Netiquette for RCWP Members

1.  Post and Respond to the appropriate audience.

· When posting a message, know the difference between the RCWP Chat List and the RCWP Business List.  The Chat List is international and provides a venue for processing and discussion of a wide range of issues for RCWP members.  The Business List is RCWP-USA only, and is a place for communicating RCWP business, such as communications from administrative circles and work groups.  

· When commenting on, or responding to, a message posted either on the RCWP Business or  Chat List,  please remember that not every issue is necessarily a proper subject for RCWP to discuss as a group. You may want to respond directly and individually to the person who sent the message. Or you may want to make a comment to everyone who received the message, in order to further the conversation.  
· To respond only to the person who sent the message, make certain to send your response to the individual’s personal email address.   

· To reply to everyone who has seen the message, simply use “Reply,” directly from your computer screen. 
· When a response is requested, make that response within 24-48 hours.

· Double check the e-mail address before sending.
2.  Format so that your message is more likely to be read.

· Be sure the subject line is clear.  Be concise.

· If the message you are sending is urgent, mark it accordingly.  Avoid marking messages as “Urgent” as a way to assure that people will read them.

· When attaching documents, use .doc format.  Some can’t open .docx.

· Don’t type in all CAPS, or in a font larger than 14 point.  Stick with standard fonts

(Arial, Times New Roman, etc.).  Fancy fonts don’t always travel well in cyberspace.  
3.  Be mindful of the number and size of the e-mails you send out.

· Post messages to the lists in a thoughtful and measured way.  Everyone in RCWP has a busy life, so please have a good reason for your message.  

· If you are responding to a chain of e-mails, remove anything in excess of the last two responses that preceded yours.
4.  Check the tone of your message.

· E-mail lacks subtle communication cues.  Is the message you are about to send open to emotional misinterpretation?

· Internet messages are permanent.  Be careful what you write.  Avoid engaging in online arguments.  If you are upset or angry, avoid sending a reactive response.  Take time for calming and for composing a thoughtful response. 
· Courtesy, kindness and respect are the ways we communicate with others.
