Module 7, Lesson 3






            College Bound Transition Curriculum
Sending Emails in College









     Family Plan

Objective: The student will draft an email to faculty and staff at a college or university based on authentic scenarios they may encounter on campus, correctly using at least five of the elements of the provided template.

Materials needed from module 

Power Point file (Be sure to access the notes pages that accompany each slide.)
Email Evaluation Checklist

Email Scenario Worksheet

Email Scenario Cards
Additional resources needed
Optional – Computer access to draft practice email in typed format instead of handwritten
Family discussion and activity
Talk about it:

· Use the PowerPoint slides to facilitate a discussion about sending appropriate emails in the college setting. The discussion should encompass:

· Why being able to write appropriate emails is an important skill in college and the impressions created by appropriate or inappropriate emails (see slides #2 and #11-13)
· Guidelines, “dos and don’ts,” tips, and general etiquette for appropriate emails in the college setting (see slides #3-10 and #14)
· How to evaluate whether an email is appropriate for the college setting (see slides #11-14)
· If your student has a learning difference that impacts his/her writing skills, then this topic may be more likely to elicit anxiety about meeting the standards expected in college. It may help to reassure your student that the purpose of this lesson is to make this process easier by providing specific strategies that, when followed, will result in strong emails. In addition, assistive technologies to help students compensate for writing challenges exist, many of which can be easily used on emails. For example, Dragon Naturally Speaking software allows the student to speak his/her email aloud and translates the audio into written text. This and other software can also read back text a student has typed to allow him/her to proofread by listening instead of reading. Finally, spell-checking and grammar-checking software is built into many email applications and can often be set up to run automatically before sending an email. Beyond technology solutions, you can also assure your student that in many college settings, there are extensive writing support resources which s/he can access to improve any type of writing. In addition, s/he can connect with various people on campus (e.g., an advisor, a mentor, a peer leader, etc.) who may be willing to proofread important emails and provide feedback.
· During this discussion, it may be helpful for your student to hear from you (and any other key figures in his/her life) about your experiences with email etiquette, either from the sending or receiving perspective. Your student may benefit from learning about challenges you have experienced in this area and how you have addressed them, as well as aspects of emails you have received that impacted your impression of the sender for better or for worse.  

Try it:

· Review These Emails 

· After discussing the topics above, read the instructions for the “Review These Emails” activity (see slide #11).
· Together with your student, look over the emails on slides #12-13 and assess each one based on the questions listed on slide #11 and the evaluation checklist provided on slide #14.  
· For “Cameron’s Email” (see slide #12), you may want to answer the question “How could it be improved?” by helping your student rewrite this email to meet the guidelines given in the lesson. The comments in the notes for the slide provide a list of specific problems with the email that need to be addressed.
· Sample College Email Scenarios

· After evaluating others’ emails in the previous activity, move on to writing an email for a specific scenario.

· Read the sample scenarios on slides #15 and #16. Have your student select one to begin with. 

· Work through composing an appropriate email for this situation using the guidelines, templates, and checklist provided in the lesson.

· You may choose to write up the email draft as you talk through it or simply do this aloud.

· Independent Practice in Writing Emails

· Your student can use the Scenario Cards and the Email Scenario Worksheet to gain additional practice in writing appropriate emails for the college setting.
· The Scenario Cards handout describes eight different situations, similar to those that your student may potentially encounter in college, which would require sending an email to a professional within the university community. Your student should select one of these scenarios and independently compose an email to the relevant individual, using the guidelines, templates, and checklist provided in the lesson. S/he may choose to write the email by hand on the Email Scenario Worksheet or to type it on the computer.

· After your student has completed the email, review it together. Reinforce the aspects that s/he did well, and discuss any areas where improvement may be needed.

· This activity can be repeated for as many of the eight scenarios as desired.

· An Outside Perspective

· It may be helpful for your student to also hear feedback about the impression his/her emails create from someone outside of his/her family. If possible, consider enlisting a family friend who uses email heavily in a professional setting and who would be willing to help your student with this activity. 
· Arrange for your student to send this individual an email for review. (To make it easier for the family friend to evaluate, your student may want to tailor the topic of the email to that individual’s profession – such as an inquiry about a job or a request for information, etc.) 
· Ask the family friend to share his/her impressions of the email and any suggestions for improvement. What would s/he think of the individual who sent this email without knowing anything else about him/her? Did any aspects of the email stand out in a positive or negative way? How did it compare to similar types of emails s/he has received from other individuals?
Reflect on it:

· After completing the activities in this lesson, help your student as s/he reflects on the feedback received about his/her emails. Which skills were more challenging for him/her to implement, and which skills were strengths for him/her? How might these challenges and strengths apply to other types of writing that your student may be required to do in college? How can s/he apply the writing tips learned in this lesson to other types of writing?
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