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1 Diploma ICTL

1.1 Introduction

The Advanced Certificate and the Advanced Diploma in Applications of ICT in
Libraries were developed by the Scottish Library and Information Council (SLIC)
1 and are validated by the Scottish Qualifications Authority (SQA) 2

Further information can be obtained from angela.lees@sqa.org.uk
-----------------------------CHANGES TO THE QUALIFICATION--------------------------
---------
The Certificate and Diploma have been superceded by the Professional Development Award
in Applications of ICT in Libraries at levels 7 and 8 (English and Welsh levels 4 and 5).
They consist of much the same content as the certificate and diploma but the PDAs include
two new units:

Digital Culture: Online Communication: In this unit you will focus on the “new literacies”
created by digital technologies. You will consider Web 2.0 tools, including social networks,
online publishing, online collaboration and virtual worlds.

Digital Culture: Online Collaboration: This unit considers the sociology and operation of
virtual communities. You will discuss the uses of Web 2.0 and online collaboration tools
within your workplace.

To achieve the level 7 award you must complete three mandatory units:

⋅Locating Information on Behalf of Clients ⋅Using ICT in Library Practice & Professional
Development ⋅Supporting Clients in the safe & Legal use of ICT

and one of:

⋅Supporting Reader Development ⋅Digital Culture: Online Communication

-----------------------------------------------------------------------------------------------------

1.1.1 What are these qualifications?

These qualifications are based on the training already carried out as during the People’s
Network programme. They have been developed by the Scottish Library and Information

1 http://www.slainte.org.uk
2 http://www.sqa.org.uk
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Diploma ICTL

Council (SLIC)3 and are accredited by the Scottish Qualifications Authority (SQA)4. The
level of the qualifications is roughly equivalent to a UK Higher National Certificate or
Diploma (HNC/HND), a US Associate Degree or years 1 and 2 of a UK or US undergraduate
degree. Credit for approximately one year of study may be transferable to other academic
programmes.

TheMuseums, Libraries and Archives Council (MLA), SLIC, CyMAL (the Welsh
body) and DCAL (the Northern Ireland department) supported the development of the
qualifications for use throughout the UK. SQA is currently exploring accreditation with
the QCA (Qualifications & Curriculum Authority) and articulation into higher ed-
ucation. The qualifications have been reviewed by content advisers from across the UK in
order to balance any variation in the context of library service delivery and the learning
materials contain UK-wide examples of best practice.

1.1.2 Who are they for?

These qualifications are appropriate to library staff in any sector: public libraries, higher
education, further education, schools, health libraries, national libraries etc. They are
suitable for experienced staff (by showing how ICT can used in traditional library work)and
they are also suitable for new entrants to the profession. They may also be of interest to
English-speaking library staff in other countries.

Candidates would normally be expected to have reached a reasonable level of general edu-
cation, for example A-Level or SCE Higher and possess reasonable ICT skills, such as PC
Passport or ECDL.

1.1.3 What is the content?

The Level 7 in Applications of ICT in Libraries consists of six 8 credit units, each
roughly equivalent to 80 hours of study, as follows:

Mandatory units:

• Locating information on behalf of clients Applications of ICT in Libraries/Locating In-
formation5

• Using ICT in professional practice Applications of ICT in Libraries/Using ICT in Pro-
fessional Practice6

• Supporting clients in the safe and legal use of ICT Applications of ICT in Libraries/Safe
and Legal Use of ICT7

Optional Units (learners undertake one of these units):

3 http://slainte.org.uk
4 http://www.sqa.org.uk
5 Chapter 3 on page 15
6 Chapter 11 on page 77
7 Chapter 12 on page 97

4

http://slainte.org.uk
http://www.sqa.org.uk


Introduction

• Supporting reader development Applications of ICT in Libraries/Supporting Reader De-
velopment8

• Supporting client learning Applications of ICT in Libraries/Supporting Client Learning9
• Digital Culture: digital communication

The Level 8 in Applications of ICT in Libraries includes three 16 credit units (160
hours of study) and one 8 credit unit (80 hours of study):

Optional Units (learners undertake one of these units):

• Net Navigator Applications of ICT in Libraries/Net Navigator10
• Educator Applications of ICT in Libraries/Educator11

(candidates must choose one of these)

Mandatory units:

• Graded Unit – Reflective Project Applications of ICT in Libraries/Graded Unit Project12
• Digital Culture: digital collaboration

Summaries of the unit content can be found later in this document.

1.1.4 What support material is available?

A wide range of support material is available, including top-up learning material, assessment
tools and electronic log-books to record assignments for authentication in the workplace.
The top-up learning material is available in Wikibook format.

1.1.5 How are they assessed?

Almost all of the assessment is of a practical nature and involves the completion of logbooks
relating to workplace activities, essays and reports. Most assessments can be submitted
online.

1.1.6 How do they relate to professional qualifications?

1.1.7 What are the benefits?

There are a number of benefits for individual and employers in supporting this development.
Staff will have the chance to have their People’s Network learning accredited, improve
their qualifications, gain academic credits for transfer into other courses or improve their
promotion prospects. From the employer’s perspective, the qualifications will contribute

8 Chapter 4 on page 39
9 Chapter 10 on page 53
10 Chapter 13 on page 129
11 Chapter 14 on page 177
12 https://en.wikibooks.org/wiki/Applications%20of%20ICT%20in%20Libraries%2FGraded%

20Unit%20Project
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Diploma ICTL

towards workforce development and meeting corporate quality agendas such as Investors in
People and Charter Mark.

1.2 Applications of ICT in Libraries: Unit Summaries

You can obtain the complete unit specification by following the link after the title.

1.2.1 Locating information on behalf of clients

The purpose of this unit is to guide candidates to work logically through the steps of a
reference enquiry, typical for a public library, using Internet resources.

1. Define the precise nature of the enquiry in conjunction with the client.
2. Create a search strategy to fully satisfy the client’s enquiry.
3. Evaluate the results of the search in terms of validity of information found and its
appropriateness in meeting the client’s needs.

1.2.2 Supporting reader development

The purpose of this unit is to develop skills in public library staff required to use online
resources in order to support clients in the development of their reading.

1. Demonstrate an understanding of reader development.
2. Identify, evaluate and use a range of online resources that promote reading to adult
clients.

3. Identify, evaluate and use a range of online resources that promote reading to younger
clients.

4. Identify, evaluate and use a range of online resources that promote reading to clients
with special needs or with specific language requirements.

1.2.3 Supporting client learning

The purpose of this unit is to develop skills in public library staff required to support clients
in their selection and use of ICT-based learning packages within the library.

1. Profile client in terms of ICT competence and learning goals.
2. Select a range ICT-based package(s) to support this learning.
3. Provide appropriate ICT support to the client in the use of their chosen learning
package(s).

1.2.4 Using ICT in professional practice

The purpose of this unit is to develop skills in public library staff required to use ICT in
support of professional practice.

1. Use an automated library management system proficiently.

6



Applications of ICT in Libraries: Unit Summaries

2. Use and evaluate online selection tools.
3. Use ICT in continuing professional development, to join in professional discussions
and to improve own professional practice.

1.2.5 Supporting clients in the safe and legal use of ICT

The purpose of this unit is to develop skills in public library staff required to support clients
so that they can use ICT safely for a range of purposes and within the current legislative
framework.

1. Demonstrate safe practice relating to the use of ICT for communication.
2. Demonstrate ways in which ICT can support clients with special needs or with specific
language requirements.

3. Demonstrate awareness of legislation relating to the use of ICT for storage, manipu-
lation and access of information.

4. Demonstrate awareness of Freedom of Information legislation and information access
issues.

1.2.6 Digital Culture: Online Communication

This unit focuses on using social media for communication purposes. It supports developing
new digital literacies and using these skills to manage information effectively.

1. Examines communication using social media and collaborative documents
2. Explores using online publishing tools to support library services and continuing pro-
fessional development

3. Uses new technologies to reflect on the information society

1.2.7 Carrying Out the Educator Role

The purpose of this unit is to develop skills in design and delivery of training on ICT-related
topics.

1. Establish ICT training needs for individuals and groups.
2. Select delivery approach which takes account of learner’s preferred learning style and
is appropriate for learning content.

3. Design learning materials and programmes on ICT-related topics.
4. Utilise appropriate skills to support individuals and groups in their use of learning
materials and programmes on ICT related topics

5. Evaluate and revise learning materials and programmes on ICT-related topics.

1.2.8 Integrative Unit (Project)

This Integrative Unit is designed to provide evidence that the candidate has integrated the
knowledge and skills acquired throughout the programme into his/her ongoing professional
practice.

7



Diploma ICTL

1. Review the programme to identify key areas of learning.
2. Demonstrate the incorporation of key areas into ongoing professional practice.
3. Formulate an approach to continuing professional development in key areas.

1.3 Certification

Anyone wishing to be certified for the Diploma or Advanced Diploma must enrol as a
student at one of the centres approved by SQA to offer the programmes. Centres may
offer the programmes by different means, e.g.: full-time or part time, presencial, distance
learning etc.

1.3.1 Approved Centres

Millennium City Academy

Millennium City Academy is an associate college of London Graduate School of
Management , a private college located in the heart of London, UK. It offers the ICTL
programmes by distance learning. Full details can be obtained from the college’s web site
http://www.lgsm.ac, or by emailing ictl@lgsm.ac .

Grwp Llandrillo Menai

Grwp Llandrillo Menai is the largest college group in Wales and one of the
largest colleges in the UK. The Library Resource Centre at the Rhos on Sea
site offers the ICTL course by distance learning. Full details can be ob-
tained from the college’s web site http://www.llandrillo.ac.uk/course/
pda-in-applications-of-ict-in-libraries-sqa-level-7/ and http://www.
llandrillo.ac.uk/course/pda-in-applications-of-ict-in-libraries-sqa-level-8/
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2 Advanced Diploma ICTL

2.1 Introduction

The Advanced Certificate and the Advanced Diploma in Applications of ICT in
Libraries were developed by the Scottish Library and Information Council (SLIC)
1 and are validated by the Scottish Qualifications Authority (SQA) 2

CHANGES TO THE QUALIFICATION The Advanced Diploma has been superceded by
the Professional Development Award in Applications of ICT in Libraries at level 8 (English
and Welsh level 5). It consist of much the same content as the Advanced Diploma but the
PDA includes a new unit:

Digital Culture: Online Collaboration: This unit considers the sociology and operation of
virtual communities. You will discuss the uses of Web 2.0 and online collaboration tools
within your workplace.

To achieve the level 8 award you must complete the level 7 award plus two mandatory units:

- Digital Culture: Online Collaboration and - Reflective Practice unit

and one of either

- Carrying out the Net Navigator Role or - Carrying out the Educator Role

2.1.1 What are these qualifications?

These qualifications are based on the training already carried out as during the People’s
Network programme. They have been developed by the Scottish Library and Information
Council (SLIC)3 and are accredited by the Scottish Qualifications Authority (SQA)4. The
level of the qualifications is roughly equivalent to a UK Higher National Certificate or
Diploma (HNC/HND), a US Associate Degree or years 1 and 2 of a UK or US undergraduate
degree. Credit for approximately one year of study may be transferable to other academic
programmes.

TheMuseums, Libraries and Archives Council (MLA), SLIC, CyMAL (the Welsh
body) and DCAL (the Northern Ireland department) supported the development of the
qualifications for use throughout the UK. SQA is currently exploring accreditation with

1 http://www.slainte.org.uk
2 http://www.sqa.org.uk
3 http://slainte.org.uk
4 http://www.sqa.org.uk
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Advanced Diploma ICTL

the QCA (Qualifications & Curriculum Authority) and articulation into higher ed-
ucation. The qualifications have been reviewed by content advisers from across the UK in
order to balance any variation in the context of library service delivery and the learning
materials contain UK-wide examples of best practice.

2.1.2 Who are they for?

These qualifications will permit library staff who have already. undergone the People’s
Network training to obtain accreditation, but they are also suitable for new entrants to
the profession. The main target group is staff working in the UK public library service, but
the qualifications are also likely to be of interest to staff in other library services, particularly
school libraries . They may also be of interest to English-speaking library staff in other
countries.

Candidates would normally be expected to have reached a reasonable level of general edu-
cation, for example A-Level or SCE Higher and possess reasonable ICT skills, such as PC
Passport or ECDL.

2.1.3 What is the content?

The Diploma in Applications of ICT in Libraries consists of five single-credit units
(each roughly equivalent to 40 hours of study), as follows:

• Unit 1: Locating information on behalf of clients Applications of ICT in Li-
braries/Locating Information5

• Unit 2: Supporting reader development Applications of ICT in Libraries/Supporting
Reader Development6

• Unit 3: Supporting client learning Applications of ICT in Libraries/Supporting Client
Learning7

• Unit 4: Using ICT in professional practice Applications of ICT in Libraries/Using ICT
in Professional Practice8

• Unit 5: Supporting clients in the safe and legal use of ICT Applications of ICT in Li-
braries/Safe and Legal Use of ICT9

The Advanced Diploma in Applications of ICT in Libraries includes all of the above
units, plus the following double-credit units, each roughly equivalent to 80 hours of study:

• Unit 6: Net Navigator Applications of ICT in Libraries/Net Navigator10
• Unit 7: Educator Applications of ICT in Libraries/Educator11

(candidates must choose one of these)

5 Chapter 3 on page 15
6 Chapter 4 on page 39
7 Chapter 10 on page 53
8 Chapter 11 on page 77
9 Chapter 12 on page 97
10 Chapter 13 on page 129
11 Chapter 14 on page 177
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Applications of ICT in Libraries: Unit Summaries

• Unit 8: Graded Unit – Project Applications of ICT in Libraries/Graded Unit Project12

Summaries of the unit content can be found later in this document.

2.1.4 What support material is available?

A wide range of support material is available, including top-up learning material, assessment
tools and electronic log-books to record assignments for authentication in the workplace.
The top-up learning material is available in Wikibook format and also in an interactive
web-based format at http://www.ictl.org.uk.

The top-up material includes activities, prompts and refresher learning. More than 600
pages of material have already been written and this is being expanded all the time. The
top-up learning can be integrated with People’s Network, cascade or new training and
work-based practice.

2.1.5 How are they assessed?

Almost all of the assessment is of a practical nature and involves the completion of logbooks
relating to workplace activities, essays and reports. Most assessments can be submitted
online.

2.1.6 How do they relate to professional qualifications?

The qualifications support the CILIP Framework of Qualifications and can be used as
evidence towards Certification, Chartership and Revalidation submissions. The Diplomas
are based on reflective practice, and electronic logbooks make it easy to build portfolios.

2.1.7 What are the benefits?

There are a number of benefits for individual and employers in supporting this development.
Staff will have the chance to have their People’s Network learning accredited, improve
their qualifications, gain academic credits for transfer into other courses or improve their
promotion prospects. From the employer’s perspective, the qualifications will contribute
towards workforce development and meeting corporate quality agendas such as Investors in
People and Charter Mark.

2.2 Applications of ICT in Libraries: Unit Summaries

You can obtain the complete unit specification by following the link after the title.

12 https://en.wikibooks.org/wiki/Applications%20of%20ICT%20in%20Libraries%2FGraded%
20Unit%20Project
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Advanced Diploma ICTL

2.2.1 Unit 1: Locating information on behalf of clients

The purpose of this unit is to guide candidates to work logically through the steps of a
reference enquiry, typical for a public library, using internet resources.

1. Define the precise nature of the enquiry in conjunction with the client.
2. Create a search strategy to fully satisfy the client’s enquiry.
3. Evaluate the results of the search in terms of validity of information found and its
appropriateness in meeting the client’s needs.

2.2.2 Unit 2: Supporting reader development

The purpose of this unit is to develop skills in public library staff required to use online
resources in order to support clients in the development of their reading.

1. Demonstrate an understanding of reader development.
2. Identify, evaluate and use a range of online resources that promote reading to adult
clients.

3. Identify, evaluate and use a range of online resources that promote reading to younger
clients.

4. Identify, evaluate and use a range of online resources that promote reading to clients
with special needs or with specific language requirements.

2.2.3 Unit 3: Supporting clients learning

The purpose of this unit is to develop skills in public library staff required to support clients
in their selection and use of ICT-based learning packages within the library.

1. Profile client in terms of ICT competence and learning goals.
2. Select a range ICT-based package(s) to support this learning.
3. Provide appropriate ICT support to the client in the use of their chosen learning
package(s).

2.2.4 Unit 4: Using ICT in professional practice

The purpose of this unit is to develop skills in public library staff required to use ICT in
support of professional practice.

1. Use an automated library management system proficiently.
2. Use and evaluate online selection tools.
3. Use ICT in continuing professional development, to join in professional discussions
and to improve own professional practice.

12



Applications of ICT in Libraries: Unit Summaries

2.2.5 Unit 5 Supporting clients in the safe and legal use of ICT

The purpose of this unit is to develop skills in public library staff required to support clients
so that they can use ICT safely for a range of purposes and within the current legislative
framework.

1. Demonstrate safe practice relating to the use of ICT for communication.
2. Demonstrate ways in which ICT can support clients with special needs or with specific
language requirements.

3. Demonstrate awareness of legislation relating to the use of ICT for storage, manipu-
lation and access of information.

4. Demonstrate awareness of Freedom of Information legislation and information access
issues.

2.2.6 Unit 6: Carrying Out the Net Navigator Role

The purpose of this unit is to guide candidates to work logically through the steps of a
complex reference enquiry, typical for a public library, using a complex search strategy, a
wide range of internet resources and current awareness and alerting services.

1. Define the detail of a complex enquiry in conjunction with the client.
2. Demonstrate knowledge of search logic, search engines and features of the internet.
3. Create and implement a complex search strategy.
4. Evaluate websites located in a complex search.
5. Review effectiveness of search strategy.
6. Use ICT to set up current awareness and alerting services.

2.2.7 Unit 7: Carrying Out the Educator Role

The purpose of this unit is to develop skills in design and delivery of training on ICT-related
topics.

1. Establish ICT training needs for individuals and groups.
2. Select delivery approach which takes account of learner’s preferred learning style and
is appropriate for learning content.

3. Design learning materials and programmes on ICT-related topics.
4. Utilise appropriate skills to support individuals and groups in their use of learning
materials and programmes on ICT related topics

5. Evaluate and revise learning materials and programmes on ICT-related topics.

2.2.8 Unit 8: Integrative Unit (Project)

This Integrative Unit is designed to provide evidence that the candidate has integrated the
knowledge and skills acquired throughout the programme into his/her ongoing professional
practice.

1. Review the programme to identify key areas of learning.
2. Demonstrate the incorporation of key areas into ongoing professional practice.

13
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3. Formulate an approach to continuing professional development in key areas.

2.2.9 Digital Culture - Online Collaboration

This unit examines the creation, sociology and operation of virtual communities and ex-
plorse how individuals can collaborate for a common purpose using social media and online
publishing tools.

1. Initiate and facilitate professional discussions using forums
2. Utilising social media for professional and personal networking
3. Co-orinate a group collaborative social media marketing project
4. Plan, edit and produce a group collaborative blog
5. Reflecting on the most appropriate social media strategy for your information service

2.3 Certification

Anyone wishing to be certified for the Diploma or Advanced Diploma must enrol as a
student at one of the centres approved by SQA to offer the programmes. Centres may
offer the programmes by different means, e.g.: full-time or part time, presencial, distance
learning etc.

2.3.1 Approved Centres

At present there is only a single approved centre, but this is expected to change and further
centres will be added as approval is granted.

Millennium City Academy

Millennium City Academy is an associate college of London Graduate School of
Management , a private college located in the heart of London, UK. It offers the ICTL
programmes by distance learning. Full details can be obtained from the college’s web site
http://www.lgsm.ac, or by emailing ictl@lgsm.ac .
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This page is designed for the use of students undertaking the Diploma (Diploma ICTL1)
or the Advanced Diploma (Advanced Diploma ICTL2) in Applications of ICT in
Libraries .
These qualifications were developed by the Scottish Library and Information Council
(SLIC) 3 and are validated by the Scottish Qualifications Authority (SQA) 4

Locating Information on Behalf of Clients is a core unit in both the Diploma and
Advanced Diploma programmes.

3.1 Introduction

This unit aims to develop your skills in working logically through the steps of a
reference enquiry , typical for a public library, using Internet resources.
Reference and enquiry work has always been an integral part of the public library
service. Nowadays many queries are answered using electronic rather than print sources.
However, the processes and strategies used are the same with both print and electronic
searches. So, any experience you have gained in answering queries through printed refer-
ence sources will enhance your competence in electronic searches.

Enquiry work can provide library staff with a great deal of job satisfaction . No two
enquiries, or enquirers, are exactly the same – so searches for information are varied. Some-
times an information search will present a real intellectual challenge and require you to
adopt an innovative or ingenious approach to tackling the enquiry. In such cases getting
the required result for the enquirer is doubly rewarding. An effective enquiry service en-
hances the library’s reputation with its clients and creates a positive image for library
staff – as professional, efficient and helpful people.

If you are a member of staff in a public library who deals with information enquiries from
clients and answers them using the Internet, you will have developed some or all of the
expertise required for this unit. Read through the following information carefully. It sum-
marises the knowledge and skills which you need in order to produce evidence of your
competence.

The unit involves interacting with library clients, establishing their information needs and
using the Internet to search for the required information. This must be done in a real library

1 https://en.wikibooks.org/wiki/Diploma%20ICTL
2 https://en.wikibooks.org/wiki/Advanced%20Diploma%20ICTL
3 http://www.slainte.org.uk
4 http://www.sqa.org.uk
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environment and you will need access to the Internet, preferably broadband. Specifically
you are asked to:

Define the precise nature of the enquiry in conjunction with the client
The main knowledge and/or skills required are:

• reference interview techniques
• open and closed questions
• determining the nature of information to be provided– quantity, level, format
• constraints – deadlines for completion, currency of information and language

Create a search strategy to fully satisfy the enquiry
The main knowledge and/or skills required are:

• choice of search terms
• structuring the search
• common search engines
• directories
• meta crawlers
• portals
• bibliographic databases

Evaluate the results of the search in terms of validity of information found and
its appropriateness in meeting the client’s needs
The main knowledge and/or skills required are:

• validity of information - reliability, accuracy and currency
• measuring success of search in terms of client’s requirements – sufficiency, format and
language

• structuring and saving of search results for presentation to client, later retrieval, future
updating

Assessment
The unit is assessed through four short searches and one extended search. These will be
searches related to typical information needs of public library clients. Some examples are:

Short Searches
Finding out:

• the current community charge rates in your locality
• the sequel to a novel which the client has recently read
• the post code of a firm for which the client knows name, street and town
• whether UK citizens require a visa to visit Thailand

Extended Search
A client wishes to explore the topic of asylum seekers in Britain. You would produce infor-
mation giving Government policy, views of other political parties, statistics on immigration
etc.
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3.2 Defining the precise nature of the enquiry in
conjunction with the client

3.2.1 The Reference Interview

Defining the precise nature of the enquiry in conjunction with the client is often referred to
as the reference interview . However, you may not carry this out face to face. Instead
you may carry out the interview over the telephone or through a series of e-mails. It is
undoubtedly easier and quicker though if you can manage to meet the client.

There are three main stages here:

• Finding out what the client wants to know
• Finding out why the client wants the information
• Finishing off the reference interview

Finding out what the client wants to know

Before you can answer a question posed by a client, you must find out exactly what that
question is. Experienced colleagues will be able to tell you of many situations where there
has been a misunderstanding with a reference client, resulting in wasted time and effort
and sometimes embarrassment.

Whichever means of communication you use, do remember that the reference interview is
a two-way interaction or dialogue and you must take responsibility for the efficiency
of the communication process.

The interview is likely to begin with the client asking you a question. Your task is to probe
further until you are fully satisfied that you are clear exactly what the client wishes to
find out. Remember to ask for clarification from the client about the topic, e.g. ask them
to spell uncommon words, expand on the topic under investigation etc.

Finding out why the client wants the information

It is extremely helpful if you can establish early on in the interaction the reason why the
client wishes the information requested. Tact may be required here, however, as some
clients may be unwilling to give this information. This is especially likely where the enquiry
is of a sensitive or confidential nature , such as a medical or financial problem. If the
client appears uncomfortable or evasive when asked why the information is being sought,
then it is unwise to probe further.

You should ascertain the starting point of the enquiry in order to avoid time being wasted
on finding information which the client already knows. Ask whether the client has already
undertaken any research on the topic and what the results of this were. This can give
guidance on successful and unsuccessful information searching approaches. But do not
write off a particular approach just because a client assures you that it has yielded no
information. Remember the client is not an information specialist – you are! – and so the
client may not have searched as thoroughly or as efficiently as you would.
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Finishing off the reference interview

By the end of the reference interview you should be confident that the nature of the enquiry
has been fully explored and that the information required by the client has been specifically
defined. The reference interview also provides the opportunity to establish any special needs
of the client e.g.: visual or auditory impairment.

And finally, do remember to record contact details for the client. In the excitement of
exploring the enquiry and establishing the client’s precise needs, it is all too easy to forget
this important information. So make sure that every reference interview ends by your
recording name, address, telephone, fax, e-mail details, as appropriate. If you will be
phoning the client, it is also polite to note when it is convenient for the client to receive
your call.

YouTube How not to conduct the reference interview http://www.youtube.com/watch?v=
dp0ldGHhJTs Auckland City Libraries The reference interview http://www.youtube.com/
watch?v=pfd3wPpH1t0&feature=related

3.2.2 Spoken and written communication

Good communication skills are key to the reference interview. This topic provides a good
opportunity for practising and refining your communication skills.

Before proceeding, list the key factors you think would lead to good communication in a
reference interview. Write these down on a piece of paper.

Factors leading to good communication

We think the important factors are:

• Appropriate spoken language
• Appropriate body language
• Good feedback especially on the telephone
• Good note taking skills
• Clear and grammatical e-mails

Spoken language

You should use language which is appropriate to the client, avoiding talking down to the
client or, at the other extreme, baffling the client with specialist jargon. If you do have to
use a term which the client may not understand, e.g. “bibliography”, be sure to explain it.

For example, how would you explain “search engine” to a client who is not familiar with this
term?
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You might say something like “A search engine allows you to search for websites related to
a particular topic. To use a search engine, you have to choose and type in appropriate key
words describing the topic

Body language

In face-to-face situations, use appropriate body language designed to set the client at ease
and promote effective communication. Smile and greet the client by name if possible. Lean
forward slightly and use eye contact to show your interest in the conversation. Try to carry
out the interview in a place where both you and the client are sitting comfortably and at
the same level, preferably side by side.

What would you deduce from the body language of a client who fidgeted during the reference
interview?

The most likely explanations are that the client:

• is in a hurry, perhaps because of another appointment
• may feel nervous in the library environment or about asking for your assistance with their
query.

Test your understanding of body language with this simple quiz - http://www.kent.ac.
uk/careers/interviews/nvc.htm

Feedback

With telephone communications you will have to be careful in order to make sure that
you fully understand what the client says because you will get no clues from their body
language. You should use appropriate feedback techniques to ensure understanding of the
client’s responses. For instance, you might:

• Rephrase what the client has said and repeat this back to them
• Ask if you can read out a summary of the enquiry based on the notes you have made.

See if you can pick up clues from the tone of the client’s voice. Conversely, make sure that
your tone is positive and encouraging. Smiling as you speak into the phone generates a
pleasant tone of voice which encourages helpful responses.

Note taking

In both face to face and telephone interactions, it is essential to take written notes of the
main points of the conversation. These notes are your reference for checking that you have
fully understood the details of the client’s enquiry.

You may have to put the query on one side for actioning later or you may pass it on to a
colleague to deal with. In both cases a written record will be essential.
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Writing e-mails

If you are using e-mail to communicate with the client, it is important to establish a cordial
tone while remaining concise and to the point. Writing clearly and grammatically is key
to this, as is structuring your e-mail so that the client can follow it easily and respond
appropriately.

The correct sequence for actioning an e-mail enquiry is as follows:

1. Thank the client for the enquiry
2. Summarise what the enquiry consists of
3. Give your proposals for how you will action the enquiry
4. State when you will provide the search results
5. Request confirmation from the client that your proposed actions and timescale are
acceptable

3.2.3 Open and Closed Questions

In the reference interview, you will use both open and closed questions . These have
different uses. It is important to be able to distinguish between the two types of question
and to use them appropriately.

