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The TOOLS program is designed to provide distance education students who are geographically isolated from their home institution and its resources, with the basic skills required to access the essential online resources provided by academic institutions.  While the distance education students attending the program may be from any universities within Australia, the program will be delivered to them in their local community by their local public library. The particular target group for the program is students who lack skills, experience and confidence in working with computers (information technology) and students who lack the skills, experience and confidence to access information resources (information literacy).  The TOOLS program will be offered in a small group learning environment (maximum of 6 students), to provide an environment which is supportive and encourages group interactions.

In serving the needs of their customers, public librarians are inevitably called upon to provide information literacy training in a one-to-one situation.  In a small group situation, information literacy training can be delivered more efficiently to larger numbers of distance education students, with an additional benefit that they may form informal support groups amongst themselves which will continue beyond the training program.  

Throughout the TOOLS program, participants will be developing and recording a list of resources which can be referred to during their studies.

In addition, through participating in this program, students will be introduced to the support and resources that are provided by their local public library, which are available to them during their university studies and beyond.  

Aims:  

The aim of the TOOLS program is to provide orientation for distance education students to the resources available online though their university website, and to provide instruction in accessing those resources.

Objectives: 

By the end of this training course, participants will be familiar with 

· the essential on-line resources and services which are provided by the university for distance education students

· website 

· student information system

· library catalogue

· academic databases

· the processes required to effectively locate and request items on the library catalogue

· the processes required to effectively locate and access information held in academic databases

· other resources available to support distance education students, including online tutorials on their university website, reciprocal borrowing rights, referencing guidelines, public library services

Learning outcomes:

On successful completion of this training course, students will be able to 

· access their university website via a search engine and store the URL address link in their ‘Favourites’ menu and/or ‘Links’ toolbar

· navigate the website to locate essential functions and resources provided

· access their student information system by entering their logon details, and navigate the intranet to locate essential functions and resources provided

· access their library homepage, locate and access the functions and resources available on this site

· access the library catalogue, carry out basic searches (using keywords and specific fields, operators, phrasing and truncation), place a document delivery request or photocopy request, check the library record

· access and logon to the academic databases homepage, carry out basic keyword and Boolean searches on widely available databases (eg Informit/EBSCOHost)

Course delivery:

The predominant method of delivery for the TOOLS program is practical sessions and exercises.  The focus of the program will be to fast-track participants through the processes required to access on-line resources, which will be achieved by demonstrations using a data projector, followed by practical sessions to provide hands-on experience.  

Students will need to bring the information required to establish their logon procedures (student username, student number, and student barcode number) to the first session.  Throughout the program, students will be recording their personal data and resources on their worksheets.  Session 3 will also incorporate some lecture sessions, to provide participants with useful information about additional resources available to support their studies, supported by handouts which can be used as future reference tools.

This program is intended to provide an introduction to on-line resources.  Further support may be provided to distance education students on an individual basis, or in extension courses if requested.

The TOOLS program is to be delivered in a computer training room with a suite of 20 PCs.  The room will be arranged to provide a defined corner of this large room for the 6 participants of the TOOLS program.  The room has provision for the supply of basic refreshments (tea, coffee, biscuits) on site.

The TOOLS program will be delivered in the evening, to allow distance education students who are working or have other daytime commitments to attend.  The program will be held over 3 weeks to allow participants to review and practice the skills they have learned.

Equipment/materials required:

Classroom






Catering

Electronic whiteboard





Tea/coffee

Whiteboard pens and eraser




Milk/sugar

Computer






Orange juice

Data projector






Urn

Handouts






Cups/glasses









Biscuits

TOOLS

for distance education students
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SESSION 1 – Explore your university website
	Time


	Key points
	Delivery method
	Resources
	Duration

	19:00-19:15
	Introductions

Housekeeping

Course outline
	Trainer/participant

introductions
	Group discussion

Handouts
	15 mins

	19:15-19:45
	Accessing and exploring the university homepage
	Demonstration

Group discussion

Practical session on computers
	Data projector

Worksheets
	30 mins

	19:45-20:00
	Accessing and exploring the student information system
	Demonstration

Practical session on computers
	Data projector

Worksheets
	15 mins

	  

20:00-20:15
	REFRESHMENTS BREAK
	REFRESHMENTS BREAK
	REFRESHMENTS BREAK
	15 mins

	20:15-20:45
	Accessing and exploring the library homepage
	Demonstration

Practical session on computers
	Data projector

Worksheets
	30 mins

	20:45-21:15
	Accessing the library catalogue

Search techniques and tips                  
	Demonstration

Practical session on computers


	Data projector

Handouts 
	30 mins

	21:15-21:30
	Review 

Tasks for 2nd session
	Discussion


	Worksheets for individual practice at home
	15 mins


Participants will be provided with a worksheet of exercises to practice and reinforce the learning from this session, and return one week later for session 2.  
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SESSION 2 – Discover your databases

	19:00-19:15
	Review
	Group discussion/

Brainstorming
	Whiteboard 
	15 mins

	19:15-20:15
	Accessing academic databases
	Demonstration

Practical session on computers
	Data projector

Worksheets
	60 mins

	  

20:15-20:30
	REFRESHMENTS BREAK
	REFRESHMENTS BREAK
	REFRESHMENTS BREAK
	15 mins

	20:30-21:15
	Further work with databases
	Demonstration

Practical session on computers
	Data projector

Worksheets
	45 mins

	21:15-21:30
	Review 

Tasks for 3rd session
	Discussion/

questions/feedback


	Worksheets for individual practice at home
	15 mins


Participants will be provided with a worksheet of exercises to practice and reinforce the learning from this session, and return one week later for session 3.  


SESSION 3 – Become a super searcher

	Time


	Key points
	Delivery method
	Resources
	Duration

	19:00-19:15
	Review
	Group discussion
	
	  15 mins

	19:15-19:45
	Checking worksheets/sharing results and problems
	Group discussion

Practical session on computers
	Worksheets
	30 mins

	19:45-20:00
	Organisation of information  

(Dewey/LCSH)
	Lecture
	Handouts
	15 mins

	  

20:00-20:15
 
	REFRESHMENTS BREAK
	REFRESHMENTS BREAK
	REFRESHMENTS BREAK
	15 mins

	20:15-20:45
	Referencing                  
	Practical session on computers (find and download university referencing guide
	Access to printer
	30 mins

	20:45-21:15
	Additional resources for distance education students eg reciprocal borrowing/public libraries/interlibrary loans
	Lecture/discussion
	Worksheets
	30 mins

	21:15-21:30
	Summary, questions, & evaluation
	Discussion/

questions/feedback
	Evaluation forms
	15 mins
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