Approving or denying someone membership to a group on the IS/IDeA communities platform – facilitator guidelines.

As a facilitator, it is your responsibility to approve or deny applicants for membership to your group.
When someone has requested membership to a group to which you are a facilitator, you will receive an email to your registered email address informing you that someone has applied for membership.  
e.g.  T CJD (xxtratuf@hotmail.com IS) has requested to join this community.

Click here to view the latest membership requests: http://www.communities.idea.gov.uk/c/577427/membership-requests.do
When you click the link, you will be taken to the “membership requests” page, where you will see all outstanding applications for your community (note that you can also see this page by going to your community and clicking the “membership requests” option on the right hand side in the facilitators tools menu).  
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If you don’t know the person who has applied, you can look up their profile by clicking on their name, and find out more about them.  

To approve them for the group, click in the box below the word “Select” and click “Accept selected”.  Edit the email as appropriate (you can use the standard acceptance email text as supplied – please make sure you include the right URL), and click “Go”.  
To deny them membership, click in the box below the word “Select” and click “Reject Selected”.  Use the existing text, or edit it using the standard rejection text if you want more information on why they want to join the group.  Note that if you reject their application and you decide that you do want to grant them access, they will need to apply for membership again.  Alternatively, you can message them from their Profile page, or email them from your own email account and ask for more information.   
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If required, edit the message that will be sent to the selected user(s):

Accept user(s)

Message text
pear 1 S

Thank you for your request to join, and welcome to the Scottish
Knowledge Management Netwark collaboration space

Please open the link below to visit the community and start
participating.
http: //www. communities idea. gov.uk/c/577427/home. do

Don't forget to update your profile and perhaps add a picture,
Please alsa set up email alerts to the document library, forum
postings, events, the wiki, your messages bax, etc, so that if -
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If you wish to reject them, or if their profile has insufficient information for you to base a decision on, click on “Reject selected”, edit the email as necessary and click Go.  Again, there is an example below which you are welcome to use as the starting point for your email.
If you are one of a number of facilitators of a group, remember that all of you will receive the email notification, and you all have access to the outstanding applications page.  If someone else has already dealt with the application, the applicant’s name will not show on this page.  

Suggested acceptance email text:

Dear Name (or Colleague if you are accepting a number of applicants at once)
Thank you for your request to join, and welcome to the <insert your group name here> collaboration space.

Please open the link below to visit the community and start participating.

<insert url here – it will be in the system generated email that you are presented with>
Don't forget to update your profile and perhaps add a picture.  Please also set up email alerts to the document library, forum postings, events, the wiki, your messages box, etc, so that if someone makes a posting anywhere, you can be informed of it, and be in a position to respond if relevant.  You can do this by clicking on the relevant section (forum, document library, messages, etc) within the community, and then selecting “subscribe for email alerts for this forum/document library, thread, wiki….” in the right hand navigation bar.  
If you have any questions, please don't hesitate to post to the forum or contact me directly.

The other facilitators for this group are <insert names here>.

Thank you and we look forward to your contributions online and offline.

Your name (facilitator)
Your phone number, your email address.

Suggested request for more information so you can decide if they should get membership.
Dear name
Thank you for requesting membership of the <insert name of your group> community.  

This is a group established around members who have already had a number of face-to-face meetings concerning <enter your group’s main concern>.  We are keen to accept new members, and your profile looks interesting, but we would appreciate a better understanding of what your interest is in this group before accepting your request for membership.

Please would you drop a note to me at <your email address> with a little more info, so we can review your request.

Thanks again for your interest.

Best regards

Your name (facilitator for <your group>)
Note that if you do decide that they can get membership, they will need to request to join the group again.
Facilitators guidelines - Approving or denying membership.doc

