INDIVIDUAL ASSIGNMENT PART ONE DUE 27TH APRIL: including some revision as a result of buddy feedback

Finding the information you need: an overview of Information and Library Services

AIM: To provide an introduction to the resources and services available from Information & Library Services (ILS) 
OBJECTIVES: By the end of the training participants will 

· Know what services are provided by ILS (including the library catalogue, interlibrary loans, literature searching, training)  and know how to access them

· Know what resources are held by ILS (including books, print and ejournals) and know how to locate them

· know who to contact for assistance for any library related matter

LEARNING OUTCOMES

On successful completion of this course staff will be able to

· search the library catalogue to locate books and journals

· Search the library web page to access services including databases, ejournals and statistics

· Use electronic request forms to request loans, photocopies, literature searches, book purchases etc

· Evaluate and select the most appropriate information resources to match their requirements

This training Find what you need, an overview of Information & Library Services is basically a library induction course. It will be aimed at new staff, particularly new researchers, but there is no reason why it could not be used for other staff that need a refresher. The aim is to promote the library and encourage the use of library services within the department, by giving staff an overview of services provided at the beginning of their employment. The type of training needs to be flexible enough to be used for one to one or small group training. My course schedule below is for one to one training. One to one training is very common in our organisation because it is often very difficult to arrange a training time that suits everyone. Training is usually done at the clients desktop rather than within the library. One to one training is usually quite intensive so the duration is usually one to one and a half hours.

Training Course Schedule the “Finding the information you need’ training course

	Time
	Key Points
	Delivery method
	Resources
	Duration

	Starting times flexible 
	Welcome & Introduction
	Informal talk
	Handout of topics covered with trainer contact details
	5 mins

	
	Learning outcomes/overview of topics
	Presentation
	Power point slides
	2 mins

	
	Library home page –intranet and physical locations/staff,/ overview resources & services
	Verbal discussion & demonstration
	Live presentation
	5 mins

	
	Locating books and journals –library catalogue & electronic requesting
	Verbal discussion & demonstration
	Live presentation
	6 min

	
	Locating books and journals –library catalogue & electronic requesting
	Practical exercises
	Exercise sheet
	5 mins

	
	Ejournals - accessing
	Demonstration
	Live presentation
	5 mins

	
	Databases – location, selection and searching
	Demonstration using a relevant database
	Live presentation
	10 mins

	
	Databases -searching
	Practical exercises
	Exercise sheet
	10 mins

	
	Organisation publications and other resources including statistics
	Verbal discussion & demonstration
	Live presentation
	5 mins

	
	Current awareness services
	Verbal discussion & demonstration
	Live presentation
	5 mins

	
	Lit searches - requesting
	Demonstration
	Live presentation
	2 mins

	
	Help and training
	Verbal discussion & demonstration
	Live presentation
	5 mins

	
	Summarise main topics of discussion /learning outcomes
	Discussion / questions & feedback 
	Course evaluation forms
	5 mins

	
	close
	
	
	