Closed questions prompt yes/no or short factual answers, such as:
Q. What time did you come to the library? A. 9 o’clock

Q. Is your daughter called Amelia Austin? A. Yes

Closed questions are mainly used in the reference interview context to:

• elicit specific pieces of information from the client
• gain confirmation that the your understanding of what the client has said is correct - an
important feedback tool

The following are examples of closed questions:

Do you use a left-handed mouse?

This is a closed question which will be answered by yes or no.

What is the charge for printing a page of A4 text?

This is a closed question which will be answered by a specific sum of money such as 10p.

Open questions encourage longer answers, such as:
Q. Why did you ask for a dictionary? A. I wanted to check whether there was a difference
in meaning between “main” and “mane”.

The main uses of open questions in the reference interview context are to:

• establish rapport with the client
• set the scene for the enquiry
• gain background information which is relevant to the enquiry
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The following are examples of open questions:

What will your students be using this information for?

A typical reply might be: ”These are students undertaking an initial course in professional
cookery. They will need the data to understand the calorific content of the foods in the
recipe.”

Can you tell me how you went about looking for this information?

A typical reply might be: ”I started off looking up autism in the encyclopedias but the
information was too general and not up to date enough.

You will use both open and closed questions at appropriate times. When framing a question,
always think of the type of response you hope to generate and word the question so as to
encourage either a brief or an extended answer.

3.2.4 Nature of information required

Apart from the actual topic of investigation, there are other factors which need to be taken
into account before a member of library staff will embark on the information search.

There are three main factors:

• the quantity of information required
• the level of information required
• the format of information required

Quantity

What appears to be the same request for information could produce results differing in
quantity by orders of magnitude. You must clarify the scale of information required by the
client in order to fully satisfy their needs.

It may be that reference to a single book or website is required. Alternatively many in-depth
sources of information may be required so that the client can analyse a breadth of opinion
on the search subject.

Providing too much information is just as unhelpful as providing too little.

Level

It is essential that the information provided is at a level of complexity which enables the
client’s full comprehension but does not patronise the client or tell them what they already
know.

The following points are a good guide:

• the client’s age (but remember age does not automatically bring wisdom!)
• the client’s educational attainment
• the client’s display of specialist knowledge
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• the client’s linguistic ability
• whether the information is intended for the client themselves or for use by other people.

Tactful questioning can be used to make an estimation of the points listed above.

Format

The results may include information in various formats.

Difficulties may arise if the client has expressed an initial preference for a format in which
the information is not actually available. If the information is only available in a limited
number of formats, you must alert the client to this and ascertain if any of these formats
are acceptable.

If the search is not carried out with the client present, you must ascertain if the client can
visit the library at a later time to access the search results or if the information must be in
a format which can be e-mailed or posted to the client.

There are many formats available, including several as a result of the introduction of ICT.
Your search may direct the client to items of library stock, to be used in the library or
borrowed for home use. This could include:

• Printed reference sources or information CD-ROMs
• Books, audio or video material for home borrowing
• Magazines and journals
• Pamphlets or leaflets

The search results may be bibliographies or lists of website references for the client to follow
up. The results may be viewed on screen by client, in the form of text, audio or video.

3.3 Create a search strategy to fully satisfy the client’s
enquiry

3.3.1 Choosing search terms

Searching for information using the most appropriate key words is important in any reference
enquiry. But it is arguably even more important in an Internet search than when you are
looking through printed indexes. When carrying out a manual search, the human mind can
make links and jump from one search term to another. Computers on the other hand stick
strictly to the script and will only find information which matches what you have instructed
them to look for.

Let’s look at how you can derive the search terms for an enquiry. You must be able to
analyse a topic and break it down into its component parts. At its simplest you just extract
the significant words, usually the nouns and verbs, and use these as search terms. An
example would be a client asking for information about “How would you cook a vegetable
like fennel?” Which word(s) would you choose as search term(s) in this enquiry?
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The best choice would be ”cook” and ”fennel” - these two words are the essence of the
enquiry. ”How would you” is too general and ”vegetable” would only be needed if there was
some ambiguity over the nature of fennel.

The above is not necessarily true depending on the search tool you are using. For example
if you use YouTube and type in - how do you... for almost any subject you will find video
showing exactly what you want to know.

Examples of search terms

Here are some further examples of enquiries where you would be able to use one or more
words from the client’s initial question as search terms. The search terms are in bold.

I need some advice on keeping a greyhound as a pet .
What are the symptoms of diabetes ?
Who is the chief executive of CILIP (the Chartered Institute of Library and Information
Professionals)?

What colour is the flower commonly known as ragwort ?
Of course, the question as posed by the enquirer may not contain words which are the best
search terms. You may need to think of alternatives in the form of synonyms (words which
mean the same) and words related to the terminology used by the client.

ACTIVITY 3.1
List some reasons why synonyms and related words might be better search terms.

Synonyms

It is important to consider synonyms of a search term because the word given to you by the
client may be one of many which describes the concept to be searched for, e.g. if a client
wishes to know about illness, it may be useful to carry out a search with the word disease
instead.

Try this example for yourself. Carry out two searches using the same search engine, the
first with sports competitor as your search term and the second using sports opponent and
look at the differences in the results.

The term suggested by the client may be a less commonly used or out of date expression,
so it is vital to think of more usual or appropriate synonyms. The client might ask about
Ceylon when requiring information about the country now known as Sri Lanka. It would
therefore be appropriate to search under both Ceylon and Sri Lanka.

If you have time test your knowledge of the English language here - http://www.kent.ac.
uk/careers/tests/synonyms.htm
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Related terms

Sometimes it is useful to use a related term for the word given by the client. When a client
asks for information on malnutrition in Africa, a related term could be used instead of the
rather broad one. An individual country could be substituted, such as Sudan. Of course,
you must take into account that using related terms can change the nature of your search.
In this example, using Sudan will give you results which are influenced by the particular
problems suffered by this country which differ from other parts of the continent.

Can you come up with one or more potentially useful related terms in searching for each of
the following?

• web 2.0 applications in a library context
• genetically modified crops
• popular music in the 1960’s
• saving using insurance policies
• capital punishment in the USA

Some examples are:

For web 2.0 applications you could use social media

For genetically modified crops: Frankenstein seeds, Monsanto, soya

For popular music in the 1960’s: the name of any singer or group from this era – the Beatles,
Dusty Springfield

For capital punishment in the USA: death row, electric chair, gas chamber, names of indi-
vidual states where capital punishment is used e.g. Texas

Another aspect to be considered when choosing search terms is that while the client may
give you descriptive terms for the information required, it may be more effective to search on
actual names of individuals or organisations or concepts. Taking the earlier search regarding
malnutrition in Africa, the description malnutrition could lead you to search using the key
words World Health Organisation. This will lead to the WHO site where information on
diseases in specific African countries is quickly located.

Can you come up with a name of an organisation or individual which could be a useful
specific term in searching for each of the following?

horse racing the royal family relativity theory college courses

There are many related terms which apply to each of these. Here are the examples which
we thought of:

Shergar, British Horse Racing Board

The name of any member of the royal family, such as the Prince of Wales

Albert Einstein

The name of your local college
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Note that the previous three techniques depend both on your ability to interpret the client’s
description and on your own general knowledge. With experience and in discussion with
knowledgeable colleagues, your skills will increase.

Ambiguity

You should also keep in mind that some words are ambiguous. China can mean a country
in the Far East or pottery products. The English language is particularly rich in such
ambiguities. In the reference interview you will have clarified the meaning of any such
ambiguous words. Now at the search stage, you should either use a non-ambiguous synonym
(if one exists) or add an additional search term to remove the ambiguity.

Some simple examples are:

Cycle – is it the bicycle or a rotation? Yarn – could mean thread or a tall story. Kids –
could lead to children or young goats.

3.3.2 Structuring an Internet search

As an information professional, you need to know all the shortcuts to information that
client’s request. This means more than just typing search terms into Google!

Structuring the search involves the choice of different search engines, metacrawlers, direc-
tories and portals or, where you are already familiar with appropriate websites and their
content, direct interrogation of these.

In order to search effectively on the Internet, you need to be familiar with the different
types of websites used to search for information. Three general types are the search engine,
the metacrawler and the directory. Each operates and is used in a different way, although
several sites incorporate more than one type. For example the Google site consists of both
a search engine and a directory.

Search Engines

A search engine is a website that allows you to input words representing your search terms
and uses these to come up with a list of websites which should be relevant to your search.
Repeating the same search using different search engines may lead to different results due to
the way in which the various search engines search the web and order the sites found. You
should have experience of a selection of search engines to understand their similarities and
differences. It can be illustrative to make identical searches on a number of search engines
and observe the different results.

There are many different search engine sites. It is important to have a grasp of a few of
the most important sites, i.e.: those that lead quickly to useful information. This can be
because they specialise in a particular sector are well funded and thus comprehensive. (Such
sites are popular and so command large fees for their advertising services.)

25



Locating Information

ACTIVITY 3.2
Start by familiarising yourself with some of the popular search engines which will be im-
portant in your information searching. Go to each search engine listed below and try out
the search term British planes . Do not bother to use capital letters in the search terms
as the search engines do not really take them into account.

• Google at http://www.google.co.uk
• Yahoo at http://uk.yahoo.com/
• Clusty at http://clusty.com/
• Ask Jeeves at http://www.ask.co.uk/
• Bing at http://www.bing.com/
Note down what you find in the layout and types of information displayed.

You will find four rather different results. Even if the same results were displayed (which is
unlikely given the slightly vague search term), each search engine presents the information
in a different manner.

Differences between search engines

Google and Yahoo are somewhat similar with a simple list but Google presents wikipedia
pages and news near the top.

Ask Jeeves starts off with a list of commercial sites, all wanting to do business with you and
only lower down shows you ‘real’ results. But in its favour, there is a list of related searches
down the right hand side.

Clusty is at first similar with a list of results and a few advertisements but there is a very
useful feature in that down the left hand side, it clusters the results in categories which it
has discerned.

ACTIVITY 3.3
Try Clusty out with the search term organ and you will see the value of the category
feature. Because organ is ambiguous as a search term, Clusty very neatly categorises its
results into organ as a musical instrument and parts of the body. You can see that in this
way Clusty can lead you to a set of results more focused that the other three search engines.

Of course none of these search engines is perfect and it would unwise to rank one above
another.

Compound queries

Note that our search terms consisted of two words, British and planes . When you look
down the results at all four websites, you will see that only sometimes are the two words
adjacent and that some of the results only have one of the words present. Most search
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engines have the convention that to indicate the compound term the words should be in
quotes i.e.: “british planes” .

ACTIVITY 3.4
Try this out with jersey cows . Enter the two words with and without quotes and compare
your results.

Try to get as much experience as you can in using different search engines. You will learn
that although using only Google, say, will give you lots of results, the use of a few different
engines may give you a better overview of the range of information available for any chosen
search topic.

How search engines work

It is helpful to know a little about how search engines work. In simple terms, they search
the Internet and look at the websites and their contents. They index the information they
find on the site and in the metadata descriptions placed on each site by its creator. This
information is used to lead from your search terms to the results. Of course each search
engine uses its own particular methods. You can find out more about this either by doing
a search or looking for information on the actual search engines.

This matching does have its pitfalls and if using ambiguous search terms you may get at
best many useless results and at worst offensive ones.

Metacrawlers

Based on the maxim that more is better, Metacrawlers apply your search terms to sev-
eral search engines simultaneously. Metacrawlers come in many forms and are sometimes
described as meta search engines .

ACTIVITY 3.4
Familiarise yourself with some of the popular metacrawlers which you can use in your
information searching:

Go to each metacrawler listed below and try out the search term British planes .
• Dogpile at http://www.dogpile.co.uk/
• Surfwax at http://www.surfwax.com/
• Mamma at http://www.mamma.com/
• Ixquick at http://www.ixquick.com/eng/
Note down what you find in the layout and types of information displayed.

Again there are different results and some very different layouts.
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One major reason for using metacrawlers rather than individual search engines is that you
hope to get a good spread of the best information. We would suggest that this works best
early in a search to get and idea of the breadth of the information available.

Using a metacrawler also saves you having to visit each of the individual search engines.

Web directories

Unlike search engines, web directories do not search for you but are arranged as an alphabet-
ically ordered index to the web, developing into a tree structure of levels of sub-categories.
This is somewhat similar to the subject index in a print encyclopedia.

Directories can be very useful in allowing you to home in on the general area of a reference
search. However there are countless directory sites, many of which are poorly maintained.
Poor maintenance manifests itself with broken links or links to inappropriate material. You
should make yourself familiar with the good examples of directories and we will examine
some of these now.

General purpose directory sites are provided by many search engines: Google and Yahoo
are examples. Most confusingly they show both the categories which you can descend and
a search facility which looks like the web search but is in fact used to search the categories.

ACTIVITY 3.5
Examine some of the general purpose web directories which you can use in your information
searching:

Go to each directory listed below and try to look for information on flower arranging:

• Yahoo at http://dir.yahoo.com/

• Open directory at http://dmoz.org/

Differences between directories and search engines

One key difference between the directory and the search engine is that the entries in the
directory should be compiled ‘by hand’ and not through automated searching. This may
be seen as an advantage if you consider that a human is better at categorising the sites i.e.
spurious sites may be eliminated.

We feel that the really useful directories are the more focused examples, such as http:
//www.webdirectory.com relating to environmental information. You can also appreciate
that browsing through the tree structure of the directory can be time-consuming and will
not automatically lead to a result.

ACTIVITY 3.6
There is a tremendous amount of information available at http://searchenginewatch.
com/ covering every conceivable aspect of information providing websites.
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Have a look at this website for further tips.

An alternative approach is the use of Portals.

Using portals

A portal is, at its most general, a website which offers grouped links leading to information.
General purpose portals, such as www.msn.co.uk or www.yahoo.com, are often used as
home pages by users and have links to life style sites. These sorts of general portals are
rarely of use in answering information enquiries.

Some more specialised portals are tailored to be used say, to provide a child friendly web
experience (e.g.: http://home.disney.co.uk/), as they give relative safety from inappro-
priate material.

Other specialised portals focus on particular topic areas and it is these which can save you
time in answering reference enquiries.

ACTIVITY 3.7
Familiarise yourself with some of the portals which you can use in your information search-
ing. Go to each portal listed below and get a feel for the information you could access
through it.

• DirectGov at http://www.direct.gov.uk/Homepage/fs/en
• Wine.Com at http://www.wine.com/

• Visit Scotland at http://www.visitscotland.com/
• Irish Abroad at http://www.irishabroad.com/
• Connects at http://www.connects.org.uk/
There are thousands of portals. With experience you will get to know a number of useful
ones for sourcing specific information.

Using bibliographic databases

Bibliographic databases permit the retrieval of information in a variety of formats and
media. Some of these are commercial subscription services, e.g.: www.booksinprint.com.
You must be aware which databases your library subscribes to. If you do not know this
already, check it out now.

Other bibliographic databases which are free of charge include the catalogues of major
libraries – such as the British Library’s catalogues containing over 12 million books, serials,
printed music and maps. University libraries usually have online catalogue access, as do
public libraries. Booksellers’ databases can also be useful sources of online bibliographic
information.
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ACTIVITY 3.8
Familiarise yourself with some of the bibliographic databases which you might use in your
information searching: Go to each site listed below and get a feel for the information you
could access through it.

• British Library at http://www.bl.uk/
• Cardiff University Library at http://library.cf.ac.uk/
• Blackwell’s at http://www.blackwell.co.uk/

3.3.3 Frequently-used websites

It is useful to acquaint yourself with sites of major organisations which hold information
relating to commonly asked enquiries. Examples are government departments, your own
local authority, major voluntary organisations and organisations of local interest.

ACTIVITY 3.9
Familiarise yourself with some websites which will be important sources of information for
you:

Locate the Government’sHome Office website and find the telephone number for General
Enquiries Locate the website for your local authority and find a list of the local councillors
Locate the website for the UK Citizens Advice Bureau and find the location of your
local bureau. Locate the website for your nearest airport and find a list of destinations
flown to.

Now expand on this by thinking of other likely sources of specialised information and check
out these websites for yourself.

Internal searches

As well as using search terms in search engines, you should notice that you can conduct
a search within a website using the internal search facility provided by the site. A good
example is the search facility within www.scottish.parliament.uk which permits searching
by subject terms within specific areas of the site and for specified types of documents. This
site has both simple and advanced search facilities.

Use the Advanced Search facility to find debates in the chamber which relate to ap-
prenticeships .

3.3.4 Website suffixes

When you are looking at websites, it is useful have an understanding of implications of the
common suffixes used in the addresses for websites (called URLs). Some suffixes give a
clue about the nature of the organisation which owns the website. Note, however, that for
some suffixes there is no absolute fixed rule for their use. Thus you would find that gov.uk
always indicates a local or national government site in the UK. By contrast, although .org
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suggests a non profit-making organisation, there is no guarantee that this applies to every
.org website.

Here is a list of common organisational suffixes and their meanings.

• .ac Academic
• .biz Business
• .co Commercial
• .com Commercial
• .edu Educational
• .gov Local or National Government
• .int International
• .net Network
• .org Non profit making

Geographical suffixes

There are also geographical suffixes with .uk for the United Kingdom and .ie for the
Republic of Ireland. The United States is the only country which does not use a suffix. The
.us suffix exists, but is seldom seen.

ACTIVITY 3.10
Go to http://www.norid.no/domenenavnbaser/domreg.html or another similar site and
find the suffixes for Internet sites for the following countries:

• Australia
• Canada
• France
• Germany
• India
• Pakistan

3.4 1.3 Evaluate the results of the search

3.4.1 Validity of information

Information found on the Internet can sometimes be problematic. It is always important
for the information professional to validate information found during a search, whether this
results from printed or electronic sources. However, the information found in reference books
and other printed materials in public libraries has usually undergone a rigorous selection
process. Thus some of the validation of information has already taken place through the
selection process.

This is not the case with Internet sites. Individuals or organisations can, at almost negligible
cost, upload information to websites which are then accessible throughout the World. Such
sites may present information which is out of date, biased to one point of view or just plainly
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wrong. So all information found on the Internet must be critically evaluated. This is an
important role for the information professional. Non-specialists are less likely to query the
information found on the Internet – perhaps they assume that it has been vetted in some
way, just like the reference books in our libraries.

There are three main criteria for validating information: reliability , accuracy and cur-
rency .

Reliability

There are a number of criteria which can be used to give you confidence in the reliability
of the information on a website.

Before proceeding, list what you think are the criteria for establishing the reliability of a
website.

Reliability criteria

We think that the following three points are very important:

• the expertise and reputation of those connected with the website
• evidence of lack of bias
• evidence of equal emphasis towards all aspects of the search topic

Expertise and reputation

If you can see that the website is supported by a reputable organisation or contributed
to by a person with known expertise then it is reasonable to accept the website as being
reliable. Examples would be where a website giving medical advice was run by a government
department or a well respected charity e.g. NHS direct at http://www.nhsdirect.nhs.
uk/ or Cancer Research UK at http://www.cancerresearchuk.org/

Another more trivial example is that you would expect to find reliable recipes at Delia
Smith’s website http://www.deliaonline.com/

Lack of bias

Individuals can be biased in their opinions. Even well known experts may represent only
one aspect of a topic.
Many websites by their very nature present information from only one viewpoint and are
thus biased. While such information need not necessarily be excluded from the results
presented to the client, you must indicate any identified bias and, if possible, provide in-
formation from other sources which present opposing points of view. This is particularly
important when the client is seeking information on potentially contentious matters
such as politics, religion, race or issues related to pressure groups.
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ACTIVITY 4.1
As an exercise in looking for bias in websites, search for a pair of websites giving opposing
points of view on the following topics.

• keeping a monkey as a house pet
• the need for the UK Monarchy
• the greenness of nuclear fuel
• the usefulness of homeopathy

Opposing views

The following example sites were available at the time of the latest review of this section.

• Opposing views on keeping a monkey as a house pet can be found at Monkeyzone
http://www.monkeyzone.com/ and at http://www.aspca.org/adopt/adoption-tips/
exotic-animals-pets the website of American Society for the Prevention of Cru-
elty to Animals .

• Opposing views on the need for the UK Monarchy can be found at the official UK
Monarchy site at http://www.royal.gov.uk and a Marxist perspective at http://www.
marxist.org.uk/

• Opposing views on the greenness of nuclear fuel can be found at theGreenpeace website
http://www.greenpeace.org.uk/ and that of theWorld Nuclear Association http:
//www.world-nuclear.org/

• Opposing views on the usefulness of homeopathy at the site of the British Homeo-
pathic Association at http://www.trusthomeopathy.org/ and the National Coun-
cil Against Health Fraud (NCAHF) Position Paper on Homeopathy found at
http://www.ncahf.org/pp/homeop.html

Although the exercise and the results may seem a little trivial, it is useful. The problem
when you are faced with queries about these sort of contentious issues is that you will
initially retrieve a site as a result of your information search which gives only one side of
the case. You must then search for the opposite, just as you have done here.

Equal emphasis

Emphasis differs from bias in that it is omission of information rather than deliberate
over-statement of one point of view. For example, US sites may devote little space to
British developments. Another pertinent example in UK public libraries is that sites for
UK government departments may include information only for England on devolved issues.

You should be aware that emphasis can be more difficult to detect than bias . A
solution is to apply the technique of cross checking with other sites on the same topic.

ACTIVITY 4.2
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Look at the government website for the Department for Education https://www.gov.
uk/government/organisations/department-for-education . Education is a devolved
responsibility and thus varies considerably between the four UK nations. Much of the
information on the DfES website applies only to England and sometimes Wales.

Compare the information about literacy strategy in schools with that given on:

• http://www.deni.gov.uk Department of Education Northern Ireland
• http://www.scotland.gov.uk/topics/educationScottish Government Education
and Training

• http://www.learning.wales.gov.ukWelsh Assembly Government Education
and Skills

Accuracy

When you are looking for factual information you can usually assume that a reliable site
based on the points above will attempt to provide correct data. However, mistakes can be
made and you should cross check data using more than one reliable site wherever possible.

Currency

In using the Internet you often come across websites which are seriously out of date. In
fact some of them are actually abandoned and will never be updated again. When you use
websites in your information searching, you must make sure that the information is current.
Of course with a reference book you can look at the publication date. However for websites
it is not just so easy.

Before proceeding, list some points you could look for on a website to establish its currency.

Establishing currency

We can think of a few possible ways of establishing the currency of a website. Obviously
they depend on finding date information. This can be explicit:

• You can check the “Last revised” date on a website. This is usually found on the first
screen. Note that this may only indicate the last time a change was made to a particular
part of the website and that it does not imply that all the content was updated on that
date.

• You can look to see how recent are the publication dates of the documents referred to
on the site

• You can look out for dates quoted within text and make an estimate of currency
• You might find a “Forthcoming events” list where all dates should be in the future, or
in the very recent past.

In the absence of any explicit date information you may need to look at Indirect methods
of establishing currency
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Indirect methods of establishing currency

If there are no actual dates mentioned, you will need to look for more subtle indications
that the site is regularly updated.

• You can look for regulations or laws mentioned in the site and find their dates of
introduction.

• You can look for the names of institutions or Government departments. These
do change name and can be used to give a date range.

• You can look for the names of personalities involved in the topic which can show
currency.

• Finally you can simply look for reference to recent news items which will date the site’s
information.

ACTIVITY 4.3
Look at http://www.bbc.co.uk/comedy/littlebritain/ This is a reputable site and it
clearly states whether the site has been recently updated.

3.4.2 Measuring the success of a search

At the start of the enquiry process, during the reference interview you should have deter-
mined clearly the client’s requirements. At the end of the enquiry process you must review
the results of the search against these requirements in order to check that the search has
been fully successful.

In some cases you may not be able to fully satisfy the client’s requirements. If this happens,
the reasons for this must be explained to the client e.g.: information does not exist in the
format specified. You should propose some alternatives if these are possible.
There are three main criteria, sufficiency , format and language .

Sufficiency

Is there enough information or too much? If it is a straightforward fact being sought
then you should have no difficulty here. However for a more complex search you must
make sure that you have not overdone the amount of data retrieved to prevent swamping
the client and if necessary trim it a bit. Conversely you must check that you have supplied
enough information. If the client suggests that more would be appreciated, you can indicate
tactfully that you have provided what was asked for but offer to search further if required.

Format

Make sure that the client’s requests for particular formats , such as text, print-out,
e-mailed results, audio or video have been met with.
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Language

You should make sure that the client’s requests for information in a particular language
have been followed.

3.4.3 Structuring and saving of search results

The raw data should be presented in a structured way which facilitates understanding by
the client. In particular, it is important for the client to be informed of the source(s) of
the information found.

For simple searches , the result is likely just to be a short statement of fact . Here all
that is required is that the information is presented clearly and unambiguously . However
simple the information, we do recommended that it is given to the client in writing and that
you keep a copy. That way there can be no argument later about the results. And having
a written record means that the client does not have to depend on their memory to recall
the information.

For searches which result in a considerable amount of information, you should present the
results in some sort of logical order . Different orders suit different types of enquiry.

Ordering results

You might adopt one or a combination of:

• Following the progress of the search – “First I looked at the Food Standards Agency
site and this told me….., then I moved on to the Association of Farmers Markets where
I found…. etc.

• Geographical order – grouping information from a country together
• Chronological order – to show how a topic developed
• Alphabetical order – if the result of the search is a list of references
• By point of view – information on one side of the argument, then the opposing side.
These are only some possibilities and you should not feel compelled to choose one of these.
The important thing is that your structure for presenting the information suits the topic
and is helpful to the client.

Bibliographic references

If the results of your search include bibliographic references , these should be quoted
in a consistent and accepted style. You can find advice on this on the websites of most
universities. A good example is Anglia Ruskin University http://libweb.anglia.ac.uk/
referencing/harvard.htm or you could try the University of Warwick at http://www2.
warwick.ac.uk/services/library/main/help/guidespublications/bib_cit/

It is important to realise that your search and its results represent useful work, which
does not simply end when the results are handed over to the client. We can think of two
straightforward cases where reference will be made to your work in the future.
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Before proceeding write down two possible reasons for archiving searches for future use.

Archiving searches

Ignoring the possibility that the first client loses the data and wants another copy of it (this
can happen!), the most likely scenario is that another client comes into the library and asks
the very same query. Here, if you have stored the enquiry information properly, you can
simply go to the search and produce a copy of the results.

In this case, the search results should be archived in such a way that the search can be
retrieved by appropriate key terms. These will be subject key words.

Ideally the library should have a formal system for recording the results of frequently
asked questions . You should be aware if your library service does this and, if so, make
sure that you know how to add your information search results to this.

Frequently asked questions

One good example of a library database of frequently asked questions is Edinburgh Univer-
sity’s “Previously AnsweRed Questions – PARQs”.

ACTIVITY 4.4
Examine Edinburgh University’s “Previously AnsweRed Questions – PARQs” site on http:
//www.lib.ed.ac.uk/faqs/parqs.shtml and find the answer to the question “How much
did the Forth Bridge cost?”

We think you will agree that this facility is very easy to use. Note how, in addition to
answering the questions, the site points the enquirer to further sources of information by
means of hyperlinks.

If your library service does not have a formal service-wide system like this, you should
consider setting up a simple version for yourself and colleagues at your service point. This
is relatively simple to do using a database package available in your library.

Updating data

Another situation where you may wish to revisit your search is where the same client
reappears and wants you to repeat the enquiry at a later point in order to update the
data or include new developments which have taken place since the original search was
undertaken.

In this case it is important to save not just the search results but also the search strategy
. You will need to repeat the strategy in order to update the information found the first
time.
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You may find that certain enquiries have a habit of repeating at the same time each year.
An example would be where pupils always undertake a school project on a particular topic
at the beginning of each academic year. You know that every September a group of 12 year
olds will descend on your library desperately seeking information on young people and drugs
in the locality. In this case, you can even prepare yourself in advance by repeating your
search before the question is posed, so that you are prepared to assist the young people
with their information needs.
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4 Supporting Reader Development

This page is designed for the use of students undertaking the Level 7 PDA (previously
called Diploma) in Applications of ICT in Libraries .
This qualification was developed by the Scottish Library and Information Council
(SLIC) 1 and are validated by the Scottish Qualifications Authority (SQA) 2

Supporting Reader Development is an optional unit in the programme.
Information regarding the background to the courses , content and certification
opportunities can be obtained by following the old (Diploma ICTL3) or Level 8 PDA
(Advanced Diploma ICTL4) links.

