	Session Plan

	Session title:
	How to find your way through the information maze

or

Managing information resources

	Aim:
	To provide a comprehensive overview of the information resources available through ASIC's databases, the organisation's online monthly publication and website. Further, the course will provide the skill set to search, retrieve and manage quality information.

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

· the types of information stored in ASIC's Lotus Notes databases, the online publications and web sites

· methods of searching these resources

· techniques for managing the information so it is easily accessed when required in the future.

	Learning outcome
	When this training course is successfully completed, staff will be able to:

· determine the location of the information they require

· develop a search strategy using the tools offered by the information resource

· conduct successful searches

· evaluate the information in terms of appropriateness, currency and authority

· print the information appropriately

· manage the information using bookmarking to quickly locate the information when required.

	Location:
	IT Training Room – Level 21, No. 1 Martin Place, Sydney

	Participant details:
	Law graduates new to the organisation.

	Course description
	Part day small group training course. As the graduates arrive in a group, it is time and resource efficient to conduct the course as a group. It also provides the graduates an opportunity to mix as a group as a way of developing a network.

	Description of training need:
	Information resources required by staff to carry out their tasks are located in a number of different repositories:

· web pages (internet and intranet), 

· the ASIC Digest (a monthly publication contains comprehensive information about ASIC policies and activities, compliance with and relief from the law, and changes to the law).
· Lotus Notes databases

	Trainer:
	

	Duration:
	6.0 hours

	Resources required:
	· data projector

· lap top

· flip chart

· white board

· a PC for each participant

· pens and paper

· Post-it notes

· session exercise sheets

· session evaluation form

	Assessment criteria:
	A number of specific assessment tasks for participants during the training to complete in order to pass the module.

	Evidence of competency:
	Participation in group discussions and session exercise sheets.


Database searching training workshop schedule
	Time
	Topic
	Key points
	Resources

	9.30 –

9.45 
	Welcome to the workshop
	· About me

· Participants to introduce themselves

· Participant's expectations of the workshop

· Workshop objectives


	Flip chart to record expectations and objectives

	9.45 -

10.15 
	Information in ASIC


	· range of information types from external publications such as policy statements through to internal documents such as legal opinions

· the importance of getting the right information ( quality and currency

· 
	PowerPoint presentation

Whiteboard

	10.15 – 10.30
	Group discussion:

Discuss some of the information gathering issues you encounter with your group.

Nominate a presenter to outline the issues.
	
	Exercise sheet

(covering previous topic)

	10.30 – 11.00 
	General introduction to Lotus Notes databases
	· Locating and book marking databases

· Viewing records

· Accessing records

· Saving attachments

· Basic search tools

· Advanced search tools
	Workshop manual

	Morning Tea

	11.15  – 11.45
	Specific Lotus Notes databases
	· FSR Discussion database

· FSR Discussion database archive

· Compliance and Regulation Library

· CAR Library archive
	PowerPoint presentation

	11.45  – 12.30
	The ASIC Digest
	· Accessing the Digest

· Locating information types in the Digest

· Printing information

· Saving information
	PowerPoint presentation

	12.30 – 1.15
	The ASIC website
	· Locating information

· Printing documents

· Saving documents
	PowerPoint presentation

	Lunch

	2.00  – 2.30
	Individual exercises:
	General questions on:

· where to locate different information resources

· determining the quality of the information ( currency, authority etc

· managing the resources ( book marking, saving to your desktop, reviewing etc
	Exercise sheet

(covering previous topics)

	2.30 –3.00  
	Group discussion:

Answers to the exercises
	· general discussion on all participant's responses to the questions

· allow plenty of discussion and general questions
	Answer sheet

	3.00 – 3.15
	Review topics
	· information types

· information repositories

· managing information
	PowerPoint

presentation

	3.15 – 3.30
	Module evaluation
	Contact details


	Evaluation forms
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