E-MAIL IN THE CURRICULUM

· After some background reading about how to integrate e-mail successfully into the curriculum I’ve come to following conclusions:
· Prior to any on-line activity  all ss should be introduced to the basic concepts of Internet and e-mail.

· All students should be taught how to use  the intended e-mail program.(all workstations in our lab have Outlook express, which I have to study as I don’t use it at home)

· Some practice should be made in using e-mail so that all ss feel confident enough to use the medium on their own or with little assistance on part of the teacher when a key-pal project starts.

· It’s highly advisable “to start small and to create the kinds of activities which have a direct purpose and are well-integrated into classroom goals. If these activities prove successful, you can build from there and attempt a more ambitious plan the following semester” (“The Internet for English Teaching: Guidelines for Teachers” Mark Warschauer and P.Fawn Whittaker (I-TESL-J) http://www.aitech.ac.jp/~iteslj/Articles/Warschauer-Internet.html 
· In order to achieve considerable learning results e-mail should be integrated into the curriculum and not regarded as an add-on process.
·  Project Goals, timescale and techniques should be discussed with the ss while some decisions  should even be negotiated with them in order to implement the shift from teacher-centred to student-centred language learning. I will certainly try some of the activities outlined in “E-mail Activities in the ESL Writing Class” Ron Belisle The Internet  TESL Journal ) http://www.aitech.ac.jp/~iteslj/Articles/Belisle-Email.html 
Reflecting on my situation I thought that I would do the following:

1. FEBRUARY- APRIL 2001 (I’ll be back to school after maternity leave)

2. Teach my students Internet and e-mail basics.

· Help them become confident users of Outlook Express (although I wil teach them only the basic features, while I will explore the more advanced ones. I’ve found a tutorial at: http://www.actden.com/oe/index.htm ) 

APRIL –JUNE 2001

Carry on a series of writing activities in the class using the LAN to exchange mail in a student to student, teacher to student and student to teacher interaction.
SUMMER HOLIDAYS UP TO SEPTEMBER

· Search for key-pals. I’ve already bookmarked some key-pal sites that I could address in order to find students willing to exchange messages with my classes.( http://www.iecc.org/index.html , http://www.epals.com/ )
POINTS TO CONSIDER BEFORE SETTING UP ANY KEY-PAL/COLLABORATIVE LEARNING PROJECT:

1. Level of student computer literacy. I will work on this from February to June 2001 to ensure that all the students I intend to involve in e-mail writing have the necessary skills to deal with it efficiently.
· Students awareness of e-mail writing skills and to what extent “normal” writing convention s need be maintained in electronic communication. As I have already said before I would feel “safer” if we (the class and I) worked in a LAN environment first, experimenting both technical and stylistic aspects of e-.mail writing before embarking on “live” projects. A site for explaining how e-mail is different from snail mail is to be found at: http://enterprise.powerup.com.au/htmlxp/pu/emailhow.htm .Though I may object to some which is written there, it may serve as a starting point.
2. Setting a time limit for the project. It is recognized as absolutely important to set  and agree upon a precise time limit for projects like these. Most probably I will ask the partner teacher to have a go lasting one month, or one month and a half and see what comes out of it.
1. Limiting the number of exchanges. I would probably ask my partner teacher to set a precise schedule of exchanges  (i.e. every students receiving and returning mail twice a week) so that ss know exactly what is expected of them.
2. Considering technical/logistical difficulties. It’s highly advisable to have a plan B ready in case something goes wrong. If the server is down, there’s been a power cut or the lab is inaccessible, a brief communication to the partner teacher is a must, in order to let him/her  know about  the impossibility of writing and to agree on a different date form the one previously set for the exchanges. 

3. Dealing with absent key pals or groups. This is potentially the major cause of disillusionment with pen/key-pal writing. In order to avoid such feeling, ss should be grouped in threes at least and paired with similar groups, so that messages go regularly through.
4. Taking decisions about the amount of teacher’s control. I would like my students to write in good English and get replies in correct English as well. I would therefore  ask my students to send copies to me before sending them away to their partners, so that I could correct them. I would expressively ask my key colleague to do the same especially if the contact group were native speakers.
5. Inter-school organization. I can’t but copy what Vera Mello writes in her article “Report on a Penpal  Project, and Tips for Penpal-Project Success” (I-TESL-J) p. 3

      http://www.aitech.ac.jp/~iteslj/Techniques/Mello-Penpal.html 

I - Regarding Teachers

1. Choose the other teacher(s) you will be working with carefully; otherwise, you might end up being alone and encountering major difficulties with the project. The teacher(s) must be willing to work cooperatively, to share the project successes and problems and, at its end, to establish what can be done to improve it.

