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Promoting information skills training courses
 

Getting publicity for your course:
There are several ways to promote information skills training courses. The examples below can be used either individually or in conjunction:
Flyers and posters
You can promote your training courses, by displaying flyers and posters about the courses in your library or information service. In addition, flyers and posters can be placed in common areas or on notice boards of groups that you wish to target for the training courses. Your promotional materials should be eye-catching and factual, but try to avoid cramming too much information into a small space. Remember to make sure that the contact details and any follow up information is prominent and up-to-date. In addition, you could include positive comments of feedback from former participants to help you to make the promotional materials "learner centred" and increase their interest. For an example of a flyer, see the London School of Economics information skills training leaflet. [Available at: http://www.vts.rdn.ac.uk/case_studies/lse_leafletsummerterm03.doc Accessed February 2010]
Word of mouth
Word of mouth can be a very effective method to promote your training courses. A useful way to encourage participants in your former information skills classes to recommend your training courses to others is to ask them to do so at the end of the session, for example, "If you found this course useful and enjoyable, tell your friends". 

E-mail likely participants 
Internal participants 

If you wish to promote your course to internal participants, you can send e-mails to the relevant people or sections within your organisation. Group e-mail addresses for staff or students in individual sections can sometimes be obtained from your IT Team.  Alternatively, sending an email to key members of staff, for example. course leaders, departmental secretaries, and heads of sections and then asking them to forward your message on to relevant people can be a useful way to gain endorsement for your course.
External participants 

To promote your training courses to external participants requires you to obtain the e-mail addresses of relevant organisations and groups of participants that you wish to target. 
Alternatively, to reach a broader group of potential participants, you could use e-mail discussion lists. For example, if you look around the Jiscmail discussion lists, you may identify lists which likely will have members to whom your courses will appeal. Although you could simply join any promising list, it is better etiquette to e-mail the list owners and inform them about your intentions so that you are not accused of "fly-posting". They may even suggest other appropriate lists, and they will probably be more tolerant should you wish to advertise future courses. 
Attend meetings
Attending the meetings of likely participants in your organisation is a useful way to discover the training needs of staff as well as to highlight information skills training courses to relevant members of staff.
Educational events
If you wish to promote your information skills training courses to students, it can be useful to ask lecturers to inform students of the courses at the end of their lectures. Alternatively, you could arrange for yourself or another information skills training staff member to give a brief talk about training opportunities at the end of a relevant lecture. In addition, during student inductions at the beginning of academic years, it can be useful to collaborate with lecturers to ensure that students receive timely information about training courses.  

Adverts in relevant journals and magazines 
If you intend to deliver information skills training courses to people outside of your own organisation and region it can be useful, if funds permit, to advertise your training courses to potential participants in relevant journals and magazines. Some journals may be willing to promote "not for profit" courses for free in their News sections.
Establish a course home page 

If you have a library or information service website, it is useful to add details of your upcoming training courses along with contact details for the trainers. In addition, it can be useful to create a section of your website that is dedicated to information skills training. However, it is important that you keep these pages up-to-date. For an example, see the NHS Grampian training web pages. 
If your library or information service does not have its own web pages, you could contact the web team at your organisation and request for them to place a headline banner on your organisation's homepage which contains an e-mail hyper-text link to the information skills trainer(s) to promote your courses. 
Advertising at events 

Advertising your training courses at events that your potential participants are likely to attend is an effective way to promote your information skills training courses. Events may include conferences, career fairs, trade meetings and professional association meetings. 
Journals 

Write ups of your courses or course programmes (especially if there is a research component) in academic journals can be a useful way to provide publicity for your future courses. Be sure to add your contact details to the journal article, for example; "if interested please contact the authors at……".
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