Further information can be obtained from angela.lees@sqa.org.uk

1 http://www.slainte.org.uk
2 http://www.sqa.org.uk
3 https://en.wikibooks.org/wiki/Diploma%20ICTL
4 https://en.wikibooks.org/wiki/Advanced%20Diploma%20ICTL
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5 Objectives of reader development

In recent years libraries have moved towards fostering reader development, a more reader-
centred approach. A good definition of reader development is:

active intervention to:
• increase people’s confidence and enjoyment of reading
• open up reading choices
• offer opportunities for people to share their reading experience
• raise the status of reading as a creative activity

(See http://www.openingthebook.com/reader-centred-library)

Add alternative definitions below.
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6 Reader development techniques

Reader development is not about reading “better” books, in the sense that these are more
worthy literary titles - the objective is that the reader relishes the reading experience and
reads the books with a sense of satisfaction. Reader development can involve:

• reading promotions
• use of genres
• literacy initiatives
• reader centred selection skills

6.1 Reading promotion

It is important at the outset to distinguish between reading promotion and reader develop-
ment.

A reading promotion aims to market a small number of titles while reader development sells
the whole reading experience and what it can do for you, rather than promoting individual
books or writers.

That said, however, reading promotions can still play an important role as part of a wider
reader development programme, as they can alert readers to titles which they might other-
wise remain unaware of.

Reading promotions may be local (within the library or local authority library service),
national or even international. Reading promotions focus on small or moderate numbers
of book titles which are grouped together and marketed as a list or reading pathway for
the client group. This group might be adults, younger clients or clients with special needs
or specific language requirements. Sometimes, language, subject or publisher links them
together.

Although reading promotions are not reader-centred (their objective is to increase sales or
issues), they do bring books to the attention of readers and may attract new readers because
of their display and supporting print materials. Grouping books together in a promotion
centres the reader’s attention on them and will lead to increased client use of this stock.

Activity: Find some examples of recent book promotions in which your library service
has participated. Discuss with colleagues what was successful or unsuccessful about these
promotions.

43



Reader development techniques

6.2 Current book promotions

There are so many book promotions that we could not attempt to give a comprehensive
listing. However, here are three examples of current book promotions which could be
applicable to public libraries, together with our comments on these. Maybe some of them
were included in your list.

6.2.1 Richard and Judy’s Summer Reads

http://www.richardandjudybookclub.co.uk/

Celebrities Richard and Judy promote reading through their Summer Reads and Book Club.
Whilst this is a small range of titles, these titles receive a high profile in the media and
outlets like supermarkets, bookshops, stations and airports. It is always important to be
aware of what is in the media spotlight, as requests from clients will follow. Richard and
Judy’s titles are contemporary paperback fiction.

6.2.2 Welsh Book Council

http://www.cllc.org.uk/hafan-home

This website promotes access to books by Welsh publishers and contains useful reading
suggestions for readers. It is important that local/national authors and publishers are pro-
moted to encourage and sustain the growth and development of the local/national cultural
industry. In addition Welsh/Gaelic language material should be made available to meet
the needs of readers.

6.2.3 Mills and Boon

http://www.millsandboon.co.uk

Mills and Boon publishers are well known for their range of romantic fiction. Their website
includes a large number of titles but it will only appeal to a limited group of readers and
has a commercial rather than reader-centred objective.
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7 Genre

A genre is a “family” group of books which share style, form, or content, e.g.: crime fiction.

Activity: List other fiction genres which are common in public libraries.

7.1 Fiction genres

When you look round any bookshop or library, you see that it is possible to group fiction
into many genres. New genres emerge all the time – a few years ago, for instance, “chick lit”
was unheard of; now it is one of the best selling fiction genres. The most common fiction
genre groupings are:

• literary fiction
• crime
• romance
• fantasy and sci-fi
• blockbusters
• historical
• short stories
• westerns
• defined by country, e.g.: Canadian literature

7.2 Arranging collections by genre

Many libraries organise part of their fiction collection by genre and the identifying spine
labels for the different genres (e.g.: a gun for crime) will be familiar to many library clients.
Libraries do this to help clients who habitually read, for example, crime novels. This means
that clients regularly go to the same area of stock for their reading material and can miss
out on wider reading choices.

Some might argue that arranging the non-fiction stock using a classification system removes
the need for genres in this area of the library. However, many libraries use genres for some
of their non-fiction stock. Common examples are biographies and travel books.

For the client who is completely focused on one genre it is undoubtedly helpful if they find
all the books in this genre in one place in the library. But the disadvantage of this approach
is that it can discourage more adventurous reading.

The client may never look beyond the few shelves which contain the selection of “his/her
books”, even though other books elsewhere could be of interest to them. While some clients

45



Genre

will always limit their reading choices to a particular genre, others can, with support, can
be led to enjoy reading across a wider range.
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8 Literacy initiatives

Literacy initiatives can make a significant contribution to reader development. Such initia-
tives exist at both local and national level.

There are many literacy initiatives related to education. These include the National Lit-
eracy Strategy , National Priorities for Education and Literacy Hour .
The ability to read fluently is an important life skill and opens doors to better job prospects,
improved economic prospects and more leisure choices. In the UK, the issues are about low
levels of literacy rather than illiteracy, but 23% of adults in the UK struggle with
basic literacy .
The website of the National Literacy Trust , http://www.literacytrust.org.uk has
lots of statistical information. Good functional literacy is important to the well being of
individuals as well as the economy of the country and reading/writing abilities are essential
for everyday tasks such as writing shopping lists, texting and using medicines properly.

Government initiatives to improve literacy in education include the introduction of the
Literacy Hour . The National Literacy Trust was established in 1993 to improve
skills, confidence and pleasure in reading. The NLT goes wider than formal education and
there are well-developed national networks for Adult Literacy and Numeracy support and
development.

Activity: Go to http://www.literacytrust.org.uk/projects_networks and look at
the details of the latest literacy initiatives applicable to libraries. Choose those of interest to
your own library service and consider how you could use them as part of reader development.

8.1 Examples of literacy initiatives

In England, the The Reading Agency brings libraries and adult literacy together in
partnership and promotions include Got Kids? Get Reading! and First Choice .
The Reading Agency runs an annual literacy initiative - the ’Six Books Challenge’ aimed
at adults and learners in further education.

You can find out more at http://readingagency.org.uk/adults/quick-guides/
six-book-challenge/

In Scotland, the Big Plus brand promotes adult literacy and numeracy. There is a part-
nership between Communities Scotland’s Learning Connections and libraries which
is developing projects, collections and providing training.

http://www.thebigplus.com/about/About_The_Big_Plus

47

http://www.literacytrust.org.uk
http://www.literacytrust.org.uk/projects_networks
http://readingagency.org.uk/adults/quick-guides/six-book-challenge/
http://readingagency.org.uk/adults/quick-guides/six-book-challenge/
http://www.thebigplus.com/about/About_The_Big_Plus


Literacy initiatives

Activity: Browse through the following literacy related websites for younger clients. Do
any of them have activities which you could link into or adapt for your library service?
Note: most of these sites give links to other related sites which may also provide you with
inspiration.

The Child Literacy Centre http://www.childliteracy.com
My home library http://www.myhomelibrary.org
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9 Reader-centred stock selection

When choosing stock it is important that you consider the reading preferences of clients.
Using reader-centred selection skills in general stock selection is good practice. You will
keep your clients’ reading preferences in mind as you take account of current demands, gaps
in stock, levels and formats of stock and the condition and currency of stock. You may need
to think about developing specific areas of stock. You may also need to select specific items
or generate lists for individual clients and their meeting their needs should be the focus.

Later we’ll discuss what is involved in carrying out an interview with the client to establish
their reading history and preferences and in building a reader-profile. Following on from
that you will draw on your knowledge of the reading resources available in order to develop
a reader-centred list or pathway. Here we discuss some of the resources which are available
to assist you in stock selection.

Activity: Make a list of the range of resources which are available to you when you are
selecting stock to recommend to a reader whose reader-profile you have established. Re-
member you can be accessing stock which already exists in your library service or you may
be ordering new stock for the client.

9.1 Resources

For stock within your library service you will use the library catalogue and themed lists
such as the Quick Reads collection for emergent readers:

http://www.quickreads.org.uk/

To identify new stock you can use online sources – there are many online selection tools
which are useful in locating resources which your own service does not have. Examples
include:

Scottish Bibliographies Online: http://www.scotlandsculture.org/sbo/sbo.htm

Which Book1 - for widening fiction choice (with reviews from library staff)

Other resources for assisting in stock selection include:

• catalogues of other libraries
• bibliographies
• review journals
• publishers’ lists
• pre-publication lists

1 http://www.openingthebook.com/whichbook/
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• specialist suppliers
• showroom and bookshop visits
• trade publications

9.1.1 Library catalogues

Online library catalogues can assist you in your search for appropriate material. Most UK
library catalogues can be searched via the Internet.

The UK Public Libraries Page http://dspace.dial.pipex.com/town/square/ac940/
weblibs.html is a useful resource, linking to the web-available catalogues.

Some services “clump” together the catalogues of several libraries. A single-search interface
is used to cross-search multiple catalogues in a single search action, such as http://www.
ni-libraries.net/ for Northern Ireland or CatCymru for Wales http://library.wales.
org/catcymru/

9.1.2 Bibliographies

A bibliography is a list of materials on a particular subject or by a particular author.

The publication, in either printed or electronic format, is usually arranged by author, date
or subject, and provides information such as author, title, publisher and date of publication.
This can then be used to identify sources and place orders for clients.

Activity: Find out which bibliographies are held in hard copy in your library service and
consider how each might be of use to you for reader-centred stock selection.

9.1.3 Review journals

Review journals offer more information about books, articles or research than is found in
bibliographies. A review will summarise the contents and make an evaluative statement
about its contribution within its context. Good examples include newspapers such as:

The Sunday Times http://www.timesonline.co.uk

The Guardian http://www.guardian.co.uk/

Remember though, however respected the journal or reviewer, reviews are the views of one
individual and so need to be evaluated carefully.

9.1.4 Publishers’ lists

Publisher’s websites and lists offer useful information. Caution must be exercised when
using these to select material as publishers and booksellers have a commercial imperative.
So you must always apply your selection criteria.

Books from Scotland (http://www.booksfromscotland.com) is supported by Publishing
Scotland’s website and highlights new books as does their Facebook page (http://www.
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facebook.com/pages/BooksfromScotlandcom/28776550495) and Twitter feed (http://
twitter.com/scottishbooks). They also have an RSS news feed.

9.1.5 Pre-publication lists

These lists offer useful information about forthcoming publications.

However, library staff know that they must be especially careful when using information
from pre-publication lists as these lists may be produced many months before an item is ac-
tually published. In the interval between the pre-publication list and the actual publication
of the item, the date of publication, length, format and price may change.

9.1.6 Specialist suppliers

Specialist suppliers are used to ensure that range and depth is developed within collections.
This might be a particular interest, specialist language material, dual language material, or
alternative formats such as Braille or for emergent readers.

9.1.7 Showroom and bookshop visits

Visits to showrooms and bookshops offer the opportunity to browse through the books.
The downsides are that the range is limited to what is available in stock and that it takes
considerable time and travel to select from a wide range of stock effectively and efficiently.

9.1.8 Trade publications

The Bookseller is a weekly trade publication, which lists new publications and forthcoming
titles http://www.thebookseller.com
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10 Supporting Client Learning

This page is designed for the use of students undertaking the Diploma (Diploma ICTL1)
or the Advanced Diploma (Advanced Diploma ICTL2) in Applications of ICT in
Libraries .
These qualifications were developed by the Scottish Library and Information Council
(SLIC) 3 and are validated by the Scottish Qualifications Authority (SQA) 4

Supporting Client Learning is a core unit in both the Diploma and Advanced Diploma
programmes.

Information regarding the background to the courses , content and certification op-
portunities can be obtained by following theDiploma (Diploma ICTL5) or theAdvanced
Diploma (Advanced Diploma ICTL6) links.
Further information can be obtained from angela.lees@sqa.org.uk

10.1 ICT competence and learning goals

10.1.1 Establishing client competence in use of hardware and software

The client’s ICT competence clearly affects their ability to use any learning packages
available. If ICT skills are lacking, the client may have to undertake some ICT skills
development before moving onto their selected learning package. You should determine
the client’s ICT competence in relation to both hardware and software .
Your initial task is to find out what sorts of previous experience and competence the
client has had with ICT. Typically you might want to explore four areas:

• hardware
• operating system environment (normally Windows)
• using the Internet
• using applications packages

1 https://en.wikibooks.org/wiki/Diploma%20ICTL
2 https://en.wikibooks.org/wiki/Advanced%20Diploma%20ICTL
3 http://www.slainte.org.uk
4 http://www.sqa.org.uk
5 https://en.wikibooks.org/wiki/Diploma%20ICTL
6 https://en.wikibooks.org/wiki/Advanced%20Diploma%20ICTL
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ACTIVITY 1.1
Before proceeding:

• List the hardware items you would enquire about.
• Note down what you would want to know about each of these items.

Client competence in using hardware

The main items of hardware which the client is likely to have to use are the:

• mouse
• keyboard
• printer
• scanner
• removable media
We look at each of these in turn, giving some specific pointers about what you should ask
the client.

The mouse

You might want to start by finding out the following information:

• Has the client used a mouse?

• Is the client aware of the use of the left and right buttons ?
• Is the client aware of hovering over items?
• (For left handed clients) is the client aware of how to change a mouse from right- to
left-handed operation?

• If the computers in your library use another type of pointing device , such as a
tracker ball or touch pad, can the client use this proficiently?

Keyboard

You might want to start by finding out the following information:

• Has the client used a keyboard?

• Does the client know how to use:
• space and return keys
• shift and caps lock keys
• delete and backspace keys
• cursor (arrow) keys
• ctrl, tab, esc and insert keys
• function keys
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Printer

You might want to start by finding out the following information:

• Has the client used a printer?

• Is the client aware of any printer processes which are specific to your library?
• Can the client load the printer with paper ?
• Is the client aware of the cost per page of printing (monochrome and colour)?

Scanner

You might want to start by finding out the following information:

• Has the client used a scanner?

• Is the client aware of the routine of pre-scan, select area and scan?

• Is the client aware of the importance of selecting an appropriate scanning resolution?

Removable media

Use of removable media, such as floppy disks, CD-ROMs and USB storage (also known as
Flash Drives or Pen Drives) will be governed by library rules. If these are allowed you might
want to start by finding out the following information:

• Can the client insert a disk (or other media) properly?
• Is the client aware of when it is appropriate to remove it?
• Can the client access media in different drives ?
• Can the client save to writable media ?

Operating systems

We use the term operating system to describe the basic software, such as Microsoft
Windows , which makes the computer work. When a computer is switched on, the op-
erating system starts running before any application package such as Word will run. The
operating system involves managing applications and data .

ACTIVITY 1.2
Before proceeding:

• List the aspects of the operating system you would enquire about.
• Note down what would you want to know about each aspect.
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Previous experience

You might want to start by finding out the following information:

• Is the client familiar with the operating system on the computers in your library?

Note that, even within the same library, different computers may have different operating
systems. Most of the common operating systems are supplied by Microsoft:

• Windows 98
• Windows NT
• Windows 2000
• Windows Millennium
• Windows XP

There are some significant differences in the practical operation of these, so you should
determine whether the client can carry out the tasks we outline below for the operating
system on the computer which will be used to work through the chosen learning packages.

Operating system tasks

You might want to start by finding out the following information:

Finding applications:
• Does the client know where to look for the applications or packages?
• Does the client know the names and icons for the applications required?
Opening and closing applications:
• Can the client open an application?
• Can the client close an application correctly? (This often involves saving information.)
Using a file manager to locate files and data:
• Can the client use My Documents/Windows Explorer to navigate around the file
system?

• Is the client aware of the concept of a hierarchy or tree structure of folders (directories)?
Creating folders and saving data in specific folders:
• Can the client create a new folder to save application data?

Using the Internet

A great deal of information to support learning as well as complete learning packages can
be accessed via the Internet. It is therefore important to gauge the client’s competence in
Internet use.

ACTIVTY 1.3
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Before proceeding:

• List the aspects of Internet use you would enquire about.
• Note down what would you want to know about each aspect.

Common Internet tasks

Here are the main aspects of basic Internet use which you should ask about:
Browsing the Internet:
• Has the client experience of using a browser ? (e.g.: Internet Explorer, Mozilla, Firefox)
• Has the client experience of using a search engine ? (e.g.: Google, Ask Jeeves)
• Is the client aware of the variable quality of websites found on the Internet?

E-mail:
• Has the client used e-mail ?
• Does the client have an e-mail address ?
Chat:
• Has the client used chat ?
• Is the client aware of possible dangers in its use?
Groups:
• Has the client used any (news)groups ?

Using applications packages

You need to know about the client’s existing experience with common applications packages.
This will help to confirm the information gleaned so far.

ACTIVITY 1.4
Before proceeding, list some applications packages you might want to ask about.

Applications packages

Word processing is the most likely example of an applications package. Almost all computer
users will have done some word processing. But many will have used other packages as well.

Word processing packages
• Has the client used a word processor ? (e.g.: Word, Write)
Spreadsheet packages
• Has the client used a spreadsheet application ? (e.g.: Excel)
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Photo/Graphics packages
• Has the client used a photo/graphics package ? (e.g.: Paint Shop Pro, Photoshop)
Database packages
• Has the client used a database application ? (e.g.: Access, dBASE)
Financial packages
• Has the client used a financial package ? (e.g.: Quicken, Quick Books)
Other
• Has the client used any other, more specialised packages which do not fit into the
above categories? If so, what are these packages and what do they do?

In each case you should try to get an idea of the level at which the packages have been
used. The best way of finding this out is to ask the client to give some examples of how
they used the package.

Using learning packages

One important question to ask is whether the client wishes to use the chosen learning
package in the library , using the library’s equipment, or whether they would prefer to
take the package away for home use.
If the latter, it is vital that you establish the specification of their home computer. While
many home users possess high specification equipment, others may have older, slower models
which will not support the latest packages. This can be a particular problem where graphics
or audio is involved.
All learning packages will state clearly the minimum specification on which the applica-
tion will run and you should ask the client to confirm that their home equipment meets or
exceeds this.

It is good practice to make a written record of what you have established about the
client’s ICT competence. Some libraries have checklists for this purpose.

ACTIVITY 1.5
Find out if your library service has checklists of this nature. If not, why not create one for
yourself and your colleagues to use?

Establishing learning goals

You need to establish the learning goals for the client before you can think about
possible learning approaches. The client may have learning goals related to their work or
to their personal life . You should attempt to establish exactly what the client wishes to
learn and if possible get an idea of the reasons why the client is undertaking the learning.
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Some clients may come to the public library seeking learning packages which are complete
in themselves . You may be able to provide such packages “off the shelf” in your library
or you may have to source them from elsewhere.

Other clients may be seeking additional learning to support training or education being
undertaken elsewhere . The most obvious example of the latter is school pupils or
college/university students wishing assistance with assignments or desiring materials which
will help them revise for examinations.

Clients engaged in more informal learning may also require top-up materials. For exam-
ple, an adult working through a self-help book on word processing might ask for additional
exercises in keyboarding.

ACTIVITY 1.6
Before proceeding outline the different areas you would need to ask about to find out the
client’s learning goals. There are quite a few of them!

Determining learning goals

Here are some possible areas to look at with the client to determine the learning goals:

General subject area:
What is the general subject area in which the client wishes to undertake the learning?
E.g.: the Spanish language.

Slant or specialism:
Is there a particular specialism to this learning? E.g.: Spanish for business.

Existing competence of client:
Does the client possess any existing relevant competence in the subject? E.g.: the client
has picked up a basic knowledge while living in Spain for six months last year.

Future competence as a result of the learning undertaken:
What level does the client wish to be able to reach as a result of the learning? E.g.: the
client wishes to write business letters to Spanish clients of their company.

Reasons for learning:
Is there a particular work or social reason the client has for wishing to undertake the
learning? E.g.: the client is soon to take responsibility for their company’s Spanish clients

Additional factors

You may need to consider the following additional factors:

Timeframe:
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Over what time period does the client wish the learning to take place? E.g.: the next six
months.

Time available:
How much time in the week does the client have for learning? E.g.: up to four hours per
week.

Importance of certification:
Does the client particularly want to undertake learning which will result in a qualification?
E.g.: the client is interested in gaining a City & Guilds qualification in Business Spanish
on completion of the learning.

Finance:
Many of the learning materials available through public libraries will have no costs attached.
However some may involve enrollment or certification fees . In these cases, you must
tactfully investigate if the client would have the financial resources for a course of study
with a fee associated? E.g.: is the client able and/or willing to pay for an end of course
examination fee?

It is good practice to make a written record of what you have established about the
client’s learning goals. Some libraries have checklists for this purpose.

ACTIVITY 1.7
Find out if your library service has checklists of this nature. If not, why not create some
for yourself and your colleagues to use?

10.1.2 The UK education and training system

In order to help your clients, you need to have a broad-based understanding of the UK ed-
ucation and training system as a whole - pre-school, primary, secondary, tertiary,
workplace and informal . Naturally you are not expected to be an expert on education
and training (although in some instances you may need to consult such experts). However
you should be familiar with the basics of the system and know how to find out more detail
on any aspect, if this is required.

Remember that we live in an age of lifelong learning and that much learning takes place
outside the traditional academic system. So you should make sure that you know not just
the local schools, colleges and universities, but also private training providers, adult learning
agencies, voluntary groups etc.

In particular, it is essential that you appreciate the ways in which the education and training
systems of the four UK nations differ from one another (the Scottish system displays the
largest divergences from the others) and the implications of this for the client.

ACTIVITY 1.8
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Here are the official government websites for the education departments in England, North-
ern Ireland, Scotland and Wales:

• England: http://www.dcsf.gov.uk/
• Northern Ireland: http://www.deni.gov.uk/ and http://www.delni.gov.uk/
• Scotland: http://www.scotland.gov.uk/Topics/Education/
• Wales: http://www.learning.wales.gov.uk/

Familiarize yourself with the information provided on these sites, especially that related to
the country in which you are resident. Note that much of the information on the English
site applies also to Wales and some is also applicable to Northern Ireland.Each of these sites
provides links to sites giving information on more specialised aspects of education. Note
the addresses of such sites which are particularly relevant to yourself and summarise the
sort of information which you can gain from them.

10.1.3 Ascertaining special needs

You should establish any special needs (in the widest sense) of the client which will have a
bearing on the learning they are proposing to undertake.

ACTIVITY 1.9
Before proceeding:

• Make a list of the different types of special needs which could have a bearing on the
learning.

• For each case note the steps you can take to enable the learning.

Types of special needs

It is difficult to compile a comprehensive list of special needs. Here are some of the most
common with some suggestions as to how the library can facilitate learning for such clients.

• Motor disabilities
• Visual impairment
• Hearing impairment
• Special learning needs (including literacy, numeracy and English as a second language)

Motor disabilities

This can cover a wide range of disabilities, ranging from a paraplegic learner in a wheelchair
to someone with mild Repetitive Strain Injury (RSI). Some common examples of library
facilities for this group are:

• a flexible computer desk at a height which can be adjusted to suit varying dimensions
of wheelchairs
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• a joystick or specially adapted mouse for clients who cannot operate a standard
mouse

• a specialised “big keys” keyboard etc. for clients who cannot operate a standard
keyboard

• a mouse tray so that clients can use the mouse on their lap
• touch screens
• programmable keypads to reduce the number of keystrokes required for common in-
puts

Visual impairment

Many manufacturers produce software specifically to enable use by visually impaired
users . It is possible for the users to hear what appears on the screen. Some software
produces output in Braille .
Sometimes simple measures can be effective in facilitating use by visually impaired clients,
such as:

• changing the text size on the screen
• altering the colour settings (It is usually easiest for clients with visual impairments to
read black text on a white background)

• using “text only” versions where graphics are removed.

ACTIVITY 1.10
Make sure that you can carry out the three “simple measures” listed above.

Useful information can be found on the website of the Royal National Institution for
the Blind . Go to http://www.rnib.org.uk/ and search for “internet”.

Hearing impairment

Again much specialist software is available. Libraries can install systems which pick
up sound from the computer through an amplifier and radio microphone which is then
transmitted by infrared around the room. The hearing impaired person hears this amplified
sound through a lightweight headset. There is no need for users to wear their hearing aids.

http://www.deafclub.co.uk is a useful site with a search engine, which is specifically
designed to help deaf people find information. It can also lists sites giving advice on ICT
adaptations for clients with hearing impairment.

http://www.rnid.org.uk/ is the site of the Royal National Institute for Deaf People.
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Special learning needs

Public libraries have always played an important role in assisting clients in these groups
and recent disability and discrimination legislation has laid even more emphasis on
this role.

Research has shown that libraries are often viewed by such clients as friendly, non-
judgmental environment s. In consequence they may be more likely to undertake learn-
ing in the library than in the more formal setting of a school or college.

Your library service will have staff who specialise in assisting these user groups. These
colleagues can advise you of how best to provide for individual clients.

You should be aware that nowadays, there are many holistic learning packages which
provide upskilling for young people or adults in literacy, numeracy and ICT.

Remember that, although the word processor’s spell checking facility is designed primar-
ily to check for typing errors, it is an invaluable aid to anyone with problems in coping with
the English language’s idiosyncratic spelling.

10.1.4 Sources of careers information

In order to match the client’s learning desires with work goals, it may be necessary to have
information about which workplace qualifications and competences are useful in a
particular job role or career. You are not expected to know this information but you should
to be able to access it efficiently, most probably by use of the Internet.

ACTIVITY 1.11
Before proceeding, find websites which will give you information on the following careers:

• nursing
• clockmaking
• actuarial work
• farriery

Careers information sites

There are several different sites which will produce the required information. There is
usually a dedicated site for each sector of employment .
Here are some examples for the jobs we asked about:

Nursing
An NHS site http://www.nhscareers.nhs.uk/careers/nursing/

Clockmaking
The British Horological Institute http://www.bhi.co.uk/
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Actuarial work
Prospects the graduate careers website has a section at: http://www.prospects.ac.
uk/cms/ShowPage/Home_page/Explore_types_of_jobs/Types_of_Job/p!eipaL?state=
showocc&idno=329&pageno=1

Farriery
The Farriers Registration Council has a section on careers at: http://www.farrier-reg.
gov.uk/

General careers information

There are several useful on-line sources of general careers information, such as:

• For England http://www.connexions-direct.com
• For Scotland http://www.careers-scotland.org.uk
• For Wales http://www.careerswales.com/
• For the whole of the UK http://www.careers-gateway.co.uk

Web 2.0 sources University of Glamorgan YouTube http://www.youtube.com/
careersglamorganuni Foreign and Commonwealth Office Twitter links http://web.
archive.org/20090804213504/www.fco.gov.uk/en/twitter/ Energy careers on Face-
book http://www.careerenergy.co.uk/?facebook CILIP Graduate Trainee Opportuni-
ties on Facebook http://www.facebook.com/group.php?gid=13484212748&ref=nf

10.2 Select a range of ICT-based packages to support
learning

10.2.1 Selection criteria

You must take all the information obtained from the client into account so that you can
identify learning packages which will meet the criteria. You will match learning packages
against such criteria as:

• Does the subject matter match the client’s desired study topic?
• Is certification available if the client desires this?
• Does the length of the learning package fit with the time available for the client to learn?
• Can the client afford any costs associated with the learning?
• Does the learning package address any special needs of the client?
• Is the level of the learning suitable in terms of both starting competence (i.e.: neither
too easy nor too difficult) and final competence achieved at the end of learning?

• Can the client undertake this learning without enhancement of their existing ICT skills?
If not, can the library supply additional support for ICT skills development in order
to enable the client to undertake the chosen learning package?
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10.2.2 Learning packages available within own organisation

You need to be aware of the range of learning packages which are available within your
own library service. Some of these will be at your own service point. Others will be held
elsewhere within the service.

