Why	You	Should	Check	Me	Out:	This	section	is	an	area	where	students	can	provide
reasons	for	why	someone	in	the	class	should	choose	to	go	on	a	date	with	this	book.	3.	Set	Up	a	Class	Display	Once	students	have	created	the	profile,	collect	all	the	books	and	set	up	a	bulletin	board	or	wall	in	the	classroom	with	a	banner	that	reads	“Fall	In	Love	With	A	Book.”	Under	the	banner,	students	can	attach	all	the	“Online	Book	Dating	Profile”
sheets	that	they	have	filled	out,	as	shown	below!	4.	Students	Find	a	Date	Have	your	students	look	through	the	online	book	dating	profiles	on	the	wall	or	the	bulletin	board.	When	they	find	one	they	like,	have	them	take	it	down.	They	have	found	their	match!	However,	they	will	still	need	some	time	to	get	to	know	the	book	a	little	better	before	making
any	kind	of	commitment…	5.	Students	Make	a	First	Impression	After	students	have	selected	their	book,	I	ask	them	to	take	a	look	at	the	cover,	title,	and	blurb.	Then,	they	complete	a	“First	Date	Impressions”	assignment	where	they	discuss	what	drew	them	to	the	book,	what	expectations	they	have,	and	if	this	is	a	typical	book	choice	for	them.	6.
Students	Start	Dating!	Tell	students	they	will	now	start	dating	this	book.	I	give	time	in	class	for	this,	so	that	they	actually	give	the	book	a	try.	Tell	students	they	cannot	abandon	their	book	immediately.	They	have	to	give	the	book	a	chance	by	reading	at	least	a	few	chapters.	Just	for	fun,	I	also	like	to	give	my	students	bookmarks	as	gifts	that	read,
“Shh…I’m	on	a	date	with	my	book.”	7.	Students	Rate	their	Date	After	students	have	been	reading	the	book	for	a	few	days,	you	can	also	ask	them	to	“Rate	Your	Date”.	In	this	writing	assignment,	students	must	decide	if	they	will	continue	reading	this	book	or	choose	another	and	give	reasons	for	their	choice!	8.	Students	Tell	Their	Love	Story	As	a	final
assignment,	after	students	have	finished	an	independent	novel,	have	them	tell	their	“Love	Story”	with	a	writing	assignment	that	has	them	analyze	story	elements	(character,	plot,	theme,	conflict,	setting)	of	the	book.	You	might	also	consider	having	students	share	this	information	with	a	book	talk!	I	hope	you	and	your	students	have	fun	with	this
activity!	If	you	want	to	grab	the	ready-to-use	Online	Date	with	a	Book,	click	here:	Online	Date	with	a	Book.	You	might	also	be	interested	in	checking	out	my	tips	for	using	book	talks	in	your	classroom.	Related	If	you	are	wondering	if	you	should	be	teaching	email	etiquette	to	your	students,	read	on!	As	a	high	school	English	teacher,	there	are	so	many
different	skills	and	concepts	I	want	to	teach	my	students.	Not	only	do	I	want	them	to	be	well-versed	in	literature	so	they	can	pick	up	on	allusions	in	pop	culture,	but	I	also	want	them	to	be	able	to	write	across	a	variety	of	mediums	proficiently.	One	of	the	most	important	skills	I	can	teach	them	though,	is	email	etiquette.	I	want	them	to	improve	their
vocabulary	and	have	a	commanding	understanding	of	how	language	works	so	that	they	can	effectively	communicate	in	the	world.	And	while	I	want	them	to	be	able	to	do	all	of	this,	I	also	understand	that	the	vast	majority	of	my	students	are	not	going	to	be	literature	or	English	majors	in	college.	And	with	that	said,	when	my	students	leave	my	classroom,
I	want	to	be	able	to	provide	them	with	enough	guidance	and	instruction	so	that	they	will	succeed	in	the	world	after	they	leave	high	school.	As	a	high	school	English	teacher,	I	have	the	opportunity	to	provide	my	students	with	real-world	writing	instruction.	In	my	classroom,	that	comes	in	the	form	of	teaching	email	etiquette	at	the	very	beginning	of	the
school	year.	By	teaching	email	etiquette	to	my	high	school	English	students	at	the	beginning	of	the	school	year,	I	help	my	students	be	successful	all	year	round.	5	Steps	to	Teaching	Email	Etiquette	Direct	Instruction	First,	I	use	direct	instruction	strategies	to	teach	about	etiquette	and	email	etiquette.	I	explain	to	my	students	what	etiquette	is,	why	it	is
essential	to	follow	etiquette,	and	I	also	explain	how	in	many	cases	an	email	might	be	the	first	impression.	Bad	Examples	After	a	quick	mini-lesson	on	email	etiquette.	I	like	to	project	some	bad	email	examples	on	the	board.	I	have	my	students	read	the	emails	and	then	volunteer	to	correct	just	one	change	about	the	email.	Usually,	each	email	has	several.
