
 
 

ePALS SchoolMail™ Best Practices 
 
The opportunity for learners to write to an audience other than just their teachers is 
extremely motivating, and ePALS can provide students with classroom audiences from 
around the world! 
 
Research in the area of Computer-Mediated Communication (CMC) has shown that 
using technology provides students with a sense of empowerment and contributes to the 
development of communicative abilities. When given a sympathetic audience and 
something of value to write about, students are more likely to become eager writers. 
ePALS is an effective way to help students find their voices, meet friends from around 
the world, and gain functional computer skills. 
 
Writing a classroom profile 
When you register your classroom you will first submit a profile of your classroom from 
the Shared Profile link found through My Account after logging in initially. 
 
In the description section, be sure to include details about your student population and 
the nature of the exchange your class is looking for. Try to make your description as 
detailed and interesting as possible so that it will be appealing to other teachers. Keep in 
mind that ePALS supports a powerful search engine that also works by keyword. For 
example, if a teacher enters “national holidays” as the criteria for the search, all profile 
descriptions with the word “national holidays” would be listed. Therefore, the more 
descriptive and detailed your classroom profile, the better. 
 
Searching for a partner classroom 
After you have registered your classroom, you should also actively look through the 
existing classroom profiles and send requests to contact schools that you are interested  
in working with. You can use the Power Search to find classrooms that share similar 
interests (for example, science, environment, poetry, etc.).  Select the “Description” 
category and type in the words you’re looking for. 
 
1) Click on “Search Community” 
2) This will bring you to a “Search for ePALS” screen. 
 
Here you can search for a partner class by entering different criteria such as country, 
grade level, language, use the map feature or just view the latest profiles. Keep in mind 
profiles are listed with the most recently added profiles appearing right at the top of the 
search results.  We recommend an initial general search using the Map tool if you are 
searching for worldwide partners.  If you are using the search form directly off your 
Search Community link, be sure to select the ePALS Global Community in the pulldown 
menu at the bottom of the page if searching for worldwide classrooms prior to clicking 
the search button to view results.  If this is not selected, little will appear in your search 
results unless a teacher has submitted a profile from the district. 
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TIP:  Contacting Profiles 
It is a good idea to contact more than one classroom profile and those profiles that have been
recently added or updated.  Be sure to double-check the dates.  In addition, we also 
recommend corresponding with more than one classroom, so that if one classroom is on 
holiday, your other partners will still be available. 

 

PALS Courtesy 

larification of ePALS Partner Expectations 
nce you find a profile to contact, get to know your partner and clarify expectations on 
oth sides about the nature of your exchange and frequency of emails that your students 
ill be writing.  Your courtesy correspondence should include expected time lines for the 
lassroom exchange (weekly, monthly, etc), how you will pair or group students in the 
xchange as well as mutual content expectations and objectives.  The frequency of 
orrespondence will depend on mutual availability, access to email, broadband 
onnections and even school schedules.  Include any alternative contact details.   

 

TIP:  Check your Email daily 
It is recommended after sending your initial email to check your Webmail inbox on a daily 
basis for a response.  Should a response not be forthcoming within a week, try contacting 
another profile using the same message.  Be sure you are contacting recently added or 
updated profiles.  In some cases, school schedules or holidays particularly in foreign countries
may be the cause of a non-response. 

 

nce you have found a partner class, it is common courtesy to respond to any further 
equests for a classroom exchange with a quick reply, “Sorry, not at this time.” This way, 
he other side will know where they stand and will continue the search for ePALS 
artners.   

lassroom Organization 
)  If you are considering a class-to-class exchange, it is a good idea for one side of the 
onnection to send an email to the partner teacher with a short introduction from each 
tudent as well as providing a list of student email addresses.  You will first need to 
ecide which side begins the exchange.  The teacher on the other side can then assign 
PALS partners to his/her class. This pairing of partners should be printed up and kept 

or reference to track student exchanges. 

 

TIP:  Warm-Up Activity  
Prior to getting started with an exchange, consider first introducing or exposing the students to
the ePALS partner community.  Have students first research the city, state, region, country 
and then share what they have discovered with the class.  Students might initially present 
what they think their new ePALS partners might be like based on where they live and then 
after corresponding with their partners, compare their initial perceptions.   
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Once the exchange has been set up, sometimes it is easier from a classroom 
management point of view to have pairs or groups of students write to pairs or groups of 
students in another class. This is helpful when students or absent or if one or two 
children do not get their email messages completed.   
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TIPS:  Suggested Activities 
Email exchanges are most successful when they focus on a particular topic. Suggested ideas 
include: 
 

 a particular subject each class will research and compare (temperature readings, 
landforms, local history, popular culture);   

 a book both classes read and share ideas as they go  
 one class can write cliff hangers and the other class can finish the stories   
 participate in an online open ended story   
 parallel science experiments or conducted surveys can be done and compared  
 join and participate in an ongoing email project on ePALS.com 
 contact experts.  Class projects emailing experts in various fields are also an effective 

means of integrating email.  Parents of students or employees of community 
businesses can also be used. This is a great way to supplement the career projects at 
many grade levels. There are many Ask an Expert sites on the web that can be used 
for this purpose. 
 