The library catalogue will give information about the learning packages, both in your own
library and elsewhere. Some libraries produce specific catalogues or lists of ICT learning
packages, giving more details than might be found in the general catalogue. For packages
at your own service point, it is also useful to examine the packages themselves and, if time
permits, you can actually test them out.

ACTIVITY 2.1
Familiarise yourself with all the catalogues and lists of ICT learning packages in your library
service. Note what sort of information they provide for each item.

Restrictions on the use of learning packages

You must be able to determine any restrictions on the use of ICT learning packages, e.g.:

• Must the package be used on library premises or is it available for home use ?
• Is there a limit to the number of hours a client may book to use the package in the
library or on the length of time a package can be borrowed?

• If the packages are to be used in the client’s home it is vital for you to establish the
details of the client’s own computer in order to be sure that the specification is high
enough to support the chosen learning package.

When working in this area you will pick up useful information through the experience and
comments of clients. If several clients recommend a particular package on keyboarding
techniques, for instance, you can feel confident in recommending it to other clients with
similar learning goals. Additionally you can gain information and advice through discussions
with experienced colleagues.

ACTIVITY 2.2
Here is an exercise to familiarise yourself with some learning packages available within
your own library service.For each subject area given below, find two packages and note the
differences between them:

• Business studies
• French language
• Basic mathematics
• Word processing
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10.2.3 Sourcing learning packages outside own organisation

Your library cannot duplicate all the learning packages which will exist locally outside your
library service. You must have an awareness of what is available out there.

ACTIVITY 2.3
Before proceeding make a list of the types of organisation in your locality which produce
and/or deliver learning packages.

Sources of learning packages

Here are some examples of where learning might be found in the locality:

• Schools
• Further education colleges
• Universities
• Private trainers
• Local learning partnerships
• Community learning
• Voluntary organisations , e.g.: Workers’ Educational Association

ACTIVITY 2.4
Here is an exercise to increase your familiarity with local sources of learning material outside
the library service.

Choose four of the types of provider given in the preceding list. For each type, find the
website of a named organisation in this category and choose two different study packages
offered. Note the differences between the packages at each organisation and the differences
between the organisations.

Differences between sources

We expect that you will find the following points of difference:

• Cost of package (if any)
• Flexibility of study times
• Availability of certification
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• Level of studies
• Range of content

In fact, you should come up with the very points which might be criteria gleaned from a
client seeking learning.

With e-learning it is not necessary for the provider to be local. Much excellent learning
content can be sourced free of charge from the Internet e.g.: http://www.studyspanish.
com offers free tuition in basic Spanish. In other cases e-learning may be delivered via the
Internet for a fee. In these cases a log in and password will be required after registration.

ACTIVITY 2.5
Before proceeding, find and note down five websites where learning is available on the
Internet.

10.2.4 Learning on the Internet

Learning can be found on the Web at many, many sites. There is no way that you will be
able to remember even a fraction of these. So it is extremely important that you should be
familiar with sites which are commonly used to find learning resources . Check these
sites frequently for news and developments, as their content is regularly updated.

It is important to be aware of the scope of any such site. It is often the case that learning
sites which appear to be UK-wide are not in fact applicable to one or more of the four
nations. Frequently, learning sites apply to England, Wales and Northern Ireland (e.g.:
http://www.learndirect.co.uk) and there is a separate site for Scotland (e.g.: http:
//www.myworldofwork.co.uk)

The scope is not always obvious from the title of the site. Be especially careful when the
word ”national” is used. This can mean UK or a single one of the four UK nations. For
example, the content of the National Learning Network (http://www.nln.ac.uk) applies
only to England. In contrast, the content of the National Learning Network (http:
//www.nln.ac.uk) applies only to England.

BBC learning materials

The BBC (http://www.bbc.co.uk) offers excellent learning materials most of which are
applicable in all four UK nations. This site also provides links to other providers of
on-line learning.

There are many websites which are specifically designed to provide curriculum related
resources and revision aids . Once again it is vital to check that these are appropriate
for the school or college curriculum of the UK nation where the client is studying. The
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BBC’s site (http://www.bbc.co.uk) has educational and revision material for England,
Northern Ireland, Scotland and Wales.

You should be familiar with websites applicable to your own home nation’s educational
curriculum, such as Learning and Teaching Scotland (http://www.ltscotland.org.uk).
However, do not consider that support learning should be confined to these educational
web sites. Rather be prepared to assist clients to find appropriate support material for
their learning from any suitable Internet source. This applies especially when the client is
seeking information to enhance a course of study undertaken elsewhere. They may come
to the library looking for company financial performance data to include in a presentation
on marketing, literary criticism of T S Eliot for a university essay or information on the
breeding habits of dolphins for A level biology.

This sort of information in support of learning will probably be found on websites which
are not specifically educational. So be prepared to assist your client to find information in
support of their learning from any appropriate Internet source.

10.2.5 Devising a learning plan

You can give the client additional help in the form of a motivational learning plan to guide
the learner through the package(s) you have sourced.

ACTIVITY 2.6

Before proceeding, make a list of points which you might include in the plan.

Contents of a learning plan

A suitable set of features to be included in the learning plan is:

• the overall learning goal

• specific learning objectives which contribute to the learning goal

• a deadline for completion of the learning

• a schedule for learning

• any support which the library staff have agreed to provide for the client

• a specification of the responsibilities and involvement of any outside provider
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The learning plan is best expressed in SMART (Specific, Measurable, Achievable, Realistic,
Timebound) objectives. It need not be a complex piece of documentation. Often it can
simply be a checklist.

This plan should be created with and agreed by the client. Usually it will be signed by both
the client and a member of library staff.

The use of such a learning plan avoids confusion and can also be motivating to the learner.
Where the client is returning to learning after a gap, or has had prior negative learning
experiences, it can be helpful to break the learning into “bite sized chunks” and produce
a series of shorter learning plans. Thus the client has a positive experience of successfully
completing a small amount of learning which engenders a sense of achievement and spurs
them on to further efforts.

Example of a learning plan

Figure 37

10.2.6 Progression opportunities

An important role of the public library is to be a key player in lifelong learning. A positive
learning experience provided by the library can lead to further successful progression for
the client, in some cases into formal tertiary or workplace vocational education. The library
user who enquires about opportunities to study Spanish language to further her career in
retail sales may eventually undertake a university course in business and retail management.

ACTIVITY 2.7
Before proceeding note down how you might explore progression opportunities for a client.

Exploring progression opportunities

You could explore the following possibilities:

• What has been the client’s experience with the learning undertaken so far? Have they
enjoyed it? What was particularly enjoyable or useful and what was less so?

• Revisit the client’s original reasons for undertaking the learning. Are these motivations
still the same or has the experience of learning awakened the client’s ambition to broader
horizons? It is not uncommon, for example, for a learner who has embarked on a short
language package, with a view to being able to order food and ask directions on holiday, to
be seized with enthusiasm and wish to carry on to GCSE or Standard Grade qualifications
in the language. Based on this discussion you can consider any or all or the following:

• • Is there a more advanced package on this topic available?
• • Are there packages on related topics to that being undertaken by the client?
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• • Has the client come to the end of the possible informal learning on the topic and might
now proceed to formal education ?

• • Which further learning will further enhance the client’s job prospects after the
present studies?

Of course, all of the previously mentioned sources of information on learning provision are
useful to you not only in sourcing learning which is appropriate for the client’s immediate
learning goals but also to suggest further learning options to the client, on completion
of the initial learning. In other words, at its simplest, when you are sourcing learning
material, you should always have your eye on the level above, to see how your client might
further progress.

Concluding the learning experience

Hopefully the learning has been a positive experience for the client and they are interested
in taking things further. But do not be discouraged if the client does not want to sign up
for further learning immediately. It may be that the learning just completed has achieved
all the client’s current goals and they wish to pause at this point meantime. This is a
satisfactory outcome because you can be sure that a satisfied client who has found the
package stimulating and relevant is likely to return to the library in future looking for advice
and guidance on other learning.

10.3 Provide appropriate ICT support to the client

10.3.1 Using in-house learning packs to develop ICT skills

Most public library services have a wealth of in-house learning packs whose aim is
to develop ICT skills, ranging from beginner to advanced level. You should examine the
packages in your library so that you are completely familiar with their content and level
. This enables you to make the most informed choice when recommending a package to a
client and to be absolutely confident that the client will benefit from it.

ACTIVITY 3.1
Select three in-house packages which develop basic ICT skills such as:

• Using PC hardware
• Using files and folders (directories)
• Using the Internet
• Keyboarding skills

Try out each of the three packages to evaluate:

• Level (absolute beginner to expert user)
• Duration (how many hours to work through whole package)
• Approach (friendly to overly formal)
• Ease of use
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• Presentation (is it attractive and encouraging for the learner?)

10.3.2 Front-line client support

When a client is using any ICT based learning package in the library, whether to develop
ICT skills or for other learning, it is likely that from time to time some technical snags
will arise.

You must be able to assist with straightforward trouble shooting e.g.: printing problems.
We stress the word “straightforward”. There is no suggestion that you should possess so-
phisticated trouble shooting skills: this is the responsibility of ICT technical staff. Rather
you should be acquainted with typical, straightforward difficulties which can arise and be
able to suggest how these can be overcome.

Do be clear about the boundary between your responsibilities regarding trouble-shooting
and when to call on the services of a technical professional.

You probably have had experience of this already.

ACTIVITY 3.2
Before proceeding, note down a few possible problems which may be encountered by clients
using computers. (If this is outside your own experience ask colleagues to suggest computer
problems they have solved for clients.)

10.3.3 Typical problems

Here are some of the problems you are most likely to encounter.

• The monitor appears blank
• After using the computer for some time, it ‘hangs’ , neither keyboard nor mouse appear
to operate

• A client has difficulty reading off the monitor because the print is too small
• Nothing comes out of the printer
• The printer does not seem to use the whole of the sheet of paper and the layout is not
the same as on the monitor

• When saving data from an Office application like Word, the message comes up that the
disk is full

• The printer jams
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ACTIVITY 3.3
Before proceeding, jot down any ideas you have about the help you would be able to give
in each of the above cases. You can compare this with our suggestions on the following
screens.

You will find that with experience and in discussion with your colleagues you will build up
a fund of solutions for these types of problem.

Once again, as in Outcome 2, you must take full cognisance of any special needs of the
client and offer appropriate technical support to address these.

Resolving problems

Some of our solutions are based on your ability to change computer settings . It may be
that you do not have access rights to these and would need to contact an ICT professional.

Note that with the first two faults (monitor blank, computer hanging), if they require forcing
an application to end or indeed resetting or restarting the computer, it will always mean
any data not saved will probably be lost . It is important to explain this to the client.
It is even more important to explain before any incident occurs that data should be saved
at regular and frequent intervals just in case something goes wrong!

The monitor appears blank

• Check to see if the computer has gone to sleep by pressing the space bar on the keyboard.
• Check that the monitor is switched on and connected to the mains, i.e.: is the power
light illuminated?

• Check that the monitor is correctly connected to the computer .
• Check to see if the system works after the computer is reset or switched off at the mains
and on again.

The computer hangs

Sometimes, after using the computer for some time, it hangs , and neither keyboard nor
mouse appears to operate. If this happens you can try the following

• Wait a while to see if the computer is performing some intensive task and recovers.
• Try Ctrl-Alt-Del . If you are lucky it will bring up a Task Manager window which
will show you which application is not responding and allow you to close down only that
application.

• Use the reset button to restart the computer.
• Switch the computer off at the mains and then on again.
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A client has difficulty reading off the monitor because the print is too small

• If this is confined to a particular application , it is usually possible to adjust the zoom
setting . If this does not appear in a box near the top of the window, it will be found in
the menu system under View: Zoom or View: Text size .

• If this applies to everything on the monitor , then, if you have access rights, you
can change the monitor settings . Right click with the mouse on the desktop, choose
Properties from the resulting menu, choose the Settings tab from the dialogue box, reduce
the Screen resolution setting and OK . Unfortunately, the lower the screen resolution, the
less can be displayed on the monitor. This often results in an uneasy compromise for
people with problems with their sight.

Nothing comes out of the printer

• Check that the printer is switched on and connected to the mains , i.e.: is the power
light illuminated?

• Check that the printer is correctly connected to the computer .
• Check that the printer has paper in it.
• Check the ink supply .
• Try printing a test page .
• Check the print settings in both the operating system and the application to see that
the computer is looking for the correct printer and that the correct size of paper has been
selected and that manual/auto (as appropriate) is chosen.

Print layout is incorrect

Sometimes the printer does not seem to use the whole of the sheet of paper or the layout is
not the same as on the monitor.

• When using a word processor like Word, it is possible to set the paper size in the appli-
cation . However there is also a setting for the printer itself. If these two settings are
different, then the output will not appear correctly on the page. The driver for a newly
connected printer may default to US legal for the paper size. It is normal to use A4 in
this country and applications will use this as default. Go to the printer properties and
check the paper size. Start: Settings: Printers : right click on the printer concerned,
choose Properties and select the Device settings tab.

The disk appears to be full

Sometimes, when saving data from an Office application like Word, a message comes up
that the disk is full.

• It may be that the client’s floppy disk or pen drive is full . This is quite likely for
any sizable word-processed document especially if it contains graphics or other embedded
items.
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• A fault condition can arise concerning interaction between the application and the oper-
ating system which results in a false reporting of the disk full error. This is irretrievable
and requires the computer to be rebooted. If the client will lose a fair amount of unsaved
data, it is worth opening a new document and copy and pasting from the original to the
new document and then trying to save that. You may be lucky!

• A similar problem can occur regarding the computer running out of memory . Again
only rebooting the computer will correct the situation.

The printer jams

• There is no universal solution for this problem as each printer has its own unique mech-
anism. The best you can do is to familiarise yourself with the various types of printer in
your library and how to un-jam each.

10.3.4 Referring clients to sources of support external to library

Where no suitable in-house packages are available, you will need to refer the client to
external sources . These are likely to be hands on, practical courses from local providers.
The knowledge of local provision outlined under Outcome 2 will enable you to suggest
appropriate referral agencies.

ACTIVITY 3.4
Before proceeding, make a list of the types of packages which are not available from your
library service and would need to be sourced from outside.

External sources of support

As in Outcome 2 you will find ICT skills packages in the locality from:

• Schools
• Colleges
• Universities
• Private trainers
• Local learning partnerships
• Community learning
• Voluntary organisations, e.g.: Workers’ Educational Association

ACTIVITY 3.5
Here is an exercise to increase your familiarity with sources of ICT skills materials outside
the library service.
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Choose four of the types of provider given in the preceding list. For each, find the organi-
sation’s website. Locate at each two different ICT skills packages being offered. Note any
differences between the packages at the different organisations.

You should repeat this exercise for ICT learning packages available over the Internet from
providers outside your own locality.
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11 Using ICT in Professional Practice

This page is designed for the use of students undertaking the Level 7 PDA (Diploma
ICTL1) or the Level 8 PDA (Advanced Diploma ICTL2) in Applications of ICT in
Libraries .
These qualifications were developed by the Scottish Library and Information Council
(SLIC) 3 and are validated by the Scottish Qualifications Authority (SQA) 4

Using ICT in Professional Practice is a core unit in both the Diploma and Advanced
Diploma programmes.

Information regarding the background to the courses , content and certification
opportunities can be obtained by following the Level 7 (Diploma ICTL5) or the Level
8 (Advanced Diploma ICTL6) links.
You will have received on-site training allowing you to develop specific operational knowl-
edge of your library management system. This might have been provided by the supplier
, the systems manager or other library staff.
In some cases your job role may not allow you to get practice in all of the operations we
describe in this Outcome. If this is the case, you must at least understand what is going on
and see demonstrations of the operation. As an example, relatively few staff may actively
add new items to the catalogue but it will help your understanding of the operation of the
system as a whole if you can observe new items being added.

You should know where to find information or instructions on procedures relating to the
use of the library management system. If necessary you can create some “crib guides”.

ACTIVITY 1.1
You should have a good knowledge and understanding of the system and its workflows. As
an exercise, taking a typical item, such as a work of fiction, draw up a flow chart which
lists what happens at each stage from stock selection, through the ordering and acquisitions
process, to the point when the item is made publicly available and is visible on the catalogue.

1 https://en.wikibooks.org/wiki/Diploma%20ICTL
2 https://en.wikibooks.org/wiki/Advanced%20Diploma%20ICTL
3 http://www.slainte.org.uk
4 http://www.sqa.org.uk
5 https://en.wikibooks.org/wiki/Diploma%20ICTL
6 https://en.wikibooks.org/wiki/Advanced%20Diploma%20ICTL
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Borrower information

The two main elements in an automated system are the borrowers and the stock items
. The basic information held on the borrower, apart from name, is address and contact
details. There are usually several classes of borrower.

ACTIVITY 1.2
Before proceeding, jot down the different classes of borrower you are aware of, and what
the key differences are between them as far as the automated system is concerned.

Types of borrower

The main categories of borrower , common to most public libraries, are:
• adult
• teen
• junior
• concession (e.g.: senior citizen, person in receipt of benefits)
• disability (e.g.: visually or hearing impaired)
• housebound
• temporary (e.g.: transient worker)

You may have noted others.

The key differences are likely to be:

• limits on the type of items allowed , e.g.: junior borrowers may not borrow adult stock
without a parent’s permission

• different loan periods for different categories of borrower, e.g.: no limit on length of
loan period for borrowers with disabilities

• the scale of fines may vary with the different classes of borrower, e.g.: no fines for
concessionary borrowers.

Registering and removing borrowers

The precise details of registering and removing borrowers can vary significantly de-
pending on the system in use at your location.

ACTIVITY 1.3
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Note down the steps you need to go through to:

• register a borrower with the system.
• remove a borrower from the system.

In addition to the borrower details which are permanently on the system, it may be necessary
from time to time to add a temporary message to alert members of staff to something
connected with a particular borrower. Some of these messages may be added automatically
by the system. Typical would be information about money owed by or due to the borrower.

Staff will also be able to add specific messages.

Before proceeding, jot down some examples of messages which you might wish to add about
borrowers.

Messages about borrowers

You might want to ask for some of the borrower data to be verified, e.g.: if you have
tried unsuccessfully to contact the borrower by telephone, you could add a note asking for
the telephone number to be checked. Other data which sometimes changes (and borrowers
neglect to inform the library) are home address and e-mail address.

Messages could be of a more personal nature “Mrs Jones left her umbrella in the library
on her last visit. It is in the lost property cupboard.” Or “Tell Mr O’Neill that we have got
some good new stock in about the Atkins diet.” With these sorts of messages, do be careful
to keep them factual. Data protection legislation means that borrowers are entitled to read
any information stored in a computer about themselves.

Remember to delete these messages once they are no longer applicable. Mr O’Neill will
be pleased to be told once about the Atkins diet books but he will not appreciate being
reminded of them on every visit to the library!

11.0.5 The circulation module

Issuing and discharging items of library stock using an automated system is usually quick
and straightforward. Sometimes the system will indicate a complexity in the transaction,
e.g.: you are prevented from issuing an item to a borrower. Although in almost all cases
the system will supply you with correct information regarding the status of the borrower
and their borrowing activities, the underlying reasons may not be displayed on the screen.

However, you have to be able to explain the actions of the system to the borrower. This
requires both an excellent understanding of the library authority rules (which guide the
system) and the ability to access quickly the required screens of the system to find the
reasons for the system’s decisions.

You should have a good understanding and have had practice in the main operations of
the circulation module of the system.

Issuing items
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This is the basic action of entering the issuing details, i.e.: borrower and item barcodes on
to the system.

Before proceeding, jot down problems that may occur with this task.

Problems with issuing

We can think of several problems, such as:

• With self-issuing systems , where the borrower is able to carry out self-issue over the
Internet, borrowers, especially if they are inexperienced in doing this, can easily make a
mistake.

• The system indicates that the borrower’s lending limit has been reached.
• The borrower would like at this point to know which other items they have out on
loan.

• Different classes of items may have different loan periods , e.g.: DVDs may need to be
returned within three days. Certain types of book may be lent for only one week instead
of the general three weeks. The system may prompt you about this but you have to
remember use the correct date stamp on the item.

You must be able to deal with these situations and be aware of relevant library policies
so that you can communicate quickly with the borrower and explain the reason for any
problems.

Discharging items

Most automated systems allow items to be discharged by entering only the item barcode
. They do not require borrower information to be entered. This makes discharging items a
simple and fast operation. However, additional steps are sometimes required.

Before proceeding, jot down problems that may occur when discharging items.

Problems with discharging items

We can think of several potential problems, such as:

• The returned item is damaged . This must be shown on the system and the book sent
for repair or disposal.
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• The returned item is subject to a request by another borrower or an inter-library
loan. The system will prompt on this and you must follow reservation or ILL procedures.

Other circulation tasks

• Renewing items: this is a variation on the issuing procedure. However, it may be
a renewal over the telephone. This requires you to manually input the details into the
system.

• Reserving Items: make sure that you are familiar with the steps you must carry out
on the system to input a reservation.

• Overdues: most automated systems generate overdue notices automatically and the
screen will show any fine incurred by the borrower at the point of return of the item.

• Charges and Fines: reservations often require charges to be made to the borrower.
Charges may also be made for interlibrary loans. The other common financial transaction
is related to fines for late return of items.

ACTIVITY 1.4
Make a list of the charges your library make to borrowers which must be administered via
the library’s automated system.

Data provided by the circulation control module of the automated management system can
make a significant contribution to the successful management of stock. Used properly, the
system can provide data on usage for managers to support their decisions in areas such as
stock selection policy, opening hours, staffing levels, distribution of stock and information
for statutory and local performance indicators. A particular use of the library management
system is in monitoring the performance (levels of issuing of resources) of existing stock.

11.0.6 The acquisitions module

Once new stock to be purchased for the library has been selected (the selection process is
covered in outcome two of this unit) the automated system plays a prominent part. Al-
though details will differ, there are three clear steps - ordering, receipting and invoicing
. The system then will allow the acquisitions process to run, using its Reporting Systems
and Order Transmission.

ACTIVITY 1.5
Find out the procedures for placing and receiving stock orders on your automated library
system and how this interfaces with the system’s monetary reporting facility.

The above are the procedural steps. However, the automated system is equally powerful in
aiding the acquisition process when it comes to financial control .
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The acquisition of new items for your library stock is governed principally by an acquisi-
tions policy . Different library authorities will have different methods but the following is
the basis of the process:

• The total level of resources available for the library service as a whole is set.
• Priorities for spending are agreed.
• The total budget is then broken down across the various budget headings , e.g.: fiction,
non-fiction, DVDs, allocations to different branches etc.

• Budget holders are informed of their budget allocation and acquisitions may proceed.
It is important that you clearly understand the boundaries of your personal authority
within the ordering of any stock selection process. You may be permitted to place orders
or this may only be done by a more senior member of staff. Know what responsibility you
have and your accountability for actions within your remit.

Clearly the whole process of acquisitions is based on the availability of funds to enable
the purchase of new stock items. Thus, there is always a very clearly defined method of
deciding how much money can be spent on the various types of new stock item.

The joy of an automated system is that it can give really hard data to inform the acquisition
process. It will give the spending situation under the various budget headings. This
includes both the projected and the actual spending to date. Although you may not need
to access this management information, it is important for you to realise that you have a
vital part in this. You must always enter order information accurately to ensure the system
has the correct data for its calculations.

Of course there is also non-financial information in the data. For instance, it can also
give information on the performance of the various suppliers used by the library. This allows
the library managers to select the best performing suppliers for future orders.

11.0.7 The cataloguing and stock management modules

A library catalogue has two main functions:

1. it is a record of the items which comprise the library stock
2. it allows people to seek out suitable items they wish to use

The first appearance of automated systems in libraries related to automation of the library
catalogue. In the late 1960s computers became powerful and available enough to allow
libraries, particularly academic libraries , to embark on ‘computerising’ their catalogues.
It is easy to see why this was more attractive than going for the circulation system first.
Users could use searching techniques to find book titles by keywords. Networks were begin-
ning to appear so that it became possible to search for titles in other libraries remotely.
You must compare this with the position up till this point of using paper or card indexes
to find a book only by its author or subject.

From the user’s point of view the cataloguing module of the automated library system is
the most powerful and useful part of it. Of course the user has to learn how to use it to
advantage, as indeed do those who work in the library.
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The advantages of automated catalogues

The advantages of automated catalogues are twofold:

1. They permit sophisticated searching of the library stock.
2. They link to the circulation control system so that not only can a borrower ascertain
that the library service holds a particular item, they can also see its loan status at
the time.

The search facility of the catalogue module is very flexible. It will allow searching for items
on author, title, accession number as well as classification. However its greatest power for
users is to search on subject keyword or word in title . You will no doubt have to
demonstrate this feature to keen users of your library.

In your administrative work related to the catalogue, i.e.: stock management, you are most
likely to be locating items whose details are known. You will be searching on author, title
or accession number. Having found the item, you may need to withdraw it, thus deleting
its entry in the catalogue.

ACTIVITY 1.6
Note down the procedure to withdraw an item from the catalogue module of the automated
library system.

Withdrawing items

Although the basic deletion process is very simple, there may be complications. The
system may require a special procedure if it is the last remaining copy of a book, or if it is
an item forming part of a special collection. Clearly your library will have its unique rules
for this type of matter.

ACTIVITY 1.7
Ascertain the policy in your library if an item being withdrawn is shown to be the last copy
of this title held within the library service.

Adding items

You also need to understand how resources are added to the catalogue. In some library
services, library staff undertake much of the work related to cataloguing and classifying
items to be added to stock. In many other services this is done automatically using
records from the supplier or downloaded from elsewhere during the order process. However,
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even here, with certain items, such as donations to the library, it may be necessary to create
a new record and enter all its data manually.

ACTIVITY 1.8
Note down the procedure to manually add an item to the catalogue module of the automated
library system.

Of course, having found the item after successfully searching the catalogue depends on
knowing the layout and organisation of the particular library. The catalogue entry will
include a shelf mark.

Before proceeding, note down how fiction items are arranged in your library.

Shelving items

Fiction is usually arranged by author surname in alphabetical order. Then, within any one
author, by title. Where no author exists, the editor’s surname or title is used alphabetically.

A popular method of shelving fiction is by the use of genres . Essentially a set of genres
are decided upon, e.g.: crime, fantasy, science fiction, romance and the books are labelled
correspondingly and placed on the shelves in their appropriate genre. The catalogue entry
will indicate this.

Non-fiction is usually shelved by subject according to the local classification system. Here
too genres may be used, e.g.: libraries frequently group all biographies together.

Whichever methods are used, stock items are always organised according to agreed principles
by libraries in order to aid the swift retrieval of resources either physically from the shelved
collection or virtually from the library catalogue.

11.0.8 Inter Library Loan module

You should be familiar with the steps associated with the ILL process.

It may be that the borrower has a specific item in mind, in which case you must get a
precise description of the item.

What information about a book would you ideally wish to have before placing an ILL
request?

To satisfy the British Library ILL form, a considerable amount of information is required,
indeed the full bibliographic details. In the case of a book, these are the following:

• Author
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• Title
• Year of publication
• Edition
• ISBN
• Publisher & place of publication
• The source of the reference

And remember you also need to record the name and contact details of the borrower.

If, as is likely, the borrower cannot supply you with full bibliographic details of the item
being requested, you will need to ascertain these using appropriate bibliographic tools.

It may be that from the nature of the borrower request (they cannot find an item to satisfy
their quest) you may need to follow the reference interview process, described in Unit 1 so
that you have a clear definition of the subject area required by the borrower.

Inter Library Loan procedures

Before embarking on the ILL procedure, it is always worth double-checking your own
library catalogue to verify that the requested item is not actually in your stock. If it is not,
your library service will have procurement procedures and appropriate ways of securing
the item. For example, this might be purchasing the item, instigating an internal ILL or
carrying out an external ILL.

ACTIVITY 1.9
Check out your library authority’s procurement procedures for securing an item which might
be subject to an ILL.