2. Maintain personal email contacts with the teacher(s) involved in the project. This is one of the most important items because if something goes wrong with a pal or the project, the teacher(s) can identify the problem and try to find a solution.

3. Make sure you and the other teacher(s) have the same objectives in mind. Discuss the objectives and what you want  your students to achieve with the project. If you do not agree, do not carry on with the project.

4. Discuss and establish a definite beginning and end for the project with the other teacher(s). Each project has to have its time span set from the very beginning so that any necessary adjustments can be made by the teacher(s).

3. STAGES IN SETTING UP AN E-MAIL PROJECT 
4. June –September 2001. Subscribe to a mailing list/teacher’s group in order to find out a suitable partner school. (I don’t do it now as I had stated in my Learning Contract because I’ve realized that before embarking on a key-pal project I have to train ss in the use of Internet and  e-mail,  and I myself must get confident in managing the lab, which is new to all of us, as well as in managing mailing lists).
5. June –September 2001. Start writing to the key-pal teacher in order to exchange data as to number of students, age, level of English.

6. September 2001. Match a class and agree on a very simple project for a start. I think of my ss simply giving personal information and inquiring about key-pals habits, likes and dislikes. Try to establish a good working relationship  with your partner teacher and set a timescale for the project.

7. February – September 2001. Take decisions on how to manage the e-writing. Will the students write to a mailing list? Will they create their e-mail account s with the e-mail provider?

· September 2001. Exchange ss’ e-mail addresses with the partner teacher. Confirm the details  decided when planning the project.

· September 2001. Build groups of threes and ask your partner teacher to do the same I order to make it more likely for every message to be replied to.

8. September –October 2001. Students  write to each group of partner ss. Make sure ss write descriptive subject lines, pay attention to netiquette and letter layout. Every message must be carbon copied to the teacher.
9. September –October 2001. Be supportive and try to be sensitive to the dynamics of the project. Interrupt it if you can feel no real enthusiasm on the ss part. Analyse the causes, discuss them with your partner teacher and take a decision whether to go on with it, modify certain aspects or stop it all together. 
PROJECT PLANNING SHEET.

· The following points should be discussed with the partner teacher and the planning sheet completed before mid-September 2001 (official start of school in Italy). I could explain what the objective(s) of the project are and how I intend to carry it on  by writing to my partner teacher considering what follows:
· Explain to students why you intend to use e-mail.
· Is the project linked to a specific topic in the syllabus or is it aimed at, generally, giving ss a chance for real communication? 
· Has the project been thought of as integrated into the school curriculum or is it an add-on to other classroom activities?
· Will the activity involve cultural exchange and research?
· Will it be restricted to electronic exchanges?
· What main objective(s) do you think you’ll achieve through collaborative, task-based learning?
· What degree of control do you intend to exercise? Will you correct your students’ writing? Yes/No.. Why?
· Will you want to moderate the list? 
· What can you do so that our ss improve their writing skills?

· How can you make all the process funnier and more interesting?

· What can you do to avoid drop-outs or lack of interest?

· Have you got a final product in mind?

· Are you (the teacher) more interested in the end product or in the process?

· Do you intend to use the activity to evaluate your ss?

· Have you already checked that your students can proficiently use e-mail and internet?

· Do your ss already know how to write an-mail in terms of style and netiquette?

· Do you agree that it is pivotal to set a time limit? What do you think should a feasible one be?

· What steps do you intend to take in order to deal with absent key-pals or groups?

· Do you agree upon setting a schedule of exchanges (communicating each other what days we will be writing and for how long) and limiting the number of exchanges? (once/twice/three times a week always on the same days so that students know exactly when they may expect to receive and are expected to send messages?).

The partner teacher and I could then discuss the project and agree (or disagree, in which case I would need to seek another partner) on its implementation.

I’ve already talked to our ICT Co-ordinator and he has informed me that we have a software that manages mailing lists.

1. Here’s what we thought we could do:

2. Group ss in threes (19 ss means 5 groups of three and 1 group of 4) in order to ensure that mail will always be written and replied to.

3. Assign student an e-mail address (we may even be able to create an e-mail address for each student of our partner school if they need it). 

4. Create as many mailing lists as the number of groups.

5. Exchange addresses and start writing.

The following table might also be of help in trying to clarify our aims and avoid failure because of lack of planning.
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