MULTIMEDIA TRAINING KIT

Trainers' notes: Introduction to Mailing Lists

Developed by: Ann Tothill

	Introduction
	General introduction to electronic mailing lists.



	Timing/duration
	60-90 minutes, depending on extent of e-mail and web experience and facilities available.



	Content outline and main topics covered

	· Basics: what is a mailing list?, types of mailing list, mailing list commands, usage guidelines (30 minutes presentation and group discussion. If participants have e-mail access, add a practical exercise).

· Finding lists (10 minutes presentation; 50 minutes exercise and group discussion).



	Target audience
	General.



	Prerequisite skills/knowledge
	Familiarity with e-mail and basic principles of web searching.



	Unit objectives/expected outcomes
	By the end of the unit participants should have a basic understanding of the types of list (discussion, alerting, moderated, unmoderated etc.), how to find lists, how to subscribe / unsubscribe, usage guidelines, and how to get the most out of lists.



	Pre-workshop activities
	If possible send out a pre-workshop skills assessment questionnaire.



	Notes on using exercises
	· The exercises were developed for a primarily academic audience – substitute directories or lists which are appropriate for you target audience.

· Exercise #3: participants should use Google or another search engine to find the answer. This is not stated in the instructions, as a “check” that participants know how to find information online themselves.



	Resources included with unit
	· Trainers’ notes

· Handout

· PowerPoint presentation

· List of additional resources

· Exercises

· Materials evaluation form (for trainers)

· Workshop evaluation form (for trainees)

· Copyright statement

Use the general MMTK ICTs glossary with this unit.



	Additional trainer resources
	-



	Equipment needed
	· Computer with internet connection and projector for trainer.

· Ideally, one internet-connected computer per participant.

· Ideally, e-mail access.



	Comments
	· Ideally this should be combined with a session on mailing lists for the particular area of interest of the group you are working with.

· Try to collect examples of “bad” e-mail messages to present for group discussion, or to use as exercises - for example, chain letters, virus hoaxes, poorly formulated requests for information. Get the group to “critique” these message and suggest improvements.

· If possible, set up a listserver for the workshop so that participants can practice subscribing and unsubscribing etc. This is only practical if participants have access to their own or guest e-mail during the session.
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