
 
 

RGTS Student Online Etiquette 

Here at RGTS, we value the importance of building strong respectful and professional relationships and networks in 

order to flourish as a school community.  

Although challenging at times, elements of remote learning such as managing an email inbox and platforms such as 

Microsoft Teams is a great insight into the world of work. Therefore, this is great opportunity for you to build your 

online communication skills and professionalism. 

With that in mind, please use this guidance sheet to inform best practice when communicating via email and Microsoft 

teams with your teachers.  

Sending Emails  

All students must:  

➢ Use their school emails to interact with teachers 

➢ Send emails during the school day only 9.00am – 4.00pm  

➢ Use the RGTS template below to send your emails  

➢ Ensure that emails have a respectful and professional tone using appropriate language  

 

Dear Ms Saunders,  
Hope you are well? (optional) 
I was completing Assignment 1 …. (what you would like to say) 
Kind Regards, 
Fred 

 

Communicating on MS Teams 

On the Microsoft Teams platform, you may be able to communicate with teachers during live lessons by writing 

messages via the chat function in the meeting. Teachers will respond to messages during the meeting, or they may 

send you further guidance outside of the meeting.  

When you are using the chat function or sending any written communication on MS teams, you must:  

➢ Follow all instructions from teachers 

➢ Be polite and respectful to your teachers and peers during any live lesson  

➢ Use appropriate language and stay focused on your learning 

➢ Work to the best of your ability and ask for help if you are unsure  

Online Conduct 

Please remember that all communications on MS Teams are monitored and that any inappropriate conduct will be 

followed up by our teachers.  

Staying Safe Online  

If you have any safeguarding concerns while working remotely at home,  please contact Ms Tutty DSL 

tutty.l@rgtrustschool.net or email safeguarding@rgtrustschool.net  Alternatively, you can contact the school office 

and speak with the receptionist who will arrange for someone to contact you back: 020 8312 5480 
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