Wiki for staff lesson template
This document is meant to get your head around the topic or skill you want to cover in a Wiki-related learning session for staff.
The first part is about the skill or topic you’re interested in, and helps you work out exactly what you want to teach, and what participants should be able to do when you’re done.
The second part is about what you’re actually going to present, demonstration, and get the group to do. This ensures you’re giving them what they need to learn effectively, and covering a manageable amount in the time you have.
Get details about developing a professional development programme and tips for running learning sessions on Te Papa’s blog
What’s this lesson all about?
For example: Adding references to articles, sharing collection images, fixing bias


Handy links
Stick links about this topic/skill here – you’ll want them later.


Why’s it useful to your kaimahi and institution?
Think about what this will help staff do, how it extends their ability to do their jobs.
This provides hooks that support learning and makes it easier for staff and managers to understand it as professional development.
For example: Staff already reading/using high quality sources – knowing how to add references means they can make them more accessible to public. Benefits: personally rewarding, encourages closer reading…


What do participants need to know by the end?
Should they leave the session able to:
· complete a particular kind of edit?
· join a project?
· seek out more information on their own?
For example: How to make an article better by adding a reference to a high-quality source
· DO need to know what counts as a good source and how to make the actual edit
· DON’T need to know all the different ways you can add a reference


What will get them there?
Think about the bits of information you’ll need to cover, and how you’ll need to communicate them.
Keep in mind:
· Avoid making it all talking or all activity – you need to hit multiple bits of the brain for it to sink in
· How much can you cover in one session? You might need to keep the scope tight or break it into two
For example:
Identifying good sources
· Talk about Wikipedia’s requirements and why they matter
Using the web archive to keep links to online sources from breaking
· Talk about why links break
· Show web archive
· Show example of citation with web archive link
How to use the visual editor citation tool
· Talk about there being various methods with pluses and minuses
· Demonstrate adding a reference



Putting together the session
Sessions tend to have three main parts – a short presentation, a demonstration, and time to practice.
When you’re more focused on a specific skill, like adding citations, the presentation is a chance to provide context like community guidelines or best practice. You can then demonstrate the steps the group will be following during practice.
If you’re focused more on a topic, like fixing bias, the presentation might be a larger part. However you can still use the demonstration time to show examples of what the Wiki community are up to in that area, or where the group can start getting involved during the last part of the session.
What goes into the presentation
Lay out what you need to tell the group.
Basic outline:
· What is this thing
· Why they should care about it, how it’s relevant to work
· At most 3 things they need to know
· What it looks like to do it/what’s involved in using the info


Shaping up the skills and actions
Whether the session leans towards skill or topic, breaking this down ensures you really understand the steps and aren’t trying to squeeze in too much at once. This also helps you work out what you need to prepare beforehand.
With skills, you’ll avoid skipping important stuff when you demo and be able to tell them about the steps you’re doing for them this time around.
With topics, you’ll be able to tell the group what their options are for taking action and what the next steps will be.
List out the steps of the skill or actions and note what they’ll do, versus what you’ll prepare.
For example:
Skill steps
· Find an interesting fact in a source (me)
· Get down the citation details (me)
· Find place to reference the source (me)
· Start editing the article (group)
· Click into the right spot and click the cite tool (group)
· Enter the details (group)
· Save with an edit summary (group)
· Thank them for their edit (me)
Topic actions
· Join the Women in Red project
· Draft a stub article
· Read research on bias in Wiki




Prepping material for use
If you’re getting the group to make an edit you’ll often need material for them to work with. Arranging this beforehand is a huge time saver and means the group won’t need to worry about whether they’re using the right sources or editing the right pages.
You can pull from online sources like Papers Past, Te Papa Collections Online, or online journals. Also think about what your own institution has available. Your own online collections, website content and publications can help participants feel more connected to the process. Just make sure you’re staying clear of any potential conflicts of interest.
Also remember to pay attention to copyright on anything you want to add to a Wiki platform. Wikipedia copyright FAQ
List the sources you want to use.
For example:



List the articles or other pages you want to edit.
For example:



Make it easy for the group
You don’t want to slow the group down by making them deal with too many fiddly things.
Skill prep
When you’re getting them to practice a skill, give them a shared document with your prepped material that they can all edit at the same time. Get them to add their initials to the row they’re working on so people don’t double up, and highlight it when done.
When demoing use what you’ve prepared and do it the same way you’ll get them to do it.
For example:
Initials
Article
Reference
Notes

Nancy Adams
blog.tepapa.govt.nz/…
Add to personal life section, end of second paragraph

Typha orientalis
Flora: Celebrating our botanical world
Add to end of description section, cite page 140


Have a range of pages to edit – you don’t want multiple people trying to edit the same page or section at the same time.
Finding sources in Wikidata (or adding them yourself) makes it easier to add references – you can then add the Wikidata url as another column.
Action prep
When you’re providing options for actions the group can take, an email with simple instructions and direct links is helpful. Have it prepared and send it at the start of the lesson so it doesn’t get lost in their inboxes.
For example:
Kia ora e hoa mā!
Here are some of the things you can do during the session today.
Join the Women in Red Project: https://en.wikipedia.org/wiki/Wikipedia:WikiProject_Women_in_Red/New_members
· Go to the ‘New registrations’ section and follow the instructions to add your username
· Add {{User WikiProject Women in Red}} to your user page (edit using the source view) to display the icon
Start drafting a stub article
· Pick a person from https://en.wikipedia.org/wiki/Wikipedia:WikiProject_Women_in_Red/Missing_articles_by_nationality/New_Zealand
· Find 3 sources for them from Papers Past (etc)
· Using this article as a template, create a draft in Word
· …
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