) It is recommended that you have your students keep copies of their emails in either 
heir sent folder or by creating a special folder in their Webmail account to manage the 
xchanges. This way, students can review their letters in between sessions and keep 

rack of the communications with their partners.  In addition, this will provide an archive 
f writing and or project correspondence that can later be printed or included in a 
tudent-based portfolio. 

) If possible designate a section of your classroom to your students’ ePALS experience. 
t is useful to mark the geographical location of your partners on a map and to display 
ny relevant information about your partner class. This can include a bulletin board with 
 wall map, a study corner with a globe, an independent learning centre where all of the 
ngoing correspondence and reference material can be posted.  Consider showcasing 
xamples of student correspondence, writing and/or project-related activities to parents 
nd other community stakeholders as a part of an open-house. 
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TIPS:  Before you start….. 
 

 Book your computer lab time(s) in advance for expected classroom email 
dates. 

 Check the internet connection speed at your school. Try to anticipate any 
slowdowns due to heavy internet traffic at particular times during the day, if 
any. 

 Check that required computer stations are operating.  If not, arrange to have 
students take turns sharing available computers. 

 Be sure you know who to contact for ePALS help at your location (the ePALS 
Site Administrator). 

 Ensure all students have an email account and know their passwords.   
 We recommend maintaining a list of student email addresses using the 

Address Book in your Webmail account to maintain a list of your student email 
addresses and to group them by class or subject depending on your needs. 

 Review any need for an introduction to the use of ePALS email with students 
(do all the students know how to send and receive email messages?) 

 Should students forget their passwords or do not have an email account, they 
can contact the ePALS Site Administrator for a password reset or request the 
creation of an email account.  The AUP still needs to be completed and 
maintained on file. The ePALS Site Administrator may also suspend student 
accounts temporarily. 

 Review netiquette with students and ensure they understand the expectations.
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Using Email Tips:  A series of 5 “one lab session” activities that helps show teachers 
how they can use email either between students in their class or in reaching out to 
another class within their school, district or the world.  Possible ideas include: 
 
Week 1:  Sending assignments as attachments:  By the middle grades, most students 
are handing in assignments that have been produced in MS Word format.  Students are 
requested to hand in one assignment electronically to the teacher as an attachment 
using ePALS SchoolMail.  Part of the grade will include the successful creation of and 
receipt of this word doc. 
 
Week 2:  Sending and completing a Survey:  Working with their own classmates, 
students are asked to email a 10 question survey to each other based on a curriculum 
topic being covered in class.  Students then input the answers to the survey and return 
them back to their partner.  Students then compile a comparison of answers between 
themselves and their partner.  These surveys can be worked on in one class, and 
created electronically during the computer class. 
 
Week 3:  Start a Story – classmates, or a partner classroom, create a story together via 
email.  Teachers provide the opening paragraph for the story (already available as part 
of a teacher’s bag of tricks), and the first partner adds the second paragraph and sends 
it via email, the second partner adds the third paragraph and sends it back via email, the 
first partner adds the fourth paragraph, etc. until the story is complete.  The final copy, 
with peer editing, is then emailed to the teacher as the final submission. 
 
Week 4: Review a book– classmates, or partner classrooms, send book reviews to each 
other from the lists of books being read within the literacy program or that are on the 
recommended reading list for that grade level.  Partners can send each other 
comprehension questions, or any questions that they have regarding the book review 
and author. 
 
Week 5:  Create a newspaper article together from a local event of interest.  Partner 
students are responsible for gathering all of the background information on their subject, 
work on creating a headline and byline together, and also write the body of the article for 
the newspaper.  By exchanging emails throughout this process, students advise each 
other on their research, and correct and edit each other’s text.  Final copy is then 
emailed to the teacher. 
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EXAMPLE 
How to write your first ePALS message: 
 
I. Begin with the salutation: Dear 
a) Followed by “ePALS” if you have not yet met your partner and do not know his/her
name 
b) Followed by the name of your ePALS partner if you know their name 
 
II. Introduce yourself: 
a) Your name, age, gender, grade, class 
b) Your hobbies and interests, your family 
c) How you access the Internet (at home or at school) 
 