Let us assume that an ILL will be required. The automated library system will allow the
following steps to be carried out:

• The initiation of an ILL request
• Tracking the progress of an ILL request
• Informing the borrower of the arrival of an inter-loaned item
• Issuing the inter-loaned item
• Discharging the inter-loaned item
• Recalling an inter-loaned item
• Recording the return of an inter-loaned item to its home library

Using Inter Library Loans

You should be familiar with all aspects of the Inter Library Loan system in use at your own
location.
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ACTIVITY 1.10
Make yourself familiar with the Inter Library Loan module of your automated library man-
agement system for:

• Initiating an ILL request
• Monitoring progress of an ILL request
• Carrying out internal ILL procedures for issue, discharge, recall of ILL items to client
• Carrying out procedures for receipt of and return of ILL item from/to home library.

You will find that the rules governing the use of ILL items will vary from those for stock
items found in your own library. It is important to be aware of these conditions and to be
able to explain them to the borrower.

Before proceeding, jot down some points which you think might be different for ILL items.

Rules governing Inter Library Loans

Three important points are as follows:

Costs: your library may make a charge, thus passing on some of the ILL cost to the
borrower, e.g.: fines for late return - there are additional penalties for non-return of British
Library items within loan period.

Timescales: you will need to give as accurate as possible an estimate of the time taken
to secure the item. Also the period of time that the borrower can hold the item may be
different from the loan period for similar items in your own library stock.

Restrictions on use : it may be that the item may only be consulted within your library
and not borrowed. There may be photocopying restrictions on the item.

11.1 Use ICT sources in stock selection

11.1.1 Criteria for stock selection

Although you may not be responsible for the selection and acquisition of materials for
your library, you may contribute to the identification of appropriate materials for the service.
You certainly need to understand the principles of stock selection for public libraries.

Before proceeding, jot down the information you think you would need to make decisions
on which stock to purchase.
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Selecting stock

The two main drivers in stock selection are the current demands of the borrowers and
the current stock available .
The current demand has to be audited . This is relatively simple when an automated
library system is being used. In fact, it is possible to be overwhelmed by the available
statistics from an automated system. So a careful approach is required in deciding which
categories, fiction genres and authors to run statistics on.

This information on borrowing can be compared with the current stock provision. Broadly
speaking there should be a match between the two. Thus looking at the detective genre, if
the books by two popular authors show a great disparity such that the books by author X
are on loan five times as much as author Y, there may be a good case for purchasing more
copies of the books by author X.

Before proceeding, think of circumstances where this may not be valid

Factors affecting demand

It would be important to take into account any reading promotions carried out by the
library on author X. Another factor might be that author Y’s books are shelved in an inac-
cessible place. Perhaps X’s books are paperback and Y’s are hardback and your borrowers
prefer the paperback format.

The conclusions on the previous page are made under the assumption that the stock levels,
display methods and format are roughly the same for both authors
You also need to be aware of reading promotions external to your library which might drive
a boom in borrowing books by author X. Although it may still be valid to increase your
stock because there is a genuine and sustainable increase in interest in reading author X
as a result of rave reviews on a television arts programme, you do need to question the
sustainability . You do not want to be left six months later with a shelf full of author X’s
books which are no longer being borrowed.

Before proceeding, think of other reasons for choosing items for stock apart from balancing
stock and demand.

Additional criteria for stock selection

Apart from this balancing of stock and demand , we think that the following points
will drive stock choice.
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Gaps in stock which need to be filled. Obvious examples are new novels by favourite
authors, or earlier novels which have never been in the stock of the library. There will also
be a need for replacement copies due to poor condition or because material is out of date
in the case of reference items for instance.

There will also be some form of stock development plan for your library. This may cover
the need for more diverse formats, including non-book resources, as well as new directions
of book materials.

ACTIVITY 2.1 Note down the stock development plans for your library. If necessary ask
other library colleagues.

All the above points go to making up the stock selection policy for your library. From
this policy, it is possible to identify criteria for selection of new stock items.

It is now possible to use online selection tools to find possible new items and assess them
against the agreed stock selection criteria.

11.1.2 Online library catalogues

Of the possible ways of finding suitable material for stock selection, the use of online library
catalogues of other libraries has the advantage that the materials ought to be properly
catalogued and so easy to find using keywords.

QUESTION TextEntry1: Online library catalogues

This ability to search other library’s catalogues is increasingly possible because it is becom-
ing commonplace for libraries to have catalogues which can be searched via the Internet.
The UK Public Libraries Page is a useful resource, linking to the web-available cata-
logues.

http://dspace.dial.pipex.com/town/square/ac940/weblibs.html

Some services combine together the catalogues of several libraries. A single-search interface
is used to cross-search multiple catalogues in a single search action. In Wales there is
CatCymru7 which enables the searching of library catalogues across all public, FE and HE
libraries in Wales

ACTIVITY 2.2 Go to the UK Public Libraries Page and find examples of public library
services with combined catalogues. (There are several examples of this.)

7 http://library.wales.org/catcymru/
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Combined catalogues

Some websites combine catalogues of collections with a common theme. Here are some more
examples of catalogues to explore:

• British Library http://catalogue.bl.uk
• Northern Ireland http://www.ni-libraries.net/library-card/
library-catalogue/

• CatCymru http://library.wales.org/catcymru/
• Birmingham http://www.birmingham.gov.uk/libcat

Differences between catalogues

The catalogues we looked at on the previous page vary in the details they provide and in
the range of functions which can be performed. They do however offer the opportunity to
trace resources. Here you are using the existing systems for inter-library loan as a helpful
way of allowing library staff to view each other’s collections.

Some services may have automatic links to bibliographic service providers such as Talis or
subscriptions to services such asWhittaker’s Books in Print .

ACTIVITY 2.3 Go to the Northern Ireland catalogue https://opac.librariesni.org.
uk/ and search under author for Dan Brown’s “The Da Vinci Code”. Look through the list
and select the correct author. Follow the links and note that you can clearly see format,
availability and reserve the item online. Compare this to the information available for the
same book from your service.

QUESTION TextEntry1:

11.1.3 Publishers’ and booksellers’ websites

The most obvious place on the Internet to look for new stock items is of course the library
booksellers’ and publishers’ websites. These companies aim to sell the items and so one
would expect that they contain the most up to date information on things like prices
and publication dates for the items.

Before proceeding, think of other more negative points about the use of such websites.

Negative aspects to commercial sites

Well, you have to bear in mind that publishers and booksellers have a commercial im-
perative and thus the content may be biased or might not provide full information.

89

http://catalogue.bl.uk
http://www.ni-libraries.net/library-card/library-catalogue/
http://www.ni-libraries.net/library-card/library-catalogue/
http://library.wales.org/catcymru/
http://www.birmingham.gov.uk/libcat
https://opac.librariesni.org.uk/
https://opac.librariesni.org.uk/


Using ICT in Professional Practice

You must exercise caution when using these websites to select material and you must
therefore ensure that any selected materials do properly match the agreed selection criteria.

Example sites

Here is a small selection of useful sites:

• Askews http://www.askews.co.uk/site/default_askews.asp
• Bertram Library services http://libraryservices.bertrams.com/
BertramLibraryServices/

• Booksellers Association http://www.booksellers.org.uk/
• Scottish Bibliographies Online http://www.scotlandsculture.org/sbo/sbo.htm
• Welsh Books Council http://www.cllc.org.uk/
• Books from Scotland http://www.booksfromscotland.com

ACTIVITY 2.4
Go to the Harper Collins website (http://www.harpercollins.com) and follow links from
the home page to New Releases, Forthcoming Titles and Best Sellers. Look for a favourite
author in these sections and note the information you can find about the author, forthcoming
events, full list of titles in print, range of formats titles are available in and links to author’s
websites. NB: You can also register for an author tracker facility and to find out about new
writing.

Services offered

Some of the websites offer a range of sophisticated services – pre-publication ordering facili-
ties, EDI (Electronic Data Interchange) information, download facilities of MARC (Machine
Reading Catalogue) records and tracking systems for current orders.

ACTIVITY 2.4
Choose one of your own library suppliers, view their website and make a note of the services
apart from straight forward sale of items which they provide. Find out how well they
integrate with your automated library management system. You may find it useful to ask
your colleagues about this.

11.1.4 Online reviews and personal evaluations

The Internet provides a great potential for reviewing potential new stock items. There are
many websites which will provide this sort of service. An obvious choice is the bookseller
Amazon

However there are many others’ including sites linked to newspapers. Here are some exam-
ples:
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• The Guardian book review site http://books.guardian.co.uk/reviews/
• The Independent book review site http://www.independent.co.uk/
arts-entertainment/books/reviews/

Before proceeding, think of more negative points about the use of such websites.

Negative aspects of online reviews

You have to treat reviews which have been posted on the Internet with some caution. They
often include only part of the entire review and the views of the individual reviewer are
unlikely to have been through a rigorous editorial process , unlike print journals.
It is also possible to review extracts of audio/visual materials using the Internet, again
candidates should return to the stock selection policy for guidance prior to purchase.

ACTIVITY 2.4
Go to the Guardian’s website http://books.guardian.co.uk/reviews/ and compare one
of the reviews with the book blurb on the publisher’s website or another review on the same
title. Look at style, content, detail and overall conclusion of the reviews with a view to their
helpfulness within stock selection.

11.2 Use ICT in continuing library practice and
professional development

11.2.1 Discussion lists

Online discussion lists (sometimes called groups, newsgroups or forums) are the Internet
version of electronic bulletin boards , popular among computer users long before Internet.
A user can post comments on a topic and other users can respond. Messages are visible
to all members of the group and some services provide extensions such as file storage and
calendaring. The original newsgroup service, Usenet , is now available via Google Groups
(http://groups.google.co.uk).Other services include Jiglu (http://www.jiglu.com/)
and Yahoo Groups (http://groups.yahoo.com).
Discussion lists are a useful tool for both individual professional development and solving
specific problems. Lists work in the following way. You have to sign up as a member,
giving your e-mail address. Any of the members can send in an e-mail with information of
interest to the group or a question. All these e-mails are forwarded automatically to all list
members. This usually generates a flurry of helpful responses.
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Some lists are moderated so that the e-mails are only posted after they have been vetted.
For the lists you use, you should be aware which are vetted and which allow e-mails to be
sent instantaneously.

We can classify discussion lists into three broad categories:

• professional discussion lists run by or for the professional library bodies

• government or local government sponsored lists

• ad hoc lists run by interested people or groups.

Professional discussion lists

JISC mail (the service provided by the Joint Information Systems Committee) is one of the
key providers of discussion lists and has a number of public library, special interest and
library profession groups . The home page is http://www.jiscmail.ac.uk/. You can
search for different lists based on topic and there are many related to libraries.

You can see a list of library categories on this page:

http://www.jiscmail.ac.uk/mailinglists/category/Library.html

Three specific examples of lists which can be used for professional matters by library staff
are:

• LIS-PUB-LIBS: is a forum for discussion of issues relating to UK public li-
braries. See the joining page at: http://www.jiscmail.ac.uk/cgi-bin/webadmin?A0=
lis-pub-libs

• LIS-SCOTLAND: is a forum for discussion of issues relating to Scotland. See the join-
ing page at: http://www.jiscmail.ac.uk/cgi-bin/webadmin?SUBED1=lis-scotland&
A=1

• LIS-Wales: is a forum for discussion of issues relating to Wales. See the joining page
at: https://www.jiscmail.ac.uk/cgi-bin/webadmin?A0=lis-wales

CILIP has a range of professional discussion lists which are targeted at supporting members
of library staff who share particular professional interests or working environments. Visit
http://www.jiscmail.ac.uk/mailinglists/category/Library.html to browse the li-
brary dicussion lists (you can search for the CILIP sponsored discussion lists using ’LIS-
CILIP’).

ACTIVITY 3.1 Select an appropriate online discussion group on a subject that interests
you e.g. information literacy, youth library work or mentoring. Join a group (you will
find more at http://www.jiscmail.ac.uk/mailinglists) and read some of the recent
discussions.
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Government sponsored lists

Non-library-specific discussion groups, such as those run on local authority websites or
the websites of other agencies may also be useful. An example is the Welsh Assembly
Government which offers a range of consultation and discussion forums (you have to
register to access the forums):

http://wales.gov.uk/?lang=en

ACTIVITY 3.2
Search the Internet for a discussion list for your geographic area, perhaps run by your local
authority.

Ad hoc groups and lists

There is a range of commercial service providers such as:

• Yahoo Groups http://uk.groups.yahoo.com/
• Jiglu http://www.jiglu.com/
• Freeboards http://www.freeboards.net/main.htm
They provide discussion groups (lists) free of charge. These offer simple, alternative ways
to start discussion lists for groups, e.g. Community Services Group (Scotland) at: http:
//groups.yahoo.com/group/csgscotland/ Of course this also means that you can also
easily set up a group to discuss any topic you choose. This approach can allow you to share
ideas in the professional field.

Social networking websites have a huge potential for useful exchanges of news, information
and ideas. Many of them have established areas for library interests. The main problems
are the quality of the content and access from within local authority firewalls. Here are
some sites to look at, if you can access them.

• CILIPS https://twitter.com/CILIPScotland
• CILIP South East Branch Flickr http://www.flickr.com/photos/cilip-se/
• CILIP Career Development Group Facebook http://www.facebook.com/group.
php?gid=2421438148

• Welsh libraries blog http://libalyson.wordpress.com/
• Del-i-cious
• Scottish libraries blog http://scottishlibraries.wordpress.com/
• Scottish Library and Information Council http://www.scottishlibraries.org/
which incorporates a range of web 2.0 tools. Guidance on using web 2.0 in a library and
information service context have been published and are interesting reading.

ACTIVITY 3.3
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Taking any one of the three group providers mentioned above, explore how to set up a group
for your own use.For all three use the group index or search system to find groups related
to library work.

11.2.2 Professional websites

You should be familiar with and able to access a range of key professional websites to
support you in your professional practice.

Before proceeding, jot down any websites you can think of which fall into the above category.

Types of professional website

The websites you have listed are likely to fall into one of three categories:

• Websites of the strategic agencies
• Websites of professional associations and special interest groups
• Websites of local agencies

Websites of the strategic agencies

Each of the 4 UK home nations has its own strategic agency for libraries. These are:

• Arts Council England http://www.artscouncil.org.uk/what-we-do/
supporting-libraries/

• Scottish Library and Information Council (SLIC) http://www.
scottishlibraries.org/

• Museums Archives and Libraries Wales (CyMAL) http://www.cymal.wales.
gov.uk/

• Library and Information Services Council (Northern Ireland) LISC(NI) http:
//www.liscni.co.uk/

ACTIVITY 3.4 Look at each of these 4 websites and compare the information given.

Websites of professional associations and special interest groups

All professional associations have websites. These usually comprise pages which can
be accessed by anyone plus further sections which are available only to members who
use a password to access them. The main professional association in the library field is
the Chartered Institute of Library and Information Professionals (CILIP) at:
http://www.cilip.org.uk/
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Many relevant special interest groups have websites. These can be particularly useful as
they often act as portal sites, collecting links to other websites based on the same or similar
topics. Examples are:

• CILIP Multimedia Information and Technology Group http://mmitblog.
wordpress.com/

• The Historic Libraries Forum http://www.historiclibrariesforum.org.uk/
• International Association of Music Libraries, Archives and Documentation
Centres http://www.iaml-uk-irl.org/

Websites of local agencies

You should also be aware of the importance of the contents and functions of your own local
authority website and local intranet .
Simple client enquiries made at the library counter or over the telephone can often be
answered from these sources and it is useful to be well informed regarding content and
layout so that site navigation takes the minimum amount of time.

ACTIVITY 3.5
Spend some time making yourself familiar with the website run by your own local authority.

11.2.3 Online professional journals

Online journals offer a readily accessible and searchable source of professional information.
Some are freely available but others operate on a subscription basis. Examples are:

• CILIP Update http://www.cilip.org.uk/publications/updatemagazine
• CILIP in Scotland http://www.cilips.org.uk/
• Journal of Information Literacy http://ojs.lboro.ac.uk/ojs/index.php/JIL

CILIP members enjoy free online access to the Journal of Information Science and
Journal of Librarianship and Information Science from the CILIP website.

ACTIVITY 3.6
Look at the latest issue of CILIP Update at http://www.cilip.org.uk/publications/
updatemagazine Familiarise yourself with the layout and content. Is there anything in this
issue which is of interest to you in your current job role?

You should get into the habit of regularly checking on-line journals to gather information
and ideas which are relevant to your own continuing professional development.
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12 Safe and Legal Use of ICT

This page is designed for the use of students undertaking the Diploma (Diploma ICTL1)
or the Advanced Diploma (Advanced Diploma ICTL2) in Applications of ICT in
Libraries .
CHANGES TO THE QUALIFICATION The Diploma and Advanced Diploma have been
superceded by the Professional Development Award in Applications of ICT in Libraries at
levels 7 and 8 (English and Welsh levels 4 and 5). They consist of much the same content as
the Diploma and Advanced Diploma but the PDAs include two new Digital Culture units.

These qualifications were developed by the Scottish Library and Information Council
(SLIC) 3 and are validated by the Scottish Qualifications Authority (SQA) 4

Supporting Clients in the Safe and Legal Use of ICT is a Mandatory unit in the
level 7 programmes.

Information regarding the background to the courses , content and certification op-
portunities can be obtained by following theDiploma (Diploma ICTL5) or theAdvanced
Diploma (Advanced Diploma ICTL6) links.

12.1 Safe practice relating to the use of ICT for
communication

12.1.1 Using ICT for communication

This section relates to supporting clients in using ICT safely for communication purposes,
within the constraints of current legislation. Clients should already possess basic ICT skills,
such as simple word processing and the ability to navigate the Internet using a web browser.
You should also establish the client’s communication needs, e.g. do they need e-mail for
personal or work-related correspondence, in order to assist in the selection of a suitable
e-mail service.

The use of e-mail exploded some years ago, encouraged by the fall in prices of home PCs
and the introduction of free Internet access in libraries and schools. Since then despite the

1 https://en.wikibooks.org/wiki/Diploma%20ICTL
2 https://en.wikibooks.org/wiki/Advanced%20Diploma%20ICTL
3 http://www.slainte.org.uk
4 http://www.sqa.org.uk
5 https://en.wikibooks.org/wiki/Diploma%20ICTL
6 https://en.wikibooks.org/wiki/Advanced%20Diploma%20ICTL
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rise of social media email use has continued to increase and is predicted to continue. Email
is an essential method of communication both socially, commercially and professionally.

There are many advantages:

• the speed of delivery
• the ability to send to multiple recipients
• the flexibility of using web-based e-mail accounts for sending e-mails for various locations
• the ability to attach other types of files, such as images.
• the low cost involved in sending mail in bulk.

Electronic mail

You should have an in-depth knowledge of electronic mail including:

• local e-mail software, systems and protocols
• the structure of e-mail addresses
• tracking e-mail messages - delivered, read etc.
• using importance flags
• changing setting for preferred presentation

Yo may be asked to set up e-mail accounts for clients …

Setting up e-mail accounts

A web-based e-mail account is one where the user accesses his or her e-mail by means of a
web-browser , such as Internet Explorer or Firefox , rather than by using a specialist
e-mail client program, such as Outlook, Outlook Express or Thunderbird .
You should be able to set up web based e-mail accounts and to show clients how to do
this. This includes opening and closing the account.

Free e-mail services

Popular free e-mail services include the following:

• Gmail http://www.gmail.com
• Hotmail http://www.hotmail.co.uk
• Lycos http://mail.lycos.com/lycos/Index.lycos
• Yahoo http://mail.yahoo.com/
• Mail2web http://mail2web.com/

For some tips on email providers and the pros and cons associated with each one have a
look at this link

http://www.pcadvisor.co.uk/features/internet/3448241/
whats-best-free-email-service/

ACTIVITY 1.1
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If you are not already familiar with the process, log on to one of the e-mail services above and
follow the instructions to create an account for yourself, e.g.: joe_bloggs@hotmail.co.uk.
As you do this, note down any points which you would wish to make to clients when
demonstrating how to set up an email account.

You will use this account or one of your own existing ones in subsequent activities.

Sending and receiving e-mails

Using e-mail is a big step for the uninitiated and assumptions should not be made about
how quickly clients can absorb technical details and instructions.

If you are in any doubt, you can find out how to send and receive mail from the help pages
of the relevant e-mail services. You’ll usually find a link to this on the opening page of any
web based e-mail service.

ACTIVITY 1.2
Select one of the web-based e-mail services listed above and show a client how to carry out
the following tasks:

1. create a new e-mail

2. add content to an e-mail

3. send an e-mail to a recipient

4. check for new e-mails sent to them

5. open received e-mails

6. reply to e-mails received

7. forward a received e-mail to another recipient.

If you send e-mails to one of the accounts you created earlier, you’ll be able to check that
they’ve been received correctly and demonstrate this to the client.

Once your clients have mastered the basics of e-mail, they’ll probably want to move on to
more complex tasks. Let’s start by looking at sending, receiving and saving attached files
…

Using attached files

One of the particularly useful things about e-mail is the ability to attach files and thus
send, say, copies of photographs to the recipient. This is particularly useful for older clients
staying in touch with their family when they stay at a distance. Any sort of file can be
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attached and sent with an e-mail. Another common file type attached to e-mails is a word
processed document

You should be able to show clients how to attach files . The client may create the file
in the library, e.g.: by typing a Word document or scanning in a photograph. Clients may
also wish to attach previously created files brought to the library on floppy disks, CDs or
USB flash drives. Not all library authorities allow the use of removable data, so you should
check this for your own library service.

One area where clients may run into difficulties involves the size of attached files

Size of attached files

You should make the clients aware of possible limits to the size of files attached to
e-mails. There are two points. Firstly some web-based free e-mail services do not allow
particularly large attachments. The second point is that, if the recipient is on a dial-up
connection, large attachments may be almost impossible to download. This is a particular
problem with photographs which can often be several megabytes in size.

You should explain the idea of possibly resizing photographs and definitely compressing
them. A rough guide might be that unless there is a special reason, attached photographs
should be no more than say 100K in size.

To resize a photograph, the client needs access to image processing software. A free example
may be found in Irfan View7On the other hand many e-mail programs offer automatic
compression of photographs.

ACTIVITY 1.3
Using one of the e-mail programs listed above, demonstrate to a client how to send both a
word-processed document and a photograph as attached files. If you send e-mails to one of
the accounts you created earlier, you’ll be able to check that they’ve been received correctly
and demonstrate this to the client.

Using zipped files

With e-mail attachments such as large graphics or word processed documents a reduction
in size is achieved by compressing or “zipping” the file.
If you are using certain operating systems, for example most versions of Linux and Windows
ME/2000, file zipping is built in to the operating system. If you are using an earlier version
of your operating system, you may need to install a third-party program such as WinZip.
You can download an evaluation copy from http://www.winzip.com

7 http://www.irfanview.com

100

http://www.winzip.com
http://www.irfanview.com


Safe practice relating to the use of ICT for communication

ACTIVITY 1.4
Using one of the e-mail programs listed above, demonstrate to a client how to compress or
“zip” documents and attach them to an e-mail. If you send e-mails to one of the accounts you
created earlier, you’ll be able to check that they’ve been received correctly and demonstrate
this to the client. You should also show the client how to decompress or “unzip” files and
save or print them.

Another area your clients will need to know about is virus checking

Virus checking

Viruses in e-mail attachments may cause serious problems for users. Local authorities
have anti-virus software in place but you should be aware that this can be a serious problem
for home users. Clients can inadvertently pick up viruses and then transfer them between
machines when they use files on public access PCs. Automatic checking should be in place
but you should still advise clients not to open unrecognised e-mail messages or attachments.

Anti virus facilities, and the degree to which they can be automated, vary between e-mail
service providers. You can find out how to configure anti-virus facilities from the help pages
of the relevant e-mail services, which you can access from the opening pages.

It might be worth noting that several providers limit sending or receiving of certain attach-
ments (such as .exe, .bat or .com which are all Windows executables) - this can be useful
in preventing the spread of viruses but it might hinder you should you wish to send such
files legitimately over the system.

Implementing virus checking

Now try some activities relating to implementing anti-virus software.

ACTIVITY 1.5
Go to the Lycos web-mail site at http://mail.lycos.com/lycos/Index.lycos and find
out which type of virus protection is implemented.

Alternatively, try searching for any email providers anti virus protection. e.g. type gmail
virus protection into Google.

In order to show clients how to check that the virus checking is turned on in their web-based
e-mail service, you must be familiar with this facility in the commonly used services.

ACTIVITY 1.6
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Log on to any of the new e-mail accounts you created in the first exercise and make sure that
automatic virus checking is turned on, as far as permitted by the e-mail service provider.

Anti-virus software

It is also worth informing clients about general antivirus software, which will protect against
viruses from any source not just e-mails e.g. files brought in by a client on a floppy disk.
AVG is a free anti-virus program which can be downloaded from http://www.grisoft.com

Evaluation versions of subscription anti-virus programs can often be found on computer
magazine cover CDs or they can be downloaded from:

• McAfee http://download.mcafee.com/us/eval/evaluate2.asp
• Norton http://www.symantecstore.com
• Panda http://www.pandasoftware.com/download/

Once clients start to build up a collection of sent and received e-mails, they may need to
learn how to manage them so that they can be located easily when required, so let’s have
a look at Managing e-mails …

Managing e-mails

The key to effective management of e-mails is always to have an almost empty in-box.
In other words, when you receive e-mails you should be able to deal with them promptly
and either delete them afterwards or store them in other folders which you have prepared
in your e-mail program.

You have to show your clients how to do this with their web-based e-mail account. We
suggest that you spend a little time with the client, getting an idea of the likely categories
for their e-mails, setting up one folder for them and then allowing the client to do this for
themselves for the other categories.

Google mail (Gmail) utilises Labels rather than folders. Labels work in a similar way but
can take some getting used to especially as emails can be given more than one label.

Before proceeding, think of a typical client and jot down a list of folder names which might
accommodate the majority of their e-mails.

E-mail folders

We can think of the following:

• Family members
• Friends
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• On-line shopping
• Holidays

You may also have thought of others.

ACTIVITY 1.7
Using one of your web-based e-mail accounts, set up folders for the four categories we have
listed above. Note down any specific points you would want to alert a client to when
demonstrating this procedure to them.

As well as trying to prevent viruses, clients will also need to take steps to protect themselves
against other online threats and nuisances. Let’s take a look at Combating spam …

Combating Spam

All e-mail accounts are bombarded to a greater or lesser extent by unsolicited e-mails
sent out by hoaxers or commercial interests. These e-mails are known as “spam”. In some
cases clients will find the spam e-mail subject as well as the content offensive. Most software
systems and web based providers offer processes which can block a large percentage of unso-
licited mail. You should make clients aware that accessing some websites and responding to
messages where they are required to type in their e-mail address may aggravate the problem
by signing them up to more junk mail. This is a particular problem with unsolicited e-mails
which have a link purporting to remove you from the mailing list but in fact confirms that
the account is active and will result in more spam.

The spam filtering systems used by web based e-mail providers suffer from the same flaw
that all spam filtering exhibits – sometimes, genuine wanted e-mail gets classified as spam
and does not appear in the in-box. You can find out how to manage combat spam from the
help pages of the relevant e-mail services. You’ll usually find a link to this on the opening
page of the service.

A good suggestion is to have two email accounts, one for personal emailing and another for
use when purchasing online. Online shopping is a common way for spammers to find email
addresses to pester!

ACTIVITY 1.8
Log on to each of the new e-mail accounts you created in the first exercise and make sure
that the spam filters are turned on.
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E-mail etiquette

The term “netiquette” is used to describe the rules that govern polite use of the Internet
when interacting with other users. Clearly, a large part of this centres round the use of
e-mails.

Before proceeding, jot down any points you can think of relating to courteous and effective
use of e-mail.

Netiquette

Simple points of e-mail netiquette are:

• properly describing the purpose of the e-mail in the subject field
• using spell checking
• avoid using solely capital letters. Using capital letters in an e-mail is seen as the equivalent
of shouting at someone.

ACTIVITY 1.9
Look at the exhaustive set of e-mail etiquette rules at http://www.emailreplies.com and
make a list of the most obvious ones which you can then demonstrate to clients using e-mail
in the library.

Clients may also want so send e-mail to news groups, so we’ll look briefly at Using news
groups

Using news groups

When using news groups there is a protocol in replying to the various discussions/threads:

• make sure that you are using the correct news group
• make sure that you really mean to reply to the whole group and not just send a personal
message to an individual member

• always reply to the correct thread
• sending the same message to several groups (cross posting) is frowned upon.
Clients should be warned that they should always think very carefully before posting a
message to a public newsgroup. There are group archives (e.g.: http://groups.google.
com) which store every message ever posted, so a message can have a potential lifespan of
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many years and could be seen by millions of people! Once a message is posted there is no
way of retracting it.