From	no	subject	line	to	no	greeting	to	improper	grammar	to	being	downright	rude	to	a	teacher,	this	is	one	of	my	favorite	parts	of	the	lesson.	My	students	typically	have	a	fun	time	with	this	part	of	the	lesson	as	well.	Craft	a	Terrible	Email	All	too	often,	teachers	tell	students	what	not	to	do.	Why	not	let	them	show	us	what	not	to	do?	Once	students	have
seen	some	poor	email	example,	I	like	to	challenge	them	to	work	in	small	groups	to	write	the	worst	email	ever.	I	want	them	breaking	all	of	the	email	etiquette	rules	(while	still	maintaining	school-appropriate	content).	I	usually	have	my	student	groups	share	their	emails	and	explain	why	they	are	so	terrible.	It	is	also	fun	to	have	students	vote	on	the
winner	of	the	worst	email	contest.	To	help	students	with	this	activity,	it	might	be	helpful	to	give	them	some	sample	topics	to	write	about.	Perhaps	they	can	write	asking	for	a	letter	of	recommendation,	or	they	could	ask	about	an	extension	on	their	essay.	Make	Email	Corrections	Now	that	your	students	have	a	solid	foundation	about	proper	email
etiquette,	it	is	time	for	them	to	make	some	revisions	to	emails	that	do	not	follow	standard	etiquette	rules.	In	my	Email	Etiquette	mini-unit,	there	are	several	different	sample	emails	students	can	revise	and	correct	to	demonstrate	their	understanding	of	the	concept.	Write	an	Email	Once	students	finish	the	small	group	and	individual	activities,	it	is	time
for	students	to	write	their	emails.	A	great	way	to	wrap	up	this	mini-unit,	especially	if	you	teach	it	at	the	beginning	of	the	school	year,	is	to	have	students	write	you	an	email.	You	can	ask	them	to	share	something	about	themselves	or	to	share	their	goals	for	the	school	year,	or	something	along	those	lines.	Once	I	started	teaching	email	etiquette	to	my
students	at	the	beginning	of	the	school	year,	my	email	inbox	is	much	more	pleasant.	You	will	appreciate	your	students’	new	skill	and	other	teachers	will,	too!	Ready	to	Begin	Teaching	Email	Etiquette?	One	of	the	best	ways	to	help	students	succeed	both	in	and	out	of	a	school	setting	is	by	teaching	this	email	etiquette	unit.	By	teaching	students	how	to
write	an	email,	they	will	know	how	to	write	an	email	to	a	teacher,	boss,	or	superior.	Email	etiquette	is	an	essential	skill	that	students	need	to	know,	and	after	teaching	this	email	etiquette	unit,	you’ll	receive	much	more	pleasant	emails.	You	and	your	students	will	love	these	email	etiquette	activities	in	this	unit!	This	digital	and	print	email	etiquette	unit
includes	an	instructional	presentation	and	various	email	etiquette	activities	to	help	your	students	learn	the	art	of	proper	email	communication.	Here	is	what	teachers	are	saying:	฀	฀	฀	฀	฀		Extremely	Satisfied	“I‘ve	taught	email	etiquette	with	my	students	in	practical	writing	for	3	years	now,	and	always	struggled	with	creating/finding	resources	that
worked	well	&	kept	them	engaged	(my	group	is	mostly	non-college	bound	seniors	&	juniors).	This	resource	was	able	to	do	both	and	the	digital	resources	fit	well	into	my	existing	material.	I’m	really	looking	forward	to	being	able	to	incorporate	more	of	this	into	my	unit	in	the	future,	this	year	I	was	only	able	to	utilize	some	of	the	digital	activities	due	to
time	and	finding	this	resource	mid-unit,	but	next	year	I	am	planning	on	incorporating	more	of	this	into	my	teaching.”	฀	฀	฀	฀	฀		Extremely	Satisfied	“I	use	this	resource	at	the	beginning	of	each	semester	as	part	of	our	“back	to	school”	work.	(We	have	block	scheduling	at	my	school).	It’s	a	fantastic	way	to	let	students	know	the	appropriate	and	acceptable