III. Describe the community that you live in: 
a) Location of your town or city in the country you live in 
b) Population of the community 
c) Details about your community (parks, hang-outs, what you do in your community) 
 
IV. Describe your school community: 
a) Student population 
b) Classes that you study, length of classes, time schedule 
c) If you have a school homepage, include the URL in your email letter 
 
V. Describe what you would like to know: 
a) About your ePALS partner 
b) For your research project 
 
VI. In closing your letter be sure to: 
a) Thank the email partner for reading the email 
b) Include the email address where you would like to receive replies 
c) Tell your partner you are looking forward to hearing from them soon 
 
VII. BEFORE PRESSING SEND be sure to: 
a) Check with your teacher 
b) Check your spelling 
c) Tell your partner you are looking forward to hearing from them soon 
d) Check that your ePALS’ email address is written correctly 
e) Save a copy of your letter 
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Safety and Netiquette Tips 
 
Internet Safety Tips for Teachers 
This section is designed to help ensure that your ePALS SchoolMail experience is 
educational, fun, friendly and safe.  
 
The following recommendations are particularly important if your class will be 
participating in email exchanges with people outside your school and should be 
reviewed with students prior to any initial email communications.  Your students need to 
be made aware of Netiquette in the same way that respectful behavior is expected in a 
traditional classroom setting.   
 
What you need to make sure your students know:  
 

 Never give out any personal information (such as last names, addresses or 
phone numbers) to anyone without the permission of a parent, guardian or 
teacher. 

 Never arrange a face-to-face meeting without a parent, teacher or guardian 
present. 

 Never respond to messages that are suggestive, obscene, threatening or that 
make you feel uncomfortable. 

 Always let a teacher, parent or other trusted adult know if you receive an 
upsetting message. 

 If you are suspicious of someone you've met online, always tell a responsible 
adult, like a teacher or parent. 

 Always make sure you log out when you are done using ePALS SchoolMail, to 
ensure that your personal information remains confidential and that no one else 
can use your account. 

 
You may also wish to distribute and discuss the list of Internet Safety Tips for Students 
(see below) with your students before you begin using ePALS SchoolMail for 
collaborative activities. 
 
If you receive a suspicious email message: 
 

 Before taking the following steps, do your best to ensure that the offensive 
message is not just another annoying mass-emailed spam advertisement. Never 
reply to these messages, even if they offer you a chance to have yourself 
removed from their mailing list. Save and print the messages.  

 
 If the message contains threats of harm or other criminal content, immediately 

report it to your ePALS SchoolMail Administrator or appropriate contact at the 
district.  

 
 Do not investigate the suspicious messages yourself. 

 
 Immediately cease all correspondence with the individual - do not reply. 

 
Verifying Identities of Email Contacts 
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To verify the identity of anyone who has emailed you that you do not know, do the 
following:  
 

 If the class, school or organization has a web site, visit it and see if the individual 
is listed as a staff member. 

 Email someone else at the school or organization and politely ask them to verify 
that the individual is a staff member. 

 If the class, school or organization does not have a web site, check with the 
appropriate school board or call directory assistance to find out if the school or 
group exists and attempt to verify the identity of the individual. 

 

Internet Safety Tips For Students 
 
ePALS SchoolMail is a great learning tool. Here are some important safety tips that can 
help you have fun...safely!  
 

 Do show your parents, teachers and other trusted adults all the cool things you 
like to do online and tell them about the friends you're making and show them a 
copy of one of your emails. 

 Don't tell people you don’t know your last name. 
 Don't give out your phone number or address and only tell people the name of 

your school with permission from a parent or teacher. 
 Do be respectful when you're writing to or chatting with people on the Internet 

and treat them in the way you like to be treated. 
 Do ask your parent or teacher before you sign up for anything on the Internet. 
 Don't share your password with anybody other than a teacher or parent. 
 Do get permission before you download anything from the Internet. 
 Don't respond to email, forum or chat messages that are mean, scary or make 

you feel uncomfortable.  
 Do check with a teacher or parent before you send anybody pictures or other 

files. 
 Don't arrange a face-to-face meeting without a parent, teacher or guardian 

present.  
 Do let a parent, teacher or other trusted adult know if something unusual, 

upsetting or scary happens to you online. 
 Don't believe everything you read; sometimes people on the Internet get their 

facts wrong or pretend to be someone or something they're not. 
 Do remember to have fun, play it safe and enjoy all the neat things that ePALS 

and the Internet have to offer!  
 
If you have any questions about these safety tips, or about anything you find while 
surfing, we encourage you to discuss them with a parent, teacher or other trusted adult. 
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