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The AMSSM Listserv is one effective way for members to circulate and share information. 

Listserv goals include:

· Facilitating conversation between AMSSM members

· Circulating useful resources within the membership & network  

· Building broad social ties between network members

· Collecting content to populate strategy or other materials development  (i.e. how would you manage this problem etc.)

Protocol and considerations:

As with any tool, we strive towards building an open and effective listserv culture. 

· Participants should know the goals of the listserv, and as a result what content is ok to circulate, and what is not.

· Establish local and society procedures for introducing new members to the listserv/protocol.

· New AMSSM members will receive information about the listserv as well as an electronic version of the listserv protocol

· Before achieving access to the listserv as a member, the potential member will review this document in electronic form and electronically sign.
· Fellowship directors will be encouraged to offer specific training and information on listserv posting to new fellows annually. 
· Listserv leadership and administrative functions. 

· Currently the listserv content is not moderated but monitored for content violations by administrative staff of AMSSM, and the Internet and Executive committees.

· Enforcement of listserv protocol and violations will be done by the AMSSM Internet committee with the knowledge and approval of the AMSSM Executive committee

· Consequences for violation of the listserv protocol will essentially result in the members posting privileges being revoked for a specific amount of time established by the Internet Committee and the AMSSM Administrative office. If repeat offenses occur, the member will lose membership in the listserv. 

· Define and track success. 

· Content will be recorded, tracked and analyzed by members of the Internet committee. This information will be shared regularly with the Board of Directors and will be available for membership review. 

· Listserv reliability is important. Technical problems or technical questions for new, or existing members can be forwarded to the AMSSM administrative office, who will solve the problem, or pass on to our current website service consultant for a solution.

General Considerations – BE NICE!

· AMSSM members share listserv goals and parameters. 

· Listserv members will agree to these goals and parameters as terms of listserv membership.

· New members are asked to read but not post for 2-4 weeks, giving them time to observe the culture of the listserv.

· No email harvesting – this is a significant violation of trust. 

· E-mail addresses are private and not for distribution of any kind without permission of the individual

· No commercial use or marketing of paid services is permitted.

· AMSSM is a non-partisan organization that respects the political views of all of its members; therefore, the general listserv may not be used for political discussion, specifically the promotion of candidates. 

· Political discussions can be made within the appropriate den or forum of the listserv. All other listserv policies apply.

· Do not share illegal content through the listserv (software, copyrighted text, etc.)

· No slanderous content.

· Profanity is not permitted.

· Avoid controversial postings – although this may not be possible, stimulating traffic in the past, threatens to overwhelm the listserv.
· Before any posting, ask yourself, “am I contributing to this thread or discussion”

Posting Made Simple- When starting a thread topic (see example at the end of this section) – 

· Add the topic to the subject line 

· Information must be included in the subject line or the listserv will reject your message 

· It is suggested to introduce all postings with a capitalized subject header indicating the content. This will enable subscribers to easily filter information. 

· Designate headers that effectively suggest key kinds of content being traded through the listserv will include:

· CLINICAL ?: - how to diagnose/manage etc.

· PRO/LOC: - find a professional in location x

· FYI: - general info being posted

· RBAY (right back at you): - response to thread

· Always use the subject line to identify the substance of your message 

· i.e. – “RBAY to Joe about managing stress fractures”

· It takes a little more time, but this simple addition should HELP reduce the “reply to all” errors that should reply to the specific member making a posting.

· In your FIRST LINE, add 

· “Respond to all” – OR - 

· “Respond off-line to (your name @ your ip. com)”

· Avoid using all caps for anything other than subject line introductions – it is perceived as YELLING.

· In general write short and to-the-point posts, making it easier for others to skim and absorb content.

· Do not forward any posts without the permission of the person posting. Conversations are meant only for listserv members and violate trust.

· Never write anything you wouldn’t say to the recipient. Remember that it is hard to interpret the tone of emails, and it is therefore necessary to exercise extra caution with regards to tone.

· ALWAYS Review reply e-mails before sending more carefully– remember they are going to a large number of people.

· Reference emails you are replying to.

· Once you have clearly stated “RBAY to message by …” Consider deleting the original message in your reply to minimize duplication and clutter. 

· Consider whether an email is more appropriate for a single person, versus the entire list. Similarly, be aware of whether you want to ‘reply’ to one person, or ‘reply to all’.

· Replying sends the response to ALL list members so make sure you intend to send a response to the whole list instead of a specific person, or an individual on the list.

· Do Not Email subscribe/unsubscribe requests to the entire listserv. This can be done as simply on the website.
· Generally speaking, do not use the list to:

· set up personal meetings 

· Thank someone for responding (we all appreciate the input), 

· Say hello to a friend or friends. 

· Ask yourself, “Will my post add to the knowledge base of the other members of the listserv?” If it will not, then respond directly to the person who has asked the question. 

· Always add your name, e-mail address, and contact information in all of your messages in case someone wants to contact you personally instead of posting a public response. 

· An automatic signature option is present on most e-mail software and can be added easily to all postings.