Sometimes clients will want to send an e-mail to several people at the same time, so we’ll
look next at Sending e-mail to multiple recipients…

E-mailing multiple recipients

One of the time-saving features of using e-mail is to be able to send the same information
to several people with little more effort that sending to only one recipient. This, of course,
is the reason for the existence of spam.

You should be able to show clients how send e-mail to multiple recipients, including replying
to all, adding additional recipients and forwarding files. They should know how to send e-
mails to multiple recipients without displaying the e-mail addresses of all recipients, a facility
often known as blind carbon copies (Bcc:). This last point is important netiquette as it
is very impolite to broadcast the e-mail addresses of others without their permission.

You can find out how to send e-mail to multiple recipients from the help pages of the relevant
e-mail services. You’ll find a link to this on the opening page of the service.

A more efficient way of emailing multiple recipients is to create groups. The benefit of using
groups is that once created you just type the group name and the email will go to everyone
in the group AND you will never miss anyone (as long as you created the group correctly
in the first plaace!)

ACTIVITY 1.10
Log on to one of the new e-mail accounts you created in the first exercise and send an e-mail
message to multiple recipients, i.e.: send the message to Account No 2, copy it to Account
3 and blind copy it to Account 4. Log on to the three recipient accounts and check that the
messages have been received correctly.

Sometimes clients will reach the stage where an e-mail account is no longer required, so
we’ll take a look now at Closing an e-mail account

Closing an e-mail account

You should warn clients that most web-based free e-mail accounts expire if not accessed
by the user for a specified period of time, sometimes as short as 30 days. In this way the
e-mail account will close itself. However, it is netiquette that e-mail accounts should be
closed when they are no longer required. This avoids the problem of people sending e-mails
to what appears to be a valid address, when no-one is checking the account.
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You can find out how to close an e-mail account from the help pages of the relevant e-mail
services. You’ll find a link to this on the opening page of the service.

ACTIVITY 1.11
Log on to each of the four e-mail accounts you created in the first exercise and close each
of them. (Assuming you no longer want to use them).

Clients will often want to use Internet facilities other than e-mail, so we’ll look next at
Using chat rooms

Using chat rooms

Chat rooms are virtual social spaces on the Internet, where users can communicate with
each other. Chat rooms are extremely popular because of their unedited and instantaneous
nature. Some chat rooms are used simply for entertainment purposes, perhaps based around
a topic such as discussing a daily television soap opera. Others may be used for more serious
discussions.

As with most of the Internet, younger clients are often very savvy with the technology and
are keen on using chat rooms to communicate with others of the same age and with similar
interests. It is easy to see the attraction for young people of being able to access this ‘secret’
world of anonymous communication where their parents cannot see what they are doing
and in principle no holds are barred regarding ‘bad’ language.

You should be able to inform clients about Acceptable practice in chat rooms

Chat rooms have largely been superceded by other social networking services (Facebook,
Twitter and Google hangouts etc) but they are still a feature of many peoples online lives.

Acceptable practice in chat rooms

There has been increasing concern about the use of chat rooms for “grooming”. “Grooming”
is the term given to interaction between an adult and a child with an end view of sexualising
that relationship. “Grooming” is illegal. You need to advise younger clients as to how they
can keep themselves safe by keeping personal information to themselves and never agreeing
to meet alone in person anyone they have a chat room-friendship with. They should report
any unwanted attention to their parents and / or the chatroom owners.

You must make adult users of chat rooms aware of what is acceptable when they are using
computers in the library – this may be more restrictive than when using home PCs.

ACTIVITY 1.12
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Find out your library authority’s policy and procedures regarding acceptable use of chat
rooms and safeguarding young clients.

More about chat rooms

You can find useful information on this, and other topics at:

http://publib.boulder.ibm.com/infocenter/sametime/v8r0/index.jsp?topic=
/com.ibm.collaboration.realtime.help_80/c_stadv_uim_whatis_chatrooms.html

You can find Chat services at:

• Lycos Chat http://chat.lycos.co.uk/
• Social networking websites
Social networking websites and Chat rooms share similar concerns about safety and vul-
nerable groups. Social networking websites are very popular because they bring together
friends and friends of friends who share a common interest. The illusion that it is a com-
munity of friends sometimes means that natural caution is abandoned and private details
are shared. In many local authorities and organizations access to social networking websites
are blocked by firewalls. These website can offer valuable professional tools and there are
some examples of these in Unit 4.

Examples of social networking websites include

• Bebo www.bebo.com
• Facebook www.facebook.com
• Flickr www.flickr.com
• LinkedIn www.linkedin.com
• MySpace www.myspace.com
• Tumblr www.tumblr.com
• Twitter http://twitter.com
• WindowsLive www.home.live.com
The ICTL units Digital Culture: Online Communication and Digital Culture: Online Col-
laboration cover social networking in far greater depth.

ACTIVITY 1.13
Log on to the Lycos chat service listed above and see if you can find a chat room where
readers discuss books they have read. Check the Help pages for full details of how to use
the service. OR try using a search engine and type ”book reading chat room” one example
is https://bookclubreading.com/chat-rooms/

Clients may experience difficulties in carrying out certain tasks due to security restrictions
placed on servers, so let’s take a look at Secure servers
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Secure servers

Local authorities normally have secure servers to protect the local authority and public
from potentially hostile breaches. This means that desktops are often “locked-down” and
you cannot make changes to the settings on PCs in your library. This can be frustrating
– especially when simple changes to the resolution of display, for example, would be useful
for visually impaired clients.

Secure servers also have restrictions on adding new software or on downloading executable
files.

It may also be worth pointing out to library clients the importance of checking the security of
the sites they use when making purchases online. Vendors should always use secure servers
for the parts of their systems where customers will be typing in personal and financial
details, such as credit card numbers. There are two ways a client can check whether their
details are secure:

⋅They should look for a closed padlock symbol, normally in the address window of the web
site.

⋅They should check that the web address starts HTTPS. The S is the bit which tells them
the server is secure.

ACTIVITY 1.14
Check your authority’s policy on secure servers and prepare a brief explanatory note for
clients.

Clients may wish to convert paper-based materials, such as photographs, to digital images
so they can be sent as e-mail attachments, so let’s have a look at Scanning images and
saving to disk…

Scanning and saving images

Scanning of images and saving these to disk has increased with the proliferation of inex-
pensive scanning devices. Many clients will wish to send copies of photographs to their
family via e-mail.

You should be able to demonstrate to a client how to scan an image – either of text or
pictures - and save it to disk.

(Note that the scanned files will often be large and may need to be reduced in size if they
are to be attachments to e-mails.)

Since there is such a range of types of scanner and associated software, we cannot realistically
give instructions for use here.
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ACTIVITY 1.15
Practice using your locally-available scanner and software to scan and save both text and
images. Find out how to reduce the resulting file by compressing it so that it will be
acceptable as an e-mail attachment. Note down any points which you will want to make
your clients aware of.

12.2 Using ICT to support clients with special needs or
specific language requirements

12.2.1 Introduction

This section relates to the ways in which ICT can support clients with special needs or
those with specific language requirements. For example, this client group might include
those visually impaired , those whose first language is not English , those disabled
, those with literacy difficulties , and those with dyslexia or learning disabilities .
Many of the clients in this group will be mature and capable with the same information
needs as everyone else and could benefit from some of the assistive technologies to enable
them to access the wide range of resources.

Sensitivity is required in assessing the ability and aptitude of the client. It is important
to remember that disabilities may not affect the reading level of clients or their interests.
It may be useful to use pictograms instead of text in signage for some clients in this group.

Websites for those with special needs or specific language requirements

When dealing with clients having special needs or specific language requirements, special
care should be given to the appropriateness of recommended websites. As well as the
criteria applied to assessing the appropriateness of websites in general, you should exercise
care to ensure that clients are directed towards accessible sites with appropriate content
and format. For example, visually impaired people may be unable to access websites which
are incompatible with software which they rely on.

Clients with Impaired Vision
Clients with impaired vision may be able to use a normal monitor screen if the settings are
adjusted to give large font size and high contrast . However, others will need to use a
software package which will read out the text on the web page – a screen reader.

Some web sites will not work well with a screen reader.
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Before proceeding, can you think of features on a website page which would cause difficulties
for a client with impaired vision using a screen reader?

Problems for clients with impaired vision

The main problems are caused by screens which have no text. If it is not possible to read
meaningfully only the text on the website page, then the screen reader will not be successful.

So the following are the problem areas:

• Web pages which overly rely on graphics
• Web pages which have graphics or photographs with no alternative text explanation
• Web pages with text which is presented within a graphic
• Web pages which use explanatory animations
The worst offenders can be sites that start in Flash with no text option , so that the user
gets no information from the screen reader and doesn’t know if the site is open or not.

Screen readers

Some problems have been reported in using screen readers with early version of Adobe
Acrobat, but these have been overcome in later versions. You can find more information
about this at:

http://www.adobe.com (type screen readers in the search window)

A good example of a screen reader which is well liked by users is JAWS for Windows.
You can find more information about it at: http://www.freedomscientific.com/fs_
products/JAWS_HQ.asp

Many libraries use Supernova , which incorporates a screen reader calledHAL . Supernova
also incorporates a very good monitor screen magnification element - so it can help partially
sighted clients. You can get further information (and download an evaluation copy) from:
http://www.synapseadaptive.com/dolphin/

The Royal National Institute for the Blind (RNIB) site gives a useful list of ac-
cess software at: http://www.rnib.org.uk/professionals/softwareandtechnology/
softwareaccesscentre/Pages/software_access_centre.aspx

ACTIVITY 2.1
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To get a better feel for screen reader software and especially to assist those clients with
visual impairment, visit the RNIB site mentioned above and follow the links to some of the
sites listed. Download evaluation copies of a few of the software packages and try them out.

Colour blindness

Colour blindness is another factor which can affect a client’s ability to use a website. There
are software packages which:

a) permit a person who is not colour blind to view a web page as it would appear to a
colour blind person . This can be a useful check for library staff before recommending a
website.

b) Use image processing techniques to make web pages clearer for those with colour
blindness.

ACTIVITY 2.2
Go to http://colorfilter.wickline.org/ and try the procedure on some webpages
which you commonly use. How readable would they be to a client with colour blindness?

An alternative colour blindness simulator just for images is http://www.color-blindness.
com/coblis-color-blindness-simulator/

The SLIC website (http://www.slainte.org.uk/accessandequity/webdesign.htm)
provides information on webpage design support and PC accessibility issues.

Clients with specific language requirements

When assisting clients with specific language requirements, it is worth turning to the Google
search engine. This provides a useful set of language tools for finding information and/or
websites in specific languages and for translating between a range of languages.

ACTIVITY 2.3
Use the Google language tools to:

a) translate a favourite web page into another language;

b) translate a foreign-language web page into English.

Another site which offers translation facilities for text and web pages is: http://www.
babelfish.com/

c) Try the two tasks above using Babelfish as well. Which site do you think gives the best
translations?
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d) It’s important to note that the translation might be a little rough around the edges. Try
translating a simple phrase to another language, and then back into English. You might
notice quite a change in the meaning of the phrase!

12.2.2 Evaluating websites against best practice guidance

Websites which can help assess the suitability of website material include:

• World Wide Web 3 Consortium http://www.w3.org/WAI/
• WAVE Web Accessibility Evaluation Tool http://wave.webaim.org/
• SLIC http://www.slainte.org.uk/accessandequity/equityindex.htm

Look at the World Wide Web 3 Consortium pages and find out exactly what Best Practice
in terms of web accessibility means.

ACTIVITY 2.4
Follow the link to WAVE given above and use the tool to check the accessibility of a few of
your favourite websites.

12.2.3 Assistive technologies

Technology can help to balance the difficulties encountered by some client groups. For
example, those with motor impairment can access PCs with the aid of a large track ball
mouse, touch screens, adapted keyboards and special software .
You can find a number of companies which specialise in supplying assistive technology
equipment. An example is Inclusive Technology at: http://www.inclusive.co.uk/. They
have an online catalogue which groups the various items in broad headings.

ACTIVITY 2.5
Browse the Inclusive Technology catalogue. This will give you a good overview of what is
available in hardware assistance.
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ACTIVITY 2.6
Find out what is available within your own library and library service which would support
clients requiring assistive technology. Make a note on each item for future use.

Assistive technologies for clients whose first language is not English

You should also be able to use software or keyboard adaptations for people whose first
language is not English. It is important for you to know about both what is available
locally and organisations to whom clients can be referred.

Adaptive furniture can be of great use to help clients. You can see an on-line catalogue
on the website of Synapse Adaptive here: http://www.synapseadaptive.com/

They cover many adaptive technologies but if you look for hardware and then ergonomics,
you will find a number of desk and chair items.

12.2.4 Changing software and keyboard settings

Although assistive technologies are widely available, sometimes all that is required to im-
prove access for a client is to change the keyboard or software settings. This can allow the
enlargement of text, icons and the speed of a mouse click to the client’s comfort.

Windows offers a huge range of accessibility features , including adjusting Display Op-
tions, adjusting Mouse Options, adjusting Keyboard Options, adjusting Internet Options,
adjusting Sounds and Audio Options, adjusting Taskbar and Menu Options, adjusting User
Accounts Options, adjusting Speech Options, Utility Manager, On-Screen Keyboard, Nar-
rator and Magnifier.

The Microsoft website has details of these at: http://www.microsoft.com/enable/

Windows has an accessibility wizard which can take the client through the various PC
settings.

ACTIVITY 2.7 If you are using Windows 8 visit http://www.microsoft.com/enable/
products/windows8/ for help. Try the features.

If you have access to Windows XP you can use the Accessibility Wizard to explore
the Accessibility features. You can start it by clicking on: Start > All Programs >
Accessories > Accessibility > Accessibility Wizard OR Start > Run type accwiz
in the Open window.

If you are using an earlier version of Windows, or another Operating System, check your
local help files to find out what options are available.
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ACTIVITY 2.8
From the information sources above, or additionally from the AbilityNet MyWay site
at: http://www.abilitynet.org.uk/search/node/myway make a note of the accessibility
features you are likely to require to show to clients. Jot down the steps you have to carry
out to implement them.

12.2.5 Voice synthesis and voice recognition

Voice synthesis software can be used as an alternative to keying in and outputting in text
format. There are two types of software required for this.

Voice recognition software allows a client via microphone to give spoken commands to
the computer, to allow PC use without a keyboard.

Voice output from the PC is achieved by software which reads out what is displayed on
the screen. This is of great use to clients with vision problems.

ACTIVITY 2.9
Find out which of these types of systems are available in your own library service.

Voice synthesis and voice recognition products

There are a number of products available for both voice synthesis and voice recognition,
including Dragon Naturally Speaking , CoolSpeach and Microsoft Speech Server
. You can find further information about one of the best known products at the following
web site:

• Dragon Naturally Speaking: http://www.scansoft.com/naturallyspeaking/
There are of course many others

Some operating system versions have voice synthesis built in. Again the AbilityNet My-
Way site at: http://www.abilitynet.org.uk/search/node/myway has information on
this topic

Of course many people now use mobile devices to access information and people using iPods
or devices running on the Android operating system have a built in Voice Commands (iPod
voice Control, Android Voice Actions) functionality.
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ACTIVITY 2.10 Select a voice recognition package and a voice synthesis package available
to your library service. In each case set up the package and get practice at using it. Jot
down sufficient notes so that you can demonstrate it to a client in the future.

12.3 Legislation relating to the use of ICT for storage,
manipulation and access of information

12.3.1 Introduction

This section relates to legislation concerning the use of ICT for storage, manipulation
and access of information. Government legislation has a significant impact on ICT in
libraries and staff require a sound working knowledge to ensure that clients can use ICT
safely and legally.

12.3.2 Data Protection Act

TheData Protection Act 1998 applies across the UK and gives legal rights to individuals
in respect of their personal data held by others. Libraries must ensure that the ways they
process personal data of clients and staff, whether manually recorded or computerised,
comply with the provisions of the Act. This is particularly relevant to client data stored
in an automatic library management system. Such ICT based systems facilitate analysis of
client data which would not be possible with manual systems.

The following information is extracted from the Data Protection Act Fact Sheet ,
which can be downloaded from the Information Commissioner’s website at: http://www.
informationcommissioner.gov.uk/.

The Data Protection Act 1998 seeks to strike a balance between the rights of individuals
and the sometimes competing interests of those with legitimate reasons for using personal
information. We will look at the following useful sections:

• The eight principles of good practice
• The six conditions for fair data processing
• Sensitive data
• Rights under the Act
• Criminal offences created by the Act
• Unsolicited electronic communications
• The role of the Information Commissioner’s Office
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The eight principles of good practice

Anyone processing personal information must comply with eight enforceable principles
of good information handling practice. These say that data must be:

• • 1. fairly and lawfully processed
• 2. processed for limited purposes
• 3. adequate, relevant and not excessive
• 4. accurate and up to date
• 5. not kept longer than necessary
• 6. processed in accordance with the individual’s rights
• 7. secure
• 8. not transferred to countries outside European Economic area unless country has
adequate protection for the individual

The six conditions for fair data processing

At least one of the following conditions must be met for personal information to be consid-
ered fairly processed:

• • 1. the individual has consented to the processing
• 2. processing is necessary for the performance of a contract with the individual
• 3. processing is required under a legal obligation (other than one imposed by the
contract)

• 4. processing is necessary to protect the vital interests of the individual
• 5. processing is necessary to carry out public functions, e.g. administration of justice
• 6. processing is necessary in order to pursue the legitimate interests of the data con-
troller or third parties (unless it could unjustifiably prejudice the interests of the indi-
vidual)

Sensitive data

Specific provision is made under the Act for processing sensitive personal information
. This includes racial or ethnic origin, political opinions, religious or other beliefs, trade
union membership, physical or mental health condition, sex life, criminal proceedings or
convictions.

For personal information to be considered fairly processed, at least one of several extra
conditions must be met. These include:

• Having the explicit consent of the individual
• Being required by law to process the information for employment purposes
• Needing to process the information in order to protect the vital interests of the individual
or another person

• Dealing with the administration of justice or legal proceedings
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Rights under the Act

There are seven rights under the Data Protection Act.

• 1. The right to subject access: This allows people to find out what information is
held about them on computer and within some manual records.

• 2. The right to prevent processing: Anyone can ask a data controller not to process
information relating to him or her that causes substantial unwarranted damage or distress
to them or anyone else.

• 3. The right to prevent processing for direct marketing: Anyone can ask a data
controller not to process information relating to him or her for direct marketing purposes.

• 4. Rights in relation to automated decision-taking: Individuals have a right to
object to decisions made only by automatic means e.g. there is no human involvement.

• 5. The right to compensation: An individual can claim compensation from a data
controller for damage and distress caused by any breach of the act. Compensation for
distress alone can only be claimed in limited circumstances.

• 6. The right to rectification, blocking, erasure and destruction: Individuals can
apply to the court to order a data controller to rectify, block or destroy personal details
if they are inaccurate or contain expressions of opinion based on inaccurate information.

• 7. The right to ask the Commissioner to assess whether the Act has been
contravened: If someone believes their personal information has not been processed in
accordance with the DPA, they can ask the Commissioner to make an assessment. If the
Act is found to have been breached and the matter cannot be settled informally, then an
enforcement notice may be served on the data controller in question.

Criminal offences created by the Act

A number of criminal offences are created by the Act and include:
Notification offences: This is where processing is being undertaken by a data controller
who has not notified the Commissioner either of the processing being undertaken or of any
changes that have been made to that processing.

Procuring and selling offences: It is an offence to knowingly or recklessly obtain, disclose
or procure the disclosure of personal information without the consent of the data controller.
There are some exceptions to this – for example, where such obtaining or disclosure was
necessary for crime prevention/detection. If a person has obtained personal information
illegally it is an offence to offer or to sell personal information.

Unsolicited electronic communications

The Privacy and Electronic Communications (EC Directive) Regulations 2003
cover, amongst other things, unsolicited electronic marketing communications.
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• Unsolicited marketing calls should not be made to individual subscribers who have
opted out either directly or by registering with the central stoplist, the Telephone Pref-
erence Service (TPS), or to corporate subscribers (e.g. companies) who have objected
either directly or by registering on the Corporate TPS.

• Unsolicited marketing faxes should not be sent to individuals without their prior
consent or to any subscriber who has objected, either directly or by registering on the
Fax Preference Service (FPS).

• Unsolicited marketing emails or SMS should not be sent to any individual subscriber
who has not consented unless the email address or phone number was collected in the
context of a commercial relationship.

• Wholly automated marketing calls , i.e. where a recorded message is played and
the recipient does not speak to a human being, can only be made where the subscriber
concerned (whether individual or corporate) has consented.

The role of the Information Commissioner’s Office

The ICO has specific responsibilities for the promotion and enforcement of the DPA. Under
the Data Protection Act, the Information Commissioner may:

• serve information notices requiring data controllers to supply him with the information
he needs to assess compliance.

• where there has been a breach, serve an enforcement notice (which requires data con-
trollers to take specified steps or to stop taking steps in order to comply with the law).
Appeals to these notices may be made to the Information Tribunal.

Other Useful DPA websites

There are several websites which give more details and explanations. We have listed some
below:

• The Data Protection Act itself can be found at: http://www.hmso.gov.uk/acts/
acts1998/19980029.htm

• The website of the Information Commissioner is at: http://www.
informationcommissioner.gov.uk/

• The website of the Scottish Information Commissioner is at: http://www.
itspublicknowledge.info

Useful information on this topic can also be found on the CILIP website.

ACTIVITY 3.1
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Search the CILIP website at: http://www.cilip.org.uk for ‘data protection act’. Make
a note of any aspects of data protection which are particularly relevant to your own work.

Another aspect of data protection is that related to Government initiatives on privacy
and data sharing led by the Ministry of Justice, which aim to increase the data which can
be shared by public bodies. You can find information on the website of the Ministry of
Justice at: http://www.justice.gov.uk/information-access-rights/

12.3.3 Copyright legislation

Copyright legislation is UK-wide and a number of Statutory Instruments have been put in
place to ensure that European Copyright Directives are enacted in the UK. The key
Act is the Copyright, Designs and Patents Act 1988 which determines what is illegal
and what is permissible. ’

The purpose of copyright is to ensure that the creator (person who holds the intellectual
property right) or owner of the copyright can:

• derive any financial benefit relating to their material

• have control over the way in which their material is used.

Regular revisions of copyright legislation take place so information professionals must keep
their knowledge up to date.

Copyright law is very complex but it is important that you have a sound knowledge of what
is permissible and the role of library staff in enforcing copyright.

The Intellectual Property Office website at: http://www.ipo.gov.uk/ has a good
summary of copyright issues. The information on the following pages is extracted from
there and summarises the principal points.

Ownership and duration of copyright

The author is the first owner of copyright in a literary, dramatic, musical or artistic
work . In the case of films, the principal director and the film producer are joint authors and
first owners of copyright. The main exception is where a work or film is made in the course
of employment , in which case the employer owns the copyright. The copyright in sound
recordings, broadcasts and published editions generally belongs to the record producer,
broadcaster or publisher.

Copyright protection in the UK is automatic and there is no registration system - so
there are no forms to fill in and no fees to pay.

Copyright is a form of intellectual property and, like physical property, can be bought
and sold, inherited or otherwise transferred . A transfer of ownership may cover
all or only some of the rights to which a copyright owner is entitled. First or subsequent
copyright owners can choose to license others to use their works whilst retaining ownership
themselves.
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Copyright in a literary, dramatic, musical or artistic work (including a photograph) lasts
until 70 years after the death of the author . The duration of copyright in a film
is 70 years after the death of the last to survive of the principal director, the authors of
the screenplay and dialogue, and the composer of any music specially created for the film.
Sound recordings are generally protected for 50 years from the year of publication.
Broadcasts are protected for 50 years and published editions are protected for 25
years .
The following are useful websites providing information on copyright:

• Intellectual Property Office http://www.ipo.gov.uk/
• Copyright Licensing Agency http://www.cla.co.uk/
• Copyright, Designs and Patents Act 1988 http://www.hmso.gov.uk/acts/
acts1988/Ukpga_19880048_en_1.htm

Copyright and the Internet

With the proliferation of electronic communications via the Internet, there has been a
massive opportunity created for the infringement of copyright.
The Internet provides text and illustrations in electronic format, making it easy for the
unscrupulous user to cut and paste web material into their own documents. You will
already be familiar with copyright law restrictions on copying material from books and
journals. Similar provisions apply to material from the Internet. It is important to make
clients aware that they should check the legality of making multiple copies of textual material
from Internet sites.

The greatest areas of commercial concern have been copyright infringements involving mu-
sic files and still and moving images . It is clear to see that a digital file can be very
easily and at virtually no cost copied and distributed anywhere in the World via the In-
ternet. The creator of the original work is excluded from the process and thus receives no
financial reward. Not surprisingly the media companies have been in the vanguard of cre-
ating means of prevention. A number of defensive methods have been created to counter
copyright infringement in the digital domain.

Digital Rights Management (DRM)

This is a large area but the greatest and most visible use is (and will be even more so
in the future) the prevention of copying of films (movies) from DVDs. This requires
mechanisms to be active in one or both of the DVD disk itself and the DVD player or
computer used. Examples are:

• the need to keep a Satellite Television receiver box connected to the public telephone
network

• certain high definition film disks can only be played back on a computer which is connected
to the Internet

• the very latest large screen television displays will need a special module to display the
coming high definition DVD films. Absence of the module disables the output from the
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DVD player. The existence of the module guarantees that the incoming digital signal is
not being copied.

• the regional coding of DVDs which does not allow a DVD disk purchased in the USA to
be played on a European region DVD player.

You can find additional information at: http://en.wikipedia.org/wiki/Digital_
rights_management and at: http://www.ipo.gov.uk/types/copy/c-other/c-protect.
htm

Digital watermarking

This is a computer encryption which is inserted into the image. It is of particular use
with images which are placed on websites and thus easily copied. It is invisible to the
casual user but provides a tracking mechanism for owners. It is a digital code, which
can be unique to the image or shared across the owner’s other images. You can find
additional information at: http://en.wikipedia.org/wiki/Digital_watermarking and
http://www.webopedia.com/TERM/D/digital_watermark.html

Digital fingerprints are unique labels inserted into different copies of the same content
(e.g.: an e-book, video or music file) prior to distribution. Each digital fingerprint is assigned
to a specific recipient, and thus provides the capability to trace the culprits who use their
content for unintended purposes. Fingerprints should be closely associated with the content
and difficult to remove.

ACTIVITY 3.2
Visit http://www.steganos.com and download the test version of Steganos Security Suite.
Install the program and try using it to hide watermarks (or other messages) in GIF pictures.

12.3.4 Intellectual Property Rights (IPR)

The growth of Internet use and ease with which files and ideas can be transferred across
continents has led to tighter regulation of and concern for intellectual property rights
. Intellectual property refers to the rights of the thought process and intellectual creativity
which developed the work. Information professionals should be aware of the Intellectual
Property Rights issues. You should be aware that intellectual property is the legally
enforceable right of the owner.
Most countries have laws regulating the copying of inventions, identifying symbols and
creative expressions. The UK laws cover four main types of intangible property: patents,
trademarks, copyrights and trade secrets , referred to collectively as “intellectual prop-
erty.”
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Intellectual property has many of the same characteristics as tangible property. It is an asset
which can be bought, sold, licensed, exchanged or given away. The intellectual property
owner has the right to prevent unauthorised use or sale of the property.
Clients should be aware that they should not use library computers (or any others) to do
anything which infringes someone else’s intellectual property rights, e.g.: by copying content
from someone else’s website into their own document, or illegally copying music files.

You can find lots of additional information at The Intellectual Property Office http://www.
ipo.gov.uk/

12.4 Freedom of Information legislation and information
access issues

12.4.1 Freedom of Information legislation

Freedom of Information legislation was introduced across the United Kingdom at the begin-
ning of 2005. The Freedom of Information (FOI) legislation is different for Scotland from
that in the rest of the UK, but the information given here is generally applicable throughout
the UK. However you should always check the precise details against the relevant website
for your own country.

