
 

1. Students registered with the Disability Support Service may require usage of their phones and laptops in 
class for assistive technology purposes. Please notify the lecturer of this requirement. 

2. Bottled water is allowed in lecture rooms. A further exception may be in the case of a medical condition. 

 

General Classroom Etiquette Guidelines 

Note: These are intended as general guidelines- please also follow the instructions provided 

by your individual lecturers in class. 

Timekeeping 

 Arrive to class on time. Class timetables are available on the TU Dublin 

website via Publish. Check this regularly for updates. 

 If possible, arrive a few minutes early to find a seat and get settled. 

 During the first few weeks of each semester, set aside some extra time to 

find your classroom/lab. 

 If you need to leave a class early, inform the lecturer, either by email or in 

person, before class. Leave quietly without disrupting the class. 

 If you are going to miss a class, tell your lecturer ahead of time. 

Queries, Questions and Classroom interaction 

 Ask questions in class by raising your hand.  

 Avoid speaking while the lecturer/presenter is lecturing or when other 

students are called on to speak. 

 If you do not want to ask during the lecture, see your lecturer after class 

or email them to request a meeting.  

 If you do miss a class, ask a classmate for a copy of their notes or ask 

them for details of what you missed. 

 Be respectful and courteous in all interactions. Include others. Be mindful 

of diversity in the classroom and varying perspectives, cultures and ideas.  

 In general, eating and drinking in class is not permitted. (2) 

 

Mobile Phone and Laptop Usage(1) 

 Do not use your phone/laptop in class unless asked to by the lecturer- for 

example, for an in-class room poll or quiz. 

 Turn your phone off in class, or at the very least turn all sound and alarms 

off. 

 If you are expecting a call during class time, inform your lecturer. Step out 

of class and minimise disruption to the room. 

 Laptops/tablets.  ask the lecturer if a laptop is allowed for note taking 

during class. If a laptop/tablet is used, surfing the web, gameplay and any 
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other activity not related to the class work should be avoided as it is 

distracting to yourself and others. 

 Recording devices. Individual lecturer’s policies about using a device to 

record a lecture may vary. Therefore, ask the lecturer in advance if he or 

she allows the use of a recording device for lectures.  Do not take photos 

or videos of the lecture material of the lecturer/presenter without the 

explicit permission of the lecturer/presenter. 

Academic policies and Requirements 

 Familiarise yourself with the module syllabus. 

 Follow the module guidelines for assignments. 

 If you are unclear on any aspect on a module structure or assessment- 

ask the lecturer for clarification. 

Guide for Email Communication 

 It is important to use the TU Dublin student email account that has been 

assigned to you. Personal email accounts should only be used in 

exceptional circumstances. 

 Clear, concise and respectful communication is an important element of 

your college experience. It helps the college staff to assist you properly 

with queries and will also help you in your future professional career. 

 Use a respectful tone and avoid referencing individuals in the class in 

emails.  

 Be aware that email is not an immediate form of communication. Allow a 

reasonable amount of time for a response and be aware that working 

patterns and times vary from person to person. 

 See below for guidelines and a sample email template. It is advised to 

follow this or a similar format when communicating with college staff. 

 When emailing a lecturer/member of staff, be sure to include the 

following: 

SUBJECT LINE  

This should be a few words describing the issue   e.g.: ’Query about Lab 2’ 

GREETING  

Use the lecturer/staff member’s full name and title.  

MESSAGE  

This should be brief, specific and to the point.  Be sure to use proper 

grammar and sentence structure. Use a spell checker.  
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ENDING  

Should show appreciation and give your name and your class and year.  

Example: “Thank you for your time, and I look forward to your 

response.”  Close with your first and last name and your programme and 

year 

example:  Joe/Jane Smith TUXXX Year 1/2/3/4 

Before you hit send, read the message out loud to yourself and check that it 

makes sense. 

SAMPLE EMAIL 

 

This should be short and descriptive 

The greeting and message body, as well as 

the sign off, should be courteous, to the 

point, and provide clear information of the 

query/issue. The sign off should indicate 

clearly who you are, particularly if you 

emailing a lecturer for the first time. Your 

academic programme and year information 

will help staff to assist you quickly.  


