Infoskills Assignment Part 1 

Background/needs assessment  – participants, allocated time, limitations, etc.

The “course” participants will be from the fundraising section of my organisation. The infoskills “training” will be a ½ hour session. This limitation is based on previous organisational experience, where the most attended sessions are conducted at work during lunchtime for only ½ hour. There is no training room with computers so training can only be conducted in a meeting room with a laptop and digital overhead projector. As participants are from the same section (total staff - 7) of the organisation they know each other have trust in sharing and ‘performing’ in front of each other. Their information needs will be similar. It is unknown whether they all have similar levels of computer literacy.

Title 
“Where’s the money? – finding fundraising information.”

Aim

To provide an introductory overview of business who’s who databases.

Objectives

By the end of this session you will be familiar with

· how you can access the business databases - Who’s Who in Business in Australia, D&B Business Who’s Who in Business of Australia.

· the coverage, content and different type of information in each database.

· one way to save your search results.

Learning outcomes

On successful completion of this information skills session participants will be able to 

· access Who’s Who in Business in Australia, D&B Business Who’s Who in Business of Australia

· understand which database to use for different information needs

· conduct a successful search on one database

· export your search results to Excel

Course schedule

	Time
	Key Points
	Delivery method
	Resources
	Duration 

	12.30
	Welcome & Introduction to databases
	Presentation 
	Outline, Live access to databases
	5 mins

	12.45
	How to search & save results
	Practical exercise
	Exercise sheets
	20 mins

	12.59
	Evaluation & Close
	Discussion
	Refer to handout contact details
	5 min


Introduction & handouts

The introduction will involve quickly pointing out in the handout what the session will look at. The handouts will include the URLs, login names and passwords as well as a summary of the type of information in each database, the different types of searches, the export methods of search results as well as the additional search exercises for future practice.

In a session of only ½ hour, there is no time to include more than basic information about the databases and some practical skills on how to search them. The organisation does not have access to a training room with computers for all participants. In these conditions the quickest way to share the knowledge and introduce the skills, is a practical demonstration and information to take away.

The handouts will be helpful for referring to URLs, logins, passwords, etc during the exercise. They will also help with future reference for revision of which database to choose for individual information needs, accessing the databases, conducting searches and exporting search results.  

Practical session with exercises

A practical session will allow a search to show how the database works and some tips on searching, viewing and saving results. I would ask for or choose a volunteer to ‘demonstrate’ the exercise on the laptop and overhead projector, with instruction and help from me. I would ask the participants to think of a relevant ‘real’ query and conduct the query on one database. I would encourage all the participants to offer comments & questions about the exercise as it was in progress.

As suggested by Andrew Booth
 research shows that due to “training half-life”, it may be better to provide a structure for participants to learn rather than a trainer talk and demonstrate to an audience. Due to the lack of computers for my session, not everyone can be actively involved in conducting their own searches. I would enhance more effective learning of the others in the session by encouraging them to take effective notes and enhance interaction by encouraging their active participation
 - get them to offer suggestions and ask (and answer if possible) questions during the exercise. 

Where all participants come from the same work area using one person to ‘demonstrate’ ensures one person has full involvement in learning, the opportunity to ask questions to reinforce and clarify their knowledge and skills. This can provide a work group ‘expert’ for later reference to show and aid other members of their group. The handouts provide reference and tips to help all participants revise their individual learning and skills. 

Having one participant volunteer to be a ‘demonstrator’ depends on the group’s trust of each other. There must be enough trust to allow one person to ‘perform’ in front of others. The more trust there is, the more involvement - questions and suggestions of what to do - will come from other participants. This is usually possible where the group is small, e.g. 6 or less, and the participants have some common connection, such as work or other relationships.
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