You can find a comprehensive description of the act and its implications at the web-
site of the Information Commissioner at: http://www.ico.org.uk/for_organisations/
freedom_of_information and for Scotland at the websites of the Scottish Information
Commissioner at: www.itspublicknowledge.info

The FOI legislation provides a right of access to the information of public bodies by indi-
viduals. Information can be in print, electronic, video or audio format.

Working in a library you need to be aware of the procedures so that you can assist a client
to make an information request on the basis of FOI legislation. You should also be aware of
the position regarding your own local authority and its requirements to disclose information.

ACTIVITY 4.1

A client approaches you with a request involving the FOI legislation. He wishes to find
out how much money is spent by the local authority on traffic calming measures.Go to
the website appropriate to your geographical location and make notes on the process of
requesting information which will be useful for clients in the future.
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Freedom of Information Act

The following details on the FOI legislation is based on information from the Information
Commissioner’s website:
The Freedom of Information Act enables people to gain access to information held by
public authorities in two ways:

Publication Schemes
Every public authority must make some information available as a matter routine through
a publication scheme . Information that is included in such a scheme must be made
available to the public. A publication scheme is both a public commitment to make certain
information available and a guide to how that information can be obtained.

General right of access
Any person has the right to make a request for information held by a public authority
. The authority must usually respond to this request within 20 working days. This right
came into force on the 1 January 2005.

Exemptions
The Act recognises that there are grounds for withholding information and provides
a number of exemptions from the right to know, some of which are subject to a public
interest test. The Act also sets out procedures for dealing with requests, such as time
limits for compliance and fees that must be charged.
Making complaints
The Information Commissioner is the independent regulator of the Act, with responsi-
bilities to promote the legislation and enforce compliance with its provisions. This includes
making decisions as to whether a public authority has dealt with requests properly.

12.4.2 Acceptable Use Policies

For legal reasons each library must have an Acceptable Use Policy (AUP) covering
client access to ICT equipment and the Internet. Each authority will have an individual
AUP policy reflecting the local circumstances. Each client using the library facilities is
required to indicate acceptance of the policy. It is important that the AUP is reviewed on
a regular basis to ensure that it complies with current legislation.

The AUP must state that Internet access is monitored using manual and electronic
resources and that records of Internet access are kept. The AUP should also specify
the actions and penalties which could result from contravention of the AUP. This includes
providing the police with information where it is suspected that a criminal act has taken
place.

If you select the People’s Network Internet Acceptable Use Toolkit there are several examples
of local authority AUPs.
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ACTIVITY 4.2
Search the internet to find examples of local authority AUPs.

ACTIVITY 4.3
Obtain a copy of the AUP for your own library. Read it over and make a set of notes to
enable you to explain the various points to a client new to the library computer facilities.

12.4.3 Content filtering

Internet filtering systems used in libraries are designed to prevent clients accessing
unsuitable material . When the filtering system is turned on, users cannot open or link
to web sites that the filtering system recognises as unsuitable.

The filtering system is a software package which can be installed on a PC or a server (to
regulate multiple machines). The software can use one or both of two principles.

• 1. When a site is requested, it will check the URL of the site against a list of proscribed
sites . If the site is on the list, the software will block access. The list is updated at
periodic intervals by the software supplier.

• 2. When a site is requested, the software will check over the site and attempt to recognise
key words which would indicate an unsuitable site and then block access.

Before proceeding, think of a disadvantage for each of the above methods.

Approaches to content filtering

Although a useful tool, Internet filtering systems are not foolproof.

The first method depends on the list of proscribed sites being complete. It would be
impossibly expensive for every website on the Internet to be rated using a human observer.
There will also be a delay in a new unsuitable site appearing and being added to the list.
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The second method suffers from the difficulty of placing keywords into context . An
example being, it has difficulty in distinguishing between the names of body parts used in a
pornographical or medical context. Another example is that access may be blocked to sites
containing innocuous words, one component of which may be of a sexual or profane nature
e.g. Essex (though more complex filters are now sometimes able to recognise such cases).
Also, this method checks only for unaccepatble text, not unacceptable images or speech.

Any blocking system can be potentially over-ridden by users with technical knowledge, or
by using one of the many proxy sites which allow you to circumnavigate blocks by browsing
through a proxy server.

reporting websites is another way of controlling what is available, see http://www.iwf.
org.uk/

The Family Online Safety Institute (formerly The Internet Content Rating
Association (ICRA))

FOSI provide a set of categories and levels within each category:

• The presence or absence of nudity
• The presence or absence of sexual content
• The depiction of violence
• The language used
• The presence or absence of user-generated content and whether this is moderated
• The depiction of other potentially harmful content such as gambling, drugs and alcohol

The user’s browser has to be configured to use the system. Clearly there are obvious
weaknesses here in that website developers are not required to use the ratings, and they
may be misused. However, similar to the age ratings’ associated with films and
computer games, this may in the long run be the best possibility for filtering.
Since there are weaknesses in each approach, filtering can not replace vigilance or simple
common sense from library staff.

For more information visit http://www.fosi.org/icra/

ACTIVITY 4.4 Find out the filtering policies in place in your local authority and what
your own responsibility is.

Walled Gardens

The walled garden approach is often used for young clients. Here, instead of trying to block
access to possible unsuitable sites and allowing access to all other sites, the “walled garden”
only offers access to pre-selected websites . This is a much simpler approach. Instead
of trying to cope with rating or searching through the 25,270,000,000 websites catalogued
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by Google today, a small number of hand picked sites are allowed to be browsed. Of course
the quality of this service relies upon the nature of the vetting before access is allowed.

The disadvantage is of course the exclusion of many potentially useful sites. There
have also been issues with e-mail and search engines allowing a hole to be made in the wall.

Social networking websites, such as http://www.facebook.com and http://www.flickr.
com, can also be regarded as walled gardens. This is because the owner can control the range
of people who view their messages and updates. Another aspect of walled gardens is the
barriers which prevent the free flow of information and this is also true of social networking
sites with their custom language and proprietary nature. This means that information can’t
be transferred or access from one platform to another.

Suppliers of filtering software

The following sites are suppliers of filtering software , mainly aimed at young clients,
which also provide lots of useful information on internet safety:

• SafeSurf http://www.safesurf.com
• CyberPatrol http://www.cyberpatrol.com
• NetNanny http://www.netnanny.com

Trial versions of several of these can be downloaded from the relevant website.

ACTIVITY 4.5 Download an evaluation copy of CyberPatrol and try it out.

12.4.4 Internet safety with younger clients

Clearly the previous section covering content filtering is particularly applicable to young
clients. It may be appropriate to reserve particular machines for particular user groups
with regard to the type of material which may be accessed. This can also be managed by
user ID login procedures.

ACTIVITY 4.7
Find out what is the situation in your own library with regard to the reserving of particular
PC’s for restricted access to Internet materials.

Undoubtedly, the younger clients will have the most restricted access. There are serious
risks to younger clients with the possibility of someone being hurt, exploited or abused as a
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result of personal information being posted online or falling victim to “grooming” (covered
in Outcome One of this unit).

There are many useful websites which promote safe use of the Internet to younger clients,
their parents and teachers. Here are three we would recommend you look at:

• ClickThinking at http://www.scotland.gov.uk/Publications/2010/02/09154928/
1

• Kidsmart at http://www.kidsmart.org.uk/
• UK Government Internet Safety Advice at https://www.gov.uk/search?q=
internet+safety

• DirectGov Internet Safety at http://webarchive.nationalarchives.
gov.uk/20121015000000/http://www.direct.gov.uk/en/Parents/
Yourchildshealthandsafety/Internetsafety/index.htm

Illegal material

Much material exists on the Internet which it is a criminal offence to access. The catchphrase
is ‘If it is illegal off-line - it is illegal on-line’. Three types of Internet content are generally
regarded as illegal in the UK:

• images of child abuse hosted anywhere in the world
• criminally obscene images hosted in the UK
• criminally racist content hosted in the UK

Even though filtering and acceptable use policies are in place in local authorities,
breaches can very easily happen. It is important that you are aware of the local procedures
for dealing with such situations.

ACTIVITY 4.8
Here are two scenarios involving a client accessing illegal materials. Consult your library
service’s Acceptable Use Policy and/or staff manual and make notes of what action you
would take in each case.

1. An adult client is observed systematically accessing criminally racist content on a public
access PC.

2. An adult client accidentally accesses images of child abuse whilst carrying out a genuine
information search on another topic.

Sources of further information

Go to Children Exploitation and Online Protection http://www.ceop.gov.uk/
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This website points to helpful websites for young people and parents containing information
about staying safe online at: http://www.thinkuknow.co.uk/ .

The Internet Watch Foundation at: http://www.iwf.org.uk/ is a site allowing the
reporting of websites which host illegal content. It is widely supported and has lots of links
and information on the subject of illegal content.
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This page is designed for the use of students undertaking the Diploma (Diploma ICTL1)
or the Advanced Diploma (Advanced Diploma ICTL2) in Applications of ICT in
Libraries .
CHANGES TO THE QUALIFICATION The Diploma and Advanced Diploma have been
superceded by the Professional Development Award in Applications of ICT in Libraries at
levels 7 and 8 (English and Welsh levels 4 and 5). They consist of much the same content as
the Diploma and Advanced Diploma but the PDAs include two new Digital Culture units.

These qualifications were developed by the Scottish Library and Information Council
(SLIC) 3 and are validated by the Scottish Qualifications Authority (SQA) 4

Carrying Out the Net Navigator Role is an optional unit in the PDA in ICTL Level
8 (Advanced Diploma programme).

Information regarding the background to the courses , content and certification op-
portunities can be obtained by following theDiploma (Diploma ICTL5) or theAdvanced
Diploma (Advanced Diploma ICTL6) links.
Further information can be obtained from angela.lees@sqa.org.uk

13.1 Define the detail of a complex enquiry in conjunction
with the client

13.1.1 Reference interview techniques for complex enquiries

In this outcome we will explore how you should tease out the details of a complex enquiry
posed by a library client. We define a complex enquiry as one where:

• the sources to be searched for information are not obvious at the outset of the inquiry
• the precise nature of the topic requires to be teased out in some detail with the client
• a minimum of 3 variables are linked in a Boolean search.
From this we can see that the typical client for such complex enquiries is likely (but not
always) to be a person with some knowledge or expertise in the subject area. Where this

1 https://en.wikibooks.org/wiki/Diploma%20ICTL
2 https://en.wikibooks.org/wiki/Advanced%20Diploma%20ICTL
3 http://www.slainte.org.uk
4 http://www.sqa.org.uk
5 https://en.wikibooks.org/wiki/Diploma%20ICTL
6 https://en.wikibooks.org/wiki/Advanced%20Diploma%20ICTL
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is so, you should capitalise on this at the initial stage and gain as much specific information
as possible from the client.

Defining the nature of the enquiry

Defining the precise nature of the enquiry in conjunction with the client is often referred to
as the reference interview . However, you may not be able to carry this out face to face.
Instead you may carry out the interview over the telephone. Whether communicating face-
to-face or by phone, do remember that the reference interview is a two-way interaction or
dialogue and you must take responsibility for the efficiency of the communication process.

You may use e-mails as part of the process, but we would recommend that, with complex
enquiries, the bulk of the reference interview is oral. With a detailed and complex enquiry,
you would find it difficult to gather from the client the level of detail which you require
from the client through e-mails alone.

By the end of the reference interview you should be confident that the nature of the complex
enquiry has been fully explored and that the information required by the client has been
specifically defined.

The reference interview also provides the opportunity to establish any special needs of
the client e.g.: visual or auditory impairment. This requires a tactful and sympathetic
approach. You may need to ask for assistance from a colleague with specialist knowledge
on disability issues.

And finally, do remember to record contact details for the client. In the excitement of
exploring the enquiry and establishing the client’s precise needs, it is all too easy to forget
this important information. So check at the end of every reference interview that you have
a record of the client’s name, address, telephone, fax and e-mail details, as appropriate. If
you will be phoning the client, it is also polite to note when it is convenient for the client
to receive your call.

Communication skills

Good communication skills are key to the reference interview. This unit outcome provides
a good opportunity for practising and refining your communication skills. These include:
• Appropriate spoken language
• Appropriate body language
• Good feedback, especially on the telephone
• Note taking
• Clear and grammatical e-mails

We will briefly examine each of these.

Spoken language

You should use language which is appropriate to the client , avoiding talking down to
the client or, at the other extreme, baffling the client with specialist jargon . If you do
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have to use a term which the client may not understand, e.g. “search engine syntax”, be
sure to explain it.

QUESTION TextEntry1: Explain Dark Internet

Conversely a client with expertise in the field they are enquiring about is likely to use
specialist or technical vocabulary when describing the search topic. Such vocabulary
can be useful for you when you are deciding on your search terms (see Outcomes 2 and 3)
but make sure that you fully understand the meaning of any such specialist terms. The
client should be able to explain them to you.

Body language

In face-to-face situations, use appropriate body language designed to set the client at ease
and promote effective communication. Smile and greet the client by name if possible. Lean
forward slightly and use eye contact to show your interest in the conversation. Try to carry
out the interview in a place where both you and the client are sitting comfortably and at
the same level, preferably side by side.

Feedback

You should use appropriate feedback techniques to ensure understanding of the client’s
responses. For instance, you might:

• Rephrase what the client has said and repeat this back to them
• Read out a summary of the enquiry based on the notes you have made.
With telephone communications you will have to be careful in order to make sure that
you fully understand what the client says because you will get no clues from their body
language . See if you can pick up clues from the tone of the client’s voice. Conversely,
make sure that your tone is positive and encouraging. Smiling as you speak into the phone
generates a pleasant tone of voice which encourages helpful responses.

Note taking

In both face to face and telephone interactions, it is essential to take written notes of the
main points of the conversation. These notes are your reference for checking that you have
fully understood the details of the client’s enquiry. Full notes are also useful if you have to
put the query on one side for actioning later or pass it on to a colleague to deal with. The
more complex the enquiry, the more comprehensive your notes should be.

Writing e-mails

If you are using e-mails to communicate with the client, it is important to establish a cordial
tone while remaining concise and to the point. Writing clearly and grammatically is
key to this, as is structuring your e-mail well so that the client can follow it easily and
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respond appropriately. Saving e-mails, both those you send and those you receive, provides
a record of your communication with the client.

Open and Closed Questions

In the reference interview, you will use both open and closed questions. These have
different uses. It is important to be able to distinguish between the two types of question
and to use them appropriately.

Closed questions prompt yes/no or short factual answers , such as:
• Q. What is the deadline for my getting this information for you?
• A. Next Tuesday

• Q. Have you checked this reference already?
• A. Yes

Open questions encourage longer answers , such as:
• Q. Can you explain briefly what my colleague did last time?
• A. She started with Yahoo and then tried a couple of other search engines as well. I think
she was looking it up under something like pagan religions in Wales. We got quite a lot
of useful stuff.

Before proceeding, explain at what points during the reference interview and for what
purposes you are likely to use:

• a) closed questions
• b) open questions.

Using open and closed questions

Closed questions prompting yes/no or short factual answers are mainly used in the reference
interview context to:

• elicit specific pieces of information from the client
• gain confirmation that your understanding of what the client has said is correct - an
important feedback tool.

You are likely to use closed questions

• at the start of the interview when you are taking basic personal details of the client
• at intervals throughout the discussion when you want to check you have your facts
right

• at the end of the interview to sum up and agree on future action.
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Open questions encourage longer answers and their main uses in the reference interview
context are to:

• establish rapport with the client, especially in the initial stages of the interview and
with clients who are not already known to you

• set the scene for the enquiry and gain background information at the beginning of the
discussion

• encourage input from the client as the interview progresses.
So you will use both open and closed questions at appropriate times. When framing a
question, always think of the type of response you hope to generate and word the question
so as to encourage either a brief or an extended answer.

13.1.2 Eliciting information and advice from knowledgeable clients =

The interview is likely to begin with the client asking you a question. Your task is to probe
further until you are fully satisfied that you are clear exactly what the client wishes to
find out . Remember to ask for clarification from the client about the topic e.g. ask them
to spell uncommon words, expand on the topic under investigation etc. This is particularly
important with clients who may be subject experts.

While recognising that some clients may be unwilling to give this information, it is helpful
if you can establish in some detail the reasons why the client wishes the information
requested. One important point to establish is whether they require the information for
themselves or whether they are enquiring on behalf of someone else.

Determining the starting point

It is important to ascertain the “starting point” of the enquiry in order to avoid wasting time
on finding information which the client already knows. This is particularly important with
complex enquiries for knowledgeable clients, where it may be relatively easy to access
information at a simple level, when the client actually requires more sophisticated results.

In a complex enquiry from a specialist enquirer, it is likely that the enquirer has already
undertaken some basic searching on their own behalf. Equally a well-informed enquirer may
well be familiar with some or all of the sources of information in their field. You should
therefore try to determine what research the client has already undertaken on the topic and
what results were obtained. It is often helpful to ask the client’s opinion on the usefulness
or otherwise of particular sources.

A knowledgeable client may also be able to give you some guidance on successful and
unsuccessful information searching approaches. However, do not make the assumption that,
because the client is knowledgeable about the topic to be investigated, they are well informed
about information sources and search techniques. Remember that you are the information-
searching specialist (while the client is the subject specialist) and so you should critically
evaluate any advice on sources and information searching techniques provided by the client.
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13.1.3 Determining the nature of detailed information to be provided

Apart from the actual topic of investigation, there are other factors which need to be taken
into account before a member of library staff will embark on the information search, e.g.:
the quantity, level and format of the required information.

Quantity

We tend to think that our problem in information searching will be an inability to find
enough information . This can indeed sometimes be the case. But using the Internet
often results in the reverse situation – an overabundance of results. Providing too much
information is just as unhelpful as providing too little. You must clarify the scale of infor-
mation required by the client in order to fully satisfy their needs.

If the search produces a large amount of information, you should determine whether the
client wishes you to undertake any filtering on their behalf before presenting the informa-
tion or whether they wish to see the full search results. If filtering is requested, you must
establish with the client the criteria which are to be applied. Conversely, if the search results
are meagre, you should seek guidance from the client as to the possibility of broadening out
the search.

Level

It is essential that the information provided is at a level of complexity which enables the
client’s full comprehension but does not patronise the client or tell them what they already
know.

The following points give you some guidance as to the likely level of complexity of informa-
tion required:

• the client’s age (But remember age does not automatically bring wisdom! Remember
too that some young people can display astonishing knowledge and expertise in subjects
which interest them.)

• the client’s educational attainment
• the client’s display of specialist knowledge
• the client’s linguistic ability

Tactful questioning can be used to make an estimation of the points listed above.

Before proceeding, outline a situation where you know all of the above but this knowledge
does not tell you the level of complexity of information required.
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Other factors affecting level

The most obvious example is where the client is making the enquiry on behalf of someone
else. Typical examples would include:

• a teacher or lecturer looking for material which could be used by school or college
students

• parents seeking information for use by their child
• a specialist in one field who is a beginner in another e.g.: a consultant surgeon investi-
gating horticulture

• a therapist or social worker searching for information for one of their clients
Linguistic ability can be misleading. An overseas visitor with a limited grasp of English or
someone with a speech impediment may have extensive knowledge of the topic under
investigation.

You have probably thought of other similar examples.

Format

The results may include information in various formats. There are many formats available,
including several as a result of the introduction of ICT.

• Your search may direct the client to items of library stock, to be used in the library or
borrowed for home use. This could include:

• • Printed reference sources or information CD-ROMs
• Books, audio or video material for home borrowing
• Magazines and journals
• Pamphlets or leaflets

• The search results may be bibliographies or lists of website references for the client to
follow up.

• The results may be viewed on screen by client, in the form of text, audio or video.

If the client wishes to view the results on screen on a computer outside the library, what
must you ascertain before directing the client to websites with audio or video content?

Other factors affecting format

It will be important to check the specification of the client’s computer in order to be
sure that it will support audio or video applications. Another point to ask about is whether
the client had a broadband connection. Downloading photographs, movies or sound on a
dial-up connection can take considerable lengths of time (It may not even be possible with
dial-up technology.) and is costly in terms of telephone charges.

135



Net Navigator

If the search is not carried out with the client present, you must ascertain if the client can
visit the library at a later time to access the search results or if the information must be
in a format which can be e-mailed or posted to the client.

Difficulties may arise if the client has expressed an initial preference for a format in which
the information is not actually available. If the information is only available in a limited
number of formats , you must alert the client to this and ascertain if any of these formats
are acceptable.

13.1.4 Constraints

There may be a number of constrains on the material required. These include:

• deadlines for completion

• currency of information

• language

• special needs

Deadlines for completion

It is important for you to gauge the urgency of the enquiry. This can range from enquiries
where information is required immediately through to those where the results may be pre-
sented after some time has elapsed. You should agree with the client on the deadline for
completion of the enquiry and also on the action to be taken should this deadline fail to be
met for any reason.

If you cannot meet the deadline for completion of the enquiry, clearly it is important to
explain to the client the reasons for this. Perhaps the enquiry has turned out to be
much more complex than was originally envisaged. A specialist member of staff who would
normally have handled the enquiry may be absent through sickness. Technical problems
resulting in Internet access being temporarily unavailable can also throw your enquiry off
schedule.

You have explained to the client the reasons for not meeting the deadline. What else should
you discuss with the client?

Difficulties in meeting deadlines

Although the client may well feel more accepting of the situation if you explain the reasons
for your failure to meet the agreed deadline, to some extent this is water under the bridge.
More important to the client is the action you propose to take in order to rectify the
situation. With this in mind you should raise the issue with the client at the earliest
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possible stage i.e. as soon as you realise that it is unlikely that the original deadline will
be achieved. This gets the client on side and enables you and the client to jointly work out
how to make the best of the situation. It could be that it is possible to complete part of
the enquiry within the deadline, in which case you must agree with the client which aspects
should be prioritised. Or perhaps you could arrange for some or all of the information to
be provided by another organisation.

The key to client satisfaction is to prevent such a situation happening. Be realistic when
agreeing deadlines with the client. If you are unsure of how long the enquiry will take, say
so. It is better to overestimate than underestimate the time required. That way the client
gets a pleasant surprise when the search results are ready earlier than promised.

Currency of information

In your search you will be dealing with two kinds of information:

• Dynamic information changes frequently (e.g.: current information on news, weather,
government policy, share prices) and it is important for you to locate the most up-to-date
data or, in a historical enquiry, the information as it was at the time being investigated.

• Static information is always the same (e.g.: historical dates, chemical formulae).
You must also ensure that the client is aware of the need to use recently updated sources
for dynamic information and the implications which this may have in terms of the timescale
and cost of the search. Updating websites to take account of constantly changing informa-
tion is costly and it may be that there is a charge or a subscription cost to accessing such
sites. This is especially true of sites giving financial and performance information about
commercial companies or research results.

QUESTION TextEntry1: Static and dynamic information

Language

Some information may only be available in languages other than English. You should be
certain of the client’s fluency in these languages before embarking on the search.
Some websites have a facility which permits you to choose the language . This is usually
very simple to do.

ACTIVITY 1.1
Go to http://www.easyjet.com/en/book/index.asp and view the site in Italian.Look at
http://www.artis.nl/ and change the site from Dutch to English.
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Some search engines permit you to specify the language of the websites. Some also have a
translation facility from a foreign language into English and from English into a foreign
language.

ACTIVITY 1.2
Try this out in Google. Go to http://www.google.co.uk/ and click the “Search the web”
option, then click on “language tools”.Search for websites about “días de fiesta” (this means
holidays) which are written in Spanish and located in Mexico.Choose some Spanish text
from one of these websites, copy and paste it into the Translate Box and ask Google to
translate it into English for you.

Special needs

The reference interview provides the opportunity to establish any special needs of the client.
Some of the most common examples are:

Learning difficulty
For clients with learning difficulties you might have to look for material of a simpler nature,
perhaps with more visual or audio content

English as a second language
These clients may prefer material which is not in English. This might mean having the
enquirer at your side while you carry out the search so that they can provide assistance
with vocabulary. Alternatively, you may be able to pass the enquiry over to a colleague
with language skills. (See earlier guidance on language)

Physical impairment
Any material found must be accessible to the client e.g.: websites must be accessible to a
visually impaired client. (See Outcome 4 for more details of this.)

If you wish to find out more about the skills and knowledge required for this outcome, the
following website may prove helpful.

• http://www.hals.lib.tx.us/ref123/2interview.htm

13.2 Demonstrate knowledge of search logic, search engines
and features of the Internet

13.2.1 Introduction

This outcome looks at a number of aspects relating to web searches, including the following:
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• Boolean logic
• Truncation and wildcards
• Non-obvious search terms
• Grammar of the Internet
• Search engine operation
• Search terms
• How ranking works
• Ownership of the web
• Dark internet and invisible web

Boolean logic

Boolean operators are used to combine search terms in order to make the search results
more specific.

Before proceeding, can you name the three Boolean operators?

The Boolean operators

There are three Boolean operators - AND, NOT and OR . We will explore how each of
these is used.

AND is used to link search terms.

Entering an expression such as beans AND toast means that results will be returned
only where both words appear. Using the AND operator narrows your search and gives a
smaller number of results.

OR is used to indicate that any of the terms may be present.
Entering an expression such as punk OR hair means that results with either one or the
other (or possibly both) will be returned. Using the OR operator widens your search and
gives a larger number of results.

The OR operator is particularly useful where a topic might involve synonyms or near
synonyms. A search for illness AND felines OR cats will be more wide ranging than
illness AND cats .
NOT is used to exclude terms.
Entering an expression such as pop music NOT beatles might be devised to return
results about pop music but excluding results about the Beatles. Using the NOT operator
narrows your search and gives a smaller number of results.

The NOT operator is particularly useful when one of your search terms had more than
one meaning. Telegraph might refer to electronic communication methods but it is also a
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common name for newspapers. A search for telegraph development NOT newspaper
will eliminate press information.

In fact the expressions are pretty close to what you would say in natural speech:

• I am looking for references to both beans AND toast.
• I am looking for sites on either punk OR hair
• I am looking for information on pop music but NOT including the Beatles.
Sometimes this is easier to understand in diagrams, so let’s have a look at Logic diagrams
…

Logic diagrams: the AND operator

Imagine that we have a number of websites which give information about children’s clothes.
Some of these have information only on girls’ clothes, some have information only on boys’
clothes and some have information on both boys’ and girls’ clothes. In the diagrams the
left hand circle represents all records including the word girls and the right hand circle
represents all the records including the word boys
AND

Figure 122

girls AND boys
The shaded area represents the records which have information on both girls’ clothing and
boys’ clothing.
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Logic Diagrams: the OR operator

OR

Figure 123

girls OR boys
The shaded area represents the records which have information on only girls’ clothing, only
boys’ clothing or on clothing for both boys and girls.

Logic Diagrams: the NOT operator

NOT
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Figure 124

girls NOT boys
The NOT operator excludes all records with information on boys’ clothing, and the shaded
area represents the records which have with information about girls’ clothing only.

Using multiple Boolean operators

It is possible to use multiple Boolean operators. For example, security AND internet
AND banking narrows down a search on Internet security issues to records which relate
only to bank security on the Internet.

QUESTION TextEntry1: Boolean Search

QUESTION TextEntry1: Boolean Search 2

You can see how the use of Boolean operators allows a very precise search statement to be
constructed. This should produce a smaller number but a better focused set of hits from a
search engine.

Boolean search logic underlies the operation of all search engines but the various search
engines have different systems of entering a Boolean expression. Some allow straightforward
search statements using capital letters for AND, OR and NOT . However many do not
explicitly allow this, the much used Google being one of them.
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Constructing precise Boolean searches

It is important to consult the search engine help pages to understand how you can create a
precise Boolean search.

There are three approaches:

• 1. Boolean expressions can be entered directly into the search box.
We have already covered this. Altavista (http://www.altavista.com/) is a search engine
which permits this.

• 2. The search engine makes assumptions about what you mean when you enter search
terms.

• 3. There is an Advanced search facility.

Search engine assumptions

If the search engine makes certain assumptions about what you mean when you enter search
terms in a particular way. You must understand the implications of these assumptions.

Basically when you enter more than one term in the search box, the search engine turns
this into a Boolean search. The two possibilities are that the engine defaults to an AND or
an OR.

