How to manage your students’ emails?

· In a large class: set up the class into groups and make use of mailing groups.
E.g. If you have 30 students, organize them into 6 groups of 5 students each who correspond internally within the group. Each group formulates a specific opinion, and then one of the members can be made “group representative” (or “spokesperson”) who posts their messages to the other group representatives. 

· How to track your students’ emailing performance

E-mail has at least one feature which can be challenging and perhaps frustrating to teachers: It's messy! The students have differing numbers of pen-pals and take differing amounts of time to read messages and create responses. This means either that some students may not complete their correspondence in the time allotted in class, or some students may complete it early and have nothing else to do. Time management thus can become a problem if there are not other activities to take up the slack, or if the slow students do not have access to the lab at other hours so that they can catch up. 

Another management problem concerns the volume of correspondence and assigning a grade based on their performance. If the students are writing personal letters, you might not want them to submit copies of them to you as proof of their e-mail activity. You might, however, ask them to 'cc' you on at least their first letter so that you can see how well they do on this first, crucial message. 

One solution is to the tracking problem is to have the students keep a log of their correspondence, perhaps with the following items to fill in per transmission: 

    Date   From/To     Sent/Rec'd    Lines in Message     Total Lines

                         (S/R)       (without headers)      To Date

You might also ask them to submit a single long file of all of their correspondence, after they have done through it can replaced any private sections with x's. How easy this is to do, however, depends on your particular configuration. 

One additional benefit to the log is that it can be used for assessment as well, a grade being given based on the total lines sent and received. Students who write stimulating letters will most likely receive longer responses than those who write brief, uninteresting missives. Thus a combination of both sent & received messages tends to work well. (One of my students, however, received the full text of Hamlet by e-mail because his partner in Hong Kong thought that it would contribute to his line count!)
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