way	to	email	their	instructors.	I	like	that	it	is	no	prep	for	me.”	฀	฀	฀	฀	฀		Extremely	Satisfied	“A	must	have	lesson	for	students	of	all	ages.	Students	are	so	used	to	texting	friends	and	often	use	that	same	type	of	language	and	structure	in	emails	to	teachers	and	others.	This	was	a	complete	resource	on	teaching	students	how	to	write	a	professional	email	and
it	was	an	engaging	unit	as	well.	My	students	were	thankful	for	the	direct	instruction.”	It	was	awesome	to	help	my	students	with	writing	emails.	I	do	wish	there	was	more	practice	attached.	Primarily	students	with	learning	difficulties,	with	mild	to	severe	disabilities,	and	on	the	autism	spectrumStrongly	disagreeStrongly	agreeGreat	resource	for
introducing	students	to	emails	and	etiquette.	Primarily	students	with	mild	to	severe	disabilities,	with	learning	difficulties,	and	on	the	autism	spectrumStrongly	disagreeStrongly	agreeNo	PDF.	.	.	My	school	doesn't	allow	Google	Drive	downloads,	and	I	bought	this	because	the	description	said	PDF	was	available	as	well.	Very	misleading.Hi	Sydney!	The
PDFs	are	all	in	the	Google	Drive	folder,	but	I	can	email	them	to	you	directly	if	you	prefer.	If	interested,	please	send	us	a	message	at	mrandmrssocialstudies@gmail.com,	and	we	will	reply	with	the	attachments!	Alternatively,	you	can	request	a	refund	from	TPT	by	clicking	"Help	and	FAQ"	and	the	bottom	of	the	page.	This	was	a	great	resource	for	my
SPED	writing	class.	The	purpose	of	the	class	was	to	build	students'	writing	skills.	It	was	helpful	to	have	improper	examples	to	show	the	students	and	help	them	work	through	how	to	improve	their	writing	to	make	their	point	clear.	Primarily	students	with	learning	difficultiesStrongly	disagreeStrongly	agreeThese	were	so	easy	to	plan	into	our	day!	They
are	a	great	way	for	students	to	cover	and	master	sending	proper	emails.Strongly	disagreeStrongly	agreeIntroduce	a	topic;	organize	ideas,	concepts,	and	information,	using	strategies	such	as	definition,	classification,	comparison/contrast,	and	cause/effect;	include	formatting	(e.g.,	headings),	graphics	(e.g.,	charts,	tables),	and	multimedia	when	useful	to
aiding	comprehension.Establish	and	maintain	a	formal	style.Provide	a	concluding	statement	or	section	that	follows	from	the	information	or	explanation	presented.	High	school	students	are	entering	a	world	where	everything	is	digital.	Their	college	applications,	job	applications,	even	their	social	lives	are	based	online.	As	they’ve	gone	through	school,
it’s	likely	they’ve	developed	many	bad	email	habits.	While	emails	to	friends	can	be	littered	with	abbreviations,	contain	no	formal	email	structure,	and	be	sent	at	two	in	the	morning,	this	is	not	how	students	should	format	a	follow-up	for	a	job	interview.	As	students	get	older,	it	is	important	to	teach	them	the	do's	and	don'ts	of	email,	as	well	as	other
online	etiquette,	to	prevent	these	avoidable	faux	pas.	Here	is	an	example	of	a	Do’s	and	Don’ts	storyboard	for	student,	formal,	and	business	email	etiquette.	In	half	of	the	cells,	we	see	a	"don’t"	illustrated	clearly	and	in	the	other	half,	we	see	the	proper	way	to	send	the	same	email.	This	storyboard	covers	skills	like	conciseness,	using	proper	English,	and
sending	personalized	(rather	than	chain)	emails	to	friends	and	family.	Storyboards	are	an	excellent	way	to	learn	and	discuss	proper	email	etiquette.	By	utilizing	characters	and	scenes,	as	well	as	text,	students	will	grasp	how	their	emails	affect	the	people	who	receive	them.	Email	formatting	often	seems	like	a	chore	for	no	reason,	but,	give	students	the
ability	to	show	how	poorly	written	emails	are	perceived,	and	they	will	grasp	the	importance	of	eloquent	emails.	In	addition	to	helping	students	imagine	the	impact	of	their	emails,	these	storyboards	give	teachers	a	way	to	instantly	assess	and	redirect	students	in	real	time.	The	easy-to-understand	nature	of	storyboards	means	you	will	be	able	to	see
immediately	if	a	student	has	mastered	the	concept.	You	can	correct	him	or	her	right	away,	and	they	won’t	need	to	wait	days	to	receive	feedback	on	graded	homework.	Have	students	create	a	"Dos"	and	"Don’ts"	storyboard.	Let	them	think	of	their	own	or	give	them	specific	guidelines	to	include.	Create	a	storyboard	that	helps	students	understand	what
types	of	emails	are	likely	to	contain	viruses,	and	which	are	safe.	Create	storyboards	that	demonstrate	when	to	"BCC"	or	"CC",	and	when	to	"reply"	rather	than	"reply	all".	Ask	students	to	create	a	storyboard	of	"non-ideal"	emails.	For	example:	emails	sent	in	the	middle	of	the	night,	emails	sent	when	angry,	or	emails	with	inappropriate	content.	If	you
want	to	give	students	a	template	to	help	guide	them	through	the	format	of	a	formal	email	and	help	them	pre-draft	important	emails	(without	worrying	about	accidentally	sending	an	unfinished	version),	you	can	customize	email	worksheets!	Students	can	complete	them	digitally	or	fill	them	out	by	hand,	and	this	is	perfect	for	helping	them	see	structure
and	take	their	time	practicing	without	staring	at	a	blinking	cursor.	1	Begin	by	explaining	to	students	why	email	privacy	and	security	are	crucial	in	the	digital	age.	Discuss	potential	risks	and	consequences	of	sharing	personal	information	or	falling	victim	to	email	scams.	2	Educate	students	on	best	practices	for	maintaining	email	privacy,	such	as	using
strong	and	unique	passwords,	enabling	two-factor	authentication,	and	regularly	updating	their	email	account	settings.	3	Teach	students	how	to	recognize	phishing	emails	and	educate	them	on	common	red	flags,	such	as	unfamiliar	senders,	grammatical	errors,	urgent	requests	for	personal	information,	or	suspicious	links	and	attachments.	Encourage
them	to	verify	email	requests	through	alternative	channels	before	responding	or	providing	any	sensitive	information.	4	Instruct	students	to	be	cautious	about	sharing	personal	information	via	email	and	remind	them	to	only	provide	sensitive	details	on	secure	websites	or	through	encrypted	channels.	Emphasize	the	importance	of	never	sharing
passwords,	social	security	numbers,	or	financial	information	through	email.	5	Teach	students	how	to	utilize	safety	measures	within	email	platforms,	such	as	marking	suspicious	emails	as	spam,	blocking	unwanted	senders,	and	reporting	phishing	attempts	to	the	email	provider.	Demonstrate	the	process	of	flagging	and	reporting	suspicious	emails	to
protect	themselves	and	others.	6	Emphasize	the	importance	of	responsible	digital	citizenship	by	encouraging	students	to	think	critically	before	clicking	on	links,	downloading	attachments,	or	responding	to	emails	from	unknown	sources.	Encourage	them	to	report	any	potential	security	threats	or	concerns	to	a	trusted	adult	or	school	authority.
Frequently	Asked	Questions	about	Email	Etiquette	for	High	School	Students	What	is	email	etiquette?	Email	etiquette	refers	to	the	set	of	guidelines	and	norms	that	dictate	the	proper	way	to	communicate	through	email.	It	includes	proper	formatting,	tone,	and	language	to	use	when	writing	emails,	as	well	as	rules	for	sending	and	replying	to	emails.
Good	email	etiquette	helps	to	ensure	clear	communication	and	avoid	misunderstandings	or	offense.	Why	is	email	etiquette	important	for	high	school	students?	High	school	students	are	entering	a	world	where	everything	is	digital,	and	their	college	and	job	applications	are	based	online.	It's	important	for	them	to	know	how	to	write	professional	emails
that	convey	their	message	clearly	and	politely.	How	can	storyboards	be	used	to	teach	email	etiquette?	Storyboards	can	be	used	to	illustrate	the	impact	of	poorly	written	emails	and	to	help	students	understand	proper	email	formatting	and	language.	They	can	also	be	used	to	assess	and	redirect	students	in	real-time.	What	are	some	ideas	for	email
etiquette	storyboards?	Dos	and	Don'ts	storyboard,	storyboard	for	safe	email	practices,	storyboard	for	when	to	BCC	or	CC,	and	when	to	reply	versus	reply	all,	and	storyboard	for	non-ideal	emails	such	as	those	sent	in	the	middle	of	the	night,	when	angry	or	with	inappropriate	content.	Who	doesn't	like	a	good	deal,	right?	I've	reached	out	to	some	of	my
favorite	education-related	companies	to	offer	exclusive	discounts	on	items	you	may	need	for	the	classroom.	There	are	discounts	on	teacher	bags,	library	book	stamps,	custom	pencils,	lanyards,	teacher	t-shirts	and	much	more!	Who	doesn't	like	a	good	deal,	right?	I've	reached	out	to	some	of	my	favorite	education-related	companies	to	offer	exclusive
discounts	on	items	you	may	need	for	the	classroom.	There	are	discounts	on	teacher	bags,	library	book	stamps,	custom	pencils,	lanyards,	teacher	t-shirts	and	much	more!	These	are	just	some	of	the	Skills	and	standards	Addressed...Citing	text	evidence	Finding	the	main	ideaVocabulary	in	contextAuthor's	point	of	viewAuthor's	purposeEvaluating
argumentsComparing	and	contrasting	Inferring	informationFigurative	languageAuthor's	toneText	featuresExamining	biasSharing	an	opinionAnalyzing	quotesSurveyingProblem	and	SolutionCause	and	effect	Allusion	Evaluating	grammarWord	choiceExamining	analogies	Categorizing	informationOxymorons	&	punsNon-fiction	genresSupporting
detailsLocating	irony	Examining	graphicsWriting	QuestionsThe	5	WsResearchingCharts	and	graphsMaking	predictionsMaking	connections	Critical	thinking/judgementsExplaining	idiomsExploring	text	structurePros	and	consSummarizingExamining	writing	styleWriting	types(persuasive,	narrative,	descriptive,	opinion,	instructional)