Most of the common search engines default to AND. So putting in carriage clock should
return results with both words included. Of course the words may appear in any order and
not necessarily next to one another.

Google allows the use of a minus sign (-) to use the NOT operator. Thus to create the
Boolean search expression sixties pop NOT beatles , you would enter sixties pop –
beatles (Note: You must not leave a space between the minus and the search term which
you wish to exclude.)

Google assumes that some common words and numbers are never included in the search.
Thus if such a word is particularly required, it must be prefaced by a plus (+) sign. This
is essentially the Boolean AND operator.

Using + and – in this way is not as predictable as you might expect in many search situations.
We recommend that they should be used only when there is no alternative. You can find
out more here http://www.google.co.uk/help/basics.html

There are more features of search engines you can utilise have a look at Googles help pages
on Punctuation and symbols https://support.google.com/websearch/answer/2466433
and on Search Operators https://support.google.com/websearch/answer/136861?hl=
en
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Advanced search facility

Many search engines have an advanced search facility. This allows many refinements, such
as specifying the language, format and age of the sites returned. Most advanced search
facilities however have a set of choices which allow a Boolean search to be created.

Before proceeding, take a look at the advanced search facility on Yahoo: http://search.
yahoo.com/search/options?fr=fp-top&p

What expressions are used instead of the Boolean operators AND, OR and NOT?

Advanced searching on Yahoo

Yahoo uses

With all of the words = AND

With at least one of the words = OR

Without the words = NOT

By placing search terms in one or more of these categories, you can set up most Boolean
statements you will need in your searching.

Note that it is not only search engines which provide these advanced search facilities. They
may also be found within a site. The Houses of Parliament site is an example:

http://www.parliament.uk/business/publications/

Other points on Boolean searching

A good website covering Boolean searching can be found at: http://searchenginewatch.
com/2155991

A final point about the grouping of terms is that if you want to find results which include
an exact phrase, most search engines let you do this by placing the phrase in quotes. e.g.
“knitting for children” . In the advanced search facility, you are offered a box title “With
the exact phrase” .
This is particularly useful when searching for names where the forename and surname may
not be kept together and in order by a search engine.
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ACTIVITY 2.1
Try two searches with land act and “land act” as search terms. You will see that the first
search produces results relating to Acts of Parliament which relate in some way to land e.g.
we found one about stopping dog fouling on public land. The second search leads us to the
various Land Acts.

13.2.2 Truncation and wildcards

Traditionally on-line database searching allowed the use of truncation of search terms. This
used a symbol such as ˜ to represent one or more letters at the beginning or end of a word.
For example, ˜fuse could lead to refuse, defuse or infuse and refus˜ could lead to refuse,
refuses, refused or refusing.

In Internet searching this symbol would be called a Wildcard. Two types of Wildcard exist,
commonly represented by ? and *.

• ? indicates the replacement of one character

• * indicates the replacement of any number of characters.

Wildcard symbols can be used in the middle of a word, not just at the beginning and end,
e.g.: familiari?e for familiarise and familiarize.

You must keep in mind the pitfalls of over-enthusiastic use of wildcards or truncation. For
instance, men* would encompass both men’s and menstruate , the latter term being
unlikely to be relevant to a search on a male-related topic.

Of course the search engines have their own rules. Google for instance does not have this
feature. It carries out its own version of using extensions of words automatically. Many
search engines use complex algorithms to produce their results which makes the use of
wildcards or truncation inappropriate.

Most sites which permit wildcard searching will indicate in their Help section which symbols
are to be used for these. One search engine which does allow this is Exalead at http:
//www.exalead.com/search/

Non-obvious search terms

A non-obvious search term is a term from some area other than the main search subject
which may lead to useful information. This is different from a related term , say using
a particular country instead of its continent. A non-obvious search term comes from some
sort of parallel area which is at first sight not clear.

For example, when looking for information about a particular disease, the name of a re-
searcher in a similar field would be a non-obvious search term. It is likely that you would
have to be guided by the enquirer about the appropriateness of non-obvious search terms
because background knowledge of the topic would be needed in order to think of them.

Another means of finding non-obvious search terms is to browse in directories and portals
and see what terms appear in associated sites.
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You might like to ask your experienced colleagues to give examples of non-obvious search
terms which they have used in the past.

13.2.3 Grammar of the Internet

The official name for what we commonly refer to as a website address is URL. URL stands
for Uniform Resource Locator . Certain conventions apply to the construction of URLs
which can give pointers on their usefulness. (This is also relevant to the validation of
website results – see Outcome 4). Alan November has called this the Grammar of the In-
ternet. (see http://novemberlearning.com/educational-resources-for-educators/
information-literacy-resources/)

http stands for Hyper Text Transfer Protocol . This simply means your browser is
looking for a Hyper Text document. Hyper Text is the basic coding used to construct web
pages

www , as we all know, stands for World Wide Web.
The interesting parts are after http and www. The next part is called the domain name
. So for instance amazon.co.uk
The first part of the domain name may yield useful clues. Is it a well-known name? If you
come up with a page on the site http://www.bbc.co.uk/history/ it has the authority of
being on the BBC website. Is it a ‘personal’ site giving the opinion of only one person? The
name of the person may be explicit in the domain name e.g. http://www.jamieoliver.
com/

BUT be terribly careful here. An individual may set up a website to promote their own
ideas and then a rival may set up a website with an equally convincing domain name.
Remember anyone can set up a domain name of their choice and load any sort of rubbish
onto the website.

Using WHOIS

It is often possible to find the owner/publisher of a website by doing a WHOIS search on the
domain name. An easy route to this can be found as a facility on many website providers
sites e.g.: http://www.networksolutions.com/en_US/whois/index.jhtml

You can enter the US domain name e.g.: un.org will yield the United Nations Organisation.
Any site with a similar name attempting to fool users into thinking it is the UNO can be
checked out in this way.

The UK site for WHOIS searches is: http://www.nominet.org.uk/uk-domain-names/
about-domain-names/domain-lookup-whois/whois-tool

or go to www.nominet.org
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ACTIVITY 2.2
Use WHOIS to decide which of the following is the official site of Glasgow Celtic football
club.

• http://www.celticfc.co.uk
• http://www.celtic-mad.co.uk/

URL extensions

The final parts of the URL (separated by dots) are called extensions . A well-known
example, say for Amazon (www.amazon.co.uk) is .uk which indicates that the website has
been registered as of UK nationality. All domain names carry a national identifier as the
last extension, except for those registered as being of USA nationality.

Taking Amazon as an example:

• www.amazon.com No national identifier signifies the United States

• www.amazon.co.uk .uk signifies the United Kingdom

• www.amazon.de .de signifies Germany

• www.amazon.fr .fr signifies France

• www.amazon.co.jp .jp signifies Japan

ACTIVITY 2.3
There are many websites which list these geographical extensions. One of these ishttp:
//www.iana.org/cctld/cctld-whois.htm Use this or any other appropriate site to find
the geographic extensions for the following countries:Indonesia, India, Netherlands, Latvia,
South Africa

Let us look further into www.amazon.co.uk The extension between the company name
and the geographical extension describes the type of organisation involved. “co” is for UK
commercial companies.

Each country has its own method for the domain name extensions. Most of the sites you
will be dealing with will be UK or USA based, so let us look at the most common extensions
for these countries.

147

http://www.celticfc.co.uk
http://www.celtic-mad.co.uk/
http://www.iana.org/cctld/cctld-whois.htm
http://www.iana.org/cctld/cctld-whois.htm


Net Navigator

United Kingdom extensions

.gov.uk is a national or local government site e.g. www.opsi.gov.uk the Office of Public
Sector Information

.co.uk is a company site e.g. http://www.slc.co.uk/ the student loans company

.ac.uk is an academic site e.g. http://www.soton.ac.uk/ the University of Southampton

.org.uk is an organisation, often a charity e.g. http://www.nationaltrust.org.uk/ the
National Trust

.ltd.uk is a registered company e.g. http://www.evans.ltd.uk/ the women’s fashion
outlet

There will be other domain extensions produced in the future. A recent introduction is
.me.uk which is presumably meant for individuals.

However you must note that only some of these extensions can be relied upon. Only .gov, .ac
and .ltd are strictly controlled. Anyone can set up a website with a .co or .org extension. In
summary, you can use the domain name extensions as good CLUES (which are watertight
for .ac.uk and .gov.uk) but be very careful.

United States extensions

Remember sites registered in the US have no geographical extensions.

.edu is an educational institution e.g.: http://www.wisc.edu/ Wisconsin university

.com is any company e.g.: www.amazon.com Amazon the Internet company

.org is an organisation (perhaps non-profit) e.g.: http://www.openoffice.org/ the or-
ganisation developing Open Office, the free office software suite.

.gov is a Government agency e.g.: http://www.irs.gov/ Internal Revenue Service

.mil is a military institution e.g.: http://www.navy.mil/ the US Navy

.net is used by network providers e.g.: http://www.discountasp.net/ an Internet hosting
company

There are several others and some in the pipeline such as .info and .biz which will be used
for commercial purposes.

Not all countries use these descriptive extensions. Germany and France, for example, only
have the country extension. Thus we saw:

www.amazon.de for Germany and www.amazon.fr for France.

Another point to remember is that there is no requirement to register your site under its
country of origin. Some British organisations use the US extensions of .com or .org:

www.debenhams.com/ - the well-known retailer

www.rsc.org/ - the Royal Society of Chemistry
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are just two examples.

13.2.4 Search engine operation

There are essentially three stages involved in search engine operation.

• 1. Before you come to type in the search terms, there has to have been an enormous
gathering of data about websites carried out by the search engine company.

• 2. The search engine uses your search terms to select candidate sites for the results.
• 3. The search engine returns the results ranked in some order.
The Internet is continually being scanned by software set up by the search engine company.
This software called a spider or web bot looks for websites and key words to associate with
them. The key words can either be metadata (descriptive keywords supplied by the site
designer) or words in the text. The result is an enormous data bank of website addresses
and their corresponding key words.

Search terms

When the user enters the chosen search terms, the search engine uses complex and propri-
etary methods to select resulting websites which should satisfy the search - basically the
engine is trying to match your search terms against its keywords.

Each search engine has its own ‘secret’ methods, giving weight to particular words, including
extensions to search terms such as plurals and so on. These algorithms may change with
time and so different results for the same search terms may be obtained if the search is
repeated at a later date.

How ranking works

Finally before presentation of the resulting websites, ranking occurs. Ranking is the process
by which a search engine orders the results of a search. You would hope that ranking
presents the websites most likely to have the most useful information first.

However you should be aware that in some cases, commercial sites can buy a place near
the top of a list of websites in a search engine’s results. The implications of this are that
the “best” sites do not necessarily appear at the top of the list. Also the results may appear
in a different order at a different date due to ranking changes

ACTIVITY 2.4
A useful exercise is to look at the information pages of search engines to understand how
they work. There is usually a section on how to notify the search engine about your website
which will have interesting clues as to how the search engine treats new websites.
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For each of:

• Google http://www.google.co.uk/
• Teoma http://www.teoma.com/
• Yahoo http://www.yahoo.com/

look for the “about” pages and find out how the engine works and how you submit a website
to it.

It is important to remember that a search carried out by a particular search engine will
return only a sub-set of all the possible results. This is because, due to practical constraints,
the engine cannot index all the pages available in the web. An issue here is also how quickly
the engine reacts to new or altered web pages. Thus it is always worth using several different
search engines for any particular reference enquiry. Of course, there are sites returned in
a search, which when clicked upon do not appear at all because the website has been
rearranged or removed since the last indexing.

13.2.5 Ownership of the web

The questions ‘Who owns the Web?’ or ‘Who owns the Internet?’ come up from time to
time. The implications of the answers are crucial to a good understanding of the nature of
information on the Web.

First, let’s get the nomenclature correct. The Internet is the physical network over which
information can flow. The World Wide Web (WWW) is a collection of sites where we can
access information via the Internet.

So the question is now in two parts. Who owns the Internet? (i.e.: the physical network)
and Who owns the Web? (i.e.: the collection of information we can access)?

Who owns the Internet?

The Internet is an enormous network which has spread throughout the world. One could
say that it is owned by many, many organisations but that is not quite correct. It would
be more accurate to say that many, many organisations own their particular part of it.

Consider how the Internet evolved. There were a number of scientific research organi-
sations each with a network of computers and terminals. It was agreed to connect these
together. Each organisation owned its own network. Gradually more and more commercial
and organisation networks were created and joined together. The idea can be likened to
the road network on the European Continent. Each country builds and pays for its own
roads but it is possible to drive between any two points on the continent because the road
network of each country is connected to the next country.

Luckily it is worthwhile for each part of the Internet to pay its own way to get the benefit
of being connected to the whole network.
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13.2.6 Who owns the Web

The other part of the question, who owns the websites, is similarly answered. Each website
is owned and financed by an organisation or person . They alone have the rights to place
their own information on the website.

So Governments will want to have websites to put up information for their citizens to be
able to access. Commercial organisations will want to put up websites with information
about their products to encourage sales. Other information providers will similarly create
sites to distribute knowledge. Then there are millions of websites which are paid for and run
by individuals who want to present information about their hobbies, favourite pop stars,
family history etc.

So there is no one person or body responsible for what exists on the web. It is really quite
difficult then to enforce laws proscribing offensive matter because there is no overall control
and the offensive site can be situated anywhere in the World.

Tim Berners-Lee was the originator of the web and he saw it as a cooperative space for
the sharing of information among researchers. He was working at CERN. It still can per-
form that purpose but the main driving force is now by commercial interests . On-line
shopping is a very valuable sector nowadays and in the future there will be more and more
commercial uses.

However you should be aware of the very different forces influencing what is seen in the
search results. There are individuals, organisations and companies attempting to present
their own version of the truth, often in an even-handed way, but occasionally in an insidious
and very dangerous manner.

You must hone your validation techniques so that you can recommend websites which
really are what they purport. The concepts of the ‘grammar of the internet’ can be put
into practice here. Note that there are some truly shocking websites which lurk under the
most inoffensive names. We are not going to supply any examples of these!

13.2.7 Dark internet and the invisible web

Search engines have become the main means of accessing information on the Internet. In
the early days directories were used but these have now relinquished first place to the
search engines. This is due to the enormous number of websites. Their number has grown
exponentially and Google tells us that today there are over eight billion of them. There is
no way that all these sites could be viewed by a human reviewer and placed in a directory.
Our ability to find information on the Internet is now very much dependent on the qualities
of the chosen search engine.

This does mean is that, if there are websites which contain information which cannot prop-
erly be accessed by the search engine spider, then we will never see it listed in the results.
Indeed there are areas of the web which are never found at all by the searching spiders. A
current problem is with search engines being unable to index databases and other websites
which generate dynamic content . In other words, the content is not set out on the pages
of the website but is generated each time in response to a user accessing the site via a
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browser. Websites with some content not in HTML also cause difficulties. Examples are
proprietary text formats or multimedia. PDF files have also been problematic.

If the search engines are not able to find the information then the only hope of finding its
existence is by using a Directory. There are specialised portals to ‘invisible’ websites. One
example is www.invisible-web.net which includes a directory of some of the best resources
the Invisible Web has to offer.

You can read more about the Invisible Web here:

http://oedb.org/ilibrarian/invisible-web/

http://www.lib.berkeley.edu/TeachingLib/Guides/Internet/InvisibleWeb.html

13.3 Create and implement a complex search strategy

13.3.1 Designing a complex search strategy

In Outcome 2 we looked at the theory of search logic – Boolean logic, wildcards, non-
obvious search terms, grammar of the Internet, search engine operation and syntax, ranking,
ownership of the web, the Dark Internet and invisible web. In Outcome 3 we consider how
to apply all of this knowledge in order to design the best strategy for any inquiry. If you
are not confident of your knowledge and understanding of the Outcome 2 topics, you will
find in beneficial to revise that section before proceeding further with Outcome 3. You can
return to the ICTL home page by clicking on the ICTL logo at the top left of the page and
navigate to Outcome 2 from there.

Complex searches fall into two broad categories:

• 1. You may want to locate a single piece of specific information.
• 2. You may be asked by the enquirer to retrieve everything you can on the topic.

Locating a piece of specific information

What makes the search complex is that this information is not easy to find. For this type
of search, you are likely to use one or more search engines. The skill lies in choosing your
search terms and combining these into a search statement which will yield the required
results.

Alternatively, you may know of an authoritative site on which this information will
definitely be found. In this case, you will use the URL of the site and then carry out a
search within that site for the required information. You should bookmark sites which you
find especially useful. You can arrange these in your “Favourites” in topic related folders.
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Retrieving everything on a topic

You may be asked by the enquirer to retrieve everything you can on the topic. In many
cases, to carry out this instruction to the letter would mean presenting the enquirer with
an overwhelming mass of material.
The skill lies in designing your search so that it results in a number of the most useful and
representative sites, which present sufficient, but not too much, information in the format
and style best suited to your enquirer.

For this type of search, in addition to search engines, you may need to use directories,
portals and databases . With practice you will learn which to use first in specific types
of enquiries.

Useful Search Techniques

The key to efficient searching is to construct an appropriate search statement by choosing
and combining search terms. You will develop your skills in this with practice. Here are
some tips from experienced Internet searchers.

1. Enter what you consider to be the most important search terms first. For example,
rover cars rather than cars rover

ACTIVITY 3.1
Enter rover cars and cars rover into a search engine and compare the first 20 sites listed.
You will find the results differ, although some sites appear in the top 20 listed in both
searches. rover cars is more likely to lead to sites which deal solely with Rovers.
2. Enter phrases in quotes (or the equivalent syntax as specific by the search engine).
Quotes instigate a search for the exact phrase e.g.: “internet search techniques” will
search only for these three words next to each other and in this order. Without quotes,
your search will also look for all three words but they could be anywhere in the document
e.g.: internet search techniques could lead to sites discussing police search techniques
for suspected internet crime.
3. If you are specifically seeking UK information, either ask to search UK sites only (if the
search engine permits this) or add uk as a search term
4. Do not limit yourself to what we, as library staff, think of as indexing terms. Searching
the Internet is different from consulting a printed index. So enter as search terms words that
you would expect to find in the text. For example, in a search on teenage health problems,
you might use search terms such as bulimia, anorexia , or eating disorder .
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More useful search techniques

5. Look for distinctive, specific words or phrases which apply to your search topic. This is
the best way of narrowing the search to relevant sites. agoraphobia, English madrigals
and peregrine falcon are examples.
6. Remember synonyms and variant spellings. As much of the Internet content originates
from the United States, it is particularly important to remember Americanisms e.g.: trunk
instead of boot of a car; checking account instead of current account .
7. When searching on names of individuals or organisations, put these in quotes so that
they are a phrase – “Melvyn Bragg”; “Royal Society for the Prevention of Cruelty
to Animals”
8. When searching for information on an organisation, especially commercial companies,
using the organisation’s name as a search term often does not lead to the organisation’s
own web-site but to other sites in which the company is mentioned. (This is a result of
the ranking methods used by search engines.) You may be more successful by using the
organisation’s postcode and/or telephone number as search terms.
9. Use nouns rather than verbs as search terms, wherever possible. The reason underlying
this is that nouns are frequently more specific than verbs.

10. If you are aware that one of your search terms is ambiguous, add additional terms which
define the area in which you are interested. You will find that “michael jackson” “wine
critic” uk leads to sites which are less likely to have a connection with the well-known pop
singer.

13.3.2 Reviewing search terms in the light of results –
broader/narrower/related terms

It is important to keep reviewing your search strategy and, in particular your search state-
ment, as the search is underway. Ask yourself: Am I finding too much or too little infor-
mation?

• Is the search generating a number of sites which are unconnected, or only loosely related,
to the topic?

• Is there a slant to the topic which my search does not appear to be including?

In order to refine your search, you must be able to use terms which are broader or narrower
than or related to your original search term. The words broader, narrower and related are
self-explanatory. A good example which clearly illustrates the concept is:

initial search term - Great Britain
broader term - United Kingdom (The United Kingdom includes Great Britain)

narrower terms – England, Scotland, Wales (Great Britain includes these three nations)
related term - Northern Ireland (Northern Ireland is related to Great Britain in that GB
and NI make up the United Kingdom)

QUESTION TextEntry1: Search term terriers
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At each stage you should review the search statement, considering if it is appropriate to
change the search terms.

Changing search terms

Where the key terms selected initially are yielding too much information, you should move
to the use of narrower terms. A knowledgeable client might be able to advise you here.

Where the key terms selected initially are not yielding sufficient information, you should
move to the use of broader or related terms.

Using a directory may help you identify broader, narrower and related terms within its
structure.

ACTIVITY 3.2
Enter aeroplanes into the search box on Surfwax. When the next screen appears which
summarises the search results, click on Focus and this will show you a selection of Similar,
Narrower and Broader terms for aeroplanes .

13.3.3 Collection and presentation of results

The results of your search should be presented in a structured way which facilitates under-
standing by the client.

This may require you to extract or summarise information from one or more sites. If you do
this, it is important for the client to be informed of the source(s) of the information found
so that the client may explore the information further if they wish.

The result of the search might be a bibliography of web references or references to in-
formation sources in print, audio or video formats. You must quote any such references
using a recognised format, for example, as in ISO 690. ISO 690-2 specifies the elements
to be included in bibliographic references to electronic documents. It sets out a prescribed
order for the elements of the reference and establishes conventions for the transcription and
presentation of information derived from the source electronic document.

Here is an example of an electronic citation.

Monibot, George (2014) ”How we ended up paying farmers to flood our homes”.

Accessed via http://www.theguardian.com/commentisfree/2014/feb/17/
farmers-uk-flood-maize-soil-protection (19 February 2014).
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Before proceeding, state what you think the elements in this citation mean:

Monibot

George

2014

How we ended up paying farmers to flood our homes

http://www.theguardian.com

19 February 2014

Electronic citations

The elements of the citation are as follows:

Monibot - Author’s surname

George - Author’s forename

2014 - Date of publication of item

How we ended up paying farmers to flood our homes - Title of item

http://www.theguardian.com - URL for website on which item was found.

19 February 2014 - Date this site was accessed

Note that because web pages change constantly and can disappear it is important to give
the date on which the site was accessed.

Presenting information to the client

You should devise a logical structure for presenting the information to the client. The
most commonly used structures are based on these arrangements:

• Alphabetical
• Chronological
• Geographical (grouped by country, region or town)
• Topical (grouped by sub-topics)
• Categories (e.g.: type of organisation – public, private, voluntary)
• Accepted hierarchies (e.g.: biological taxonomy)
• Sites presenting one point of view, followed by sites presenting the opposing arguments

QUESTION TextEntry1: Traffic Congestion Search
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13.4 Evaluate websites located in a complex search

13.4.1 Evaluating websites

Information on the Internet presents greater problems regarding reliability than informa-
tion found in reference books and other materials in public libraries which have undergone
a rigorous selection process. So ALL information found on websites must be critically
evaluated . The more complex the search, the more necessary it is to apply sophisticated
evaluation techniques.

Before proceeding, make a list of criteria you might apply to assess the suitability of a
website found as a result of carrying out a complex information search

Evaluation criteria

We have noted the following nine criteria:

• Authority
• Credibility
• Accuracy
• Bias
• Emphasis
• Currency
• Clarity of presentation
• Use of multimedia
• Ease of use for visually impaired clients

We shall now look at each of these in more detail.

Authority

Here you need to consider the expertise and reputation of the organisations or individu-
als connected with the website. When the information is explicitly attributed to an author,
you can assess their reputation. Thus information supplied by an acknowledged expert in
a field or found on the website of a well-known and respected organisation carries a lot of
weight.

Of course a website may give no direct clues as to authorship and hence authority. In
this case you can try to find out who owns the site. In Outcome 2 of this unit, we covered
examining the URL of the website and carrying out a WHOIS search to find out this type
of information.

In searching for information about horse breeds you might come across this site: http:
//www.ansi.okstate.edu/breeds/horses/
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Remembering Outcome 2, what type of organisation does this URL suggest?

.edu tells us that this site belongs to an educational institution in the Unites States. In
fact, the site is that of the Department of Animal Science of Oklahoma State University and
therefore you can expect an amount of authority. Note that some colleges and universities
allow their students to create home pages which are not authoritative in the least. You can
usually spot this by the name of the student in the URL.

Tracing website ownership

If you were obtaining information about travelling in South Africa, you might come across
this site http://www.springbokatlas.co.za/

From the two domain name extensions you can see that it should be a commercial site (.co)
and it is registered as a South African site (.za) You need to access the whois for South
Africa. You can do this by searching for it. You can find it here: http://co.za/whois.
shtml

ACTIVITY 4.1
Carry out this whois search.You can see that http://www.springbokatlas.co.za/ is reg-
istered by the travel company and at the same address as the travel site in Cape Town.
That gives a bit of confidence that it is a real company and not a fraudulent ‘front’.

Of course it is pretty rare that a respected organisation’s website would not very explicitly
feature its own name.

You may have to either omit the information found on a non-attributable website or give a
strong health warning to the client regarding its usefulness.

Credibility

If the author or organisation is unknown to you, you have to check out their credibility.
Regarding a named but unknown author:

• a) there may be a section on the author’s credentials , giving qualifications etc. – you
can check out these details.

• b) if no credentials are supplied you can simply carry out a search on the authors’ name
.

What would you look for in the search results?

You might be convinced by such things as:

• positive references to their names in other articles on respected sites
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• biographical information showing that they have relevant qualifications or work experi-
ence

ACTIVITY 4.2
When carrying out a search on the history of nuclear physics, you have found a site which
quotes extensively from the research of someone called Norman Feather . Carry out a
search to determine who this person was and whether or not he was a respected scientist of
his time.

A mark of credibility is in the citing of sources for the information. If the unknown
author cites only her/his own sources then you have no clue.

Evaluating credibility

You can evaluate a site to some extent by looking for references to it on other reputable
websites. You can check which sites link to or reference the website being validated simply
by searching on its URL. Enter the URL into a search engine and it should return a list of
websites where the URL is found.

ACTIVITY 4.3
Try this out by searching on www.qca.org.uk which is the URL for Qualifications and
Curriculum Development Agency www.qcda.gov.uk. You will find links to many respectable
curriculum related sites, including government departments.

We have now covered a variety of methods which can be used to establish the authority
and/or credibility of websites. With experience you will know which method(s) are best in
any instance. The next activity provides an opportunity to practice using different methods.

ACTIVITY 4.4
Check reliability of each of the following web pages for authority and credibility:

• http://www.nasa.gov
• http://blogs.sun.com/roller/page/dcb/?anchor=rocket_science_open_
standards
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• http://www.apogeerockets.com/
• http://www.bbg.org/gar2/pestalerts/
• http://www.rbgsyd.nsw.gov.au/plant_info/pests_diseases
• http://www.care2.com/channels/solutions/outdoors/444
• http://webarchive.nationalarchives.gov.uk/20060711093022/http://www.met.
police.uk/history/ripper.htm

Accuracy

Verifying the accuracy on information in a complex search has particular problems for the
information professional who cannot be a subject specialist for every search area. The
accuracy of factual information can usually be assumed to apply to reputable sites but even
then you need to cross check using more than one site wherever possible. You certainly
cannot supply information from sites with dubious authority/credibility without a caveat.

You must of course use your common sense . You can detect obvious mistakes e.g. a
road-based car is not going to travel at 2000 miles per hour although it might in exceptional
circumstances reach 200 mph. With more specialised data, you may still be able to get a
feel for the numbers and simple mistakes will stick out.

Bias

Here you are looking to see if only one side of an argument is given. Many websites by their
very nature present information from only one viewpoint and are thus biased. It is worth
examining the URL and whois information. A commercial site is not going to criticise its
products negatively. If the site is a personal one, you may be looking at the one-sided views
of a ‘crank’. If the site is sponsored by a dubious organisation, you may only be able to find
this out by looking at the whois data. Of course even well known experts can be biased in
their opinions.

While such information need not necessarily be excluded from the results presented to the
client, you must indicate any identified bias and, if possible, provide information from
another sources which present opposing points of view. This is particularly important when
the client is seeking information on potentially contentious matters such as politics, religion,
race or issues related to pressure groups.

One of the most obvious areas where bias is shown is health information . Some sites are
simply promoting dubious or unproven therapies with a view to selling their own “medicinal”
products. You must make doubly sure that any sites found as a result of a search on a
medical topic are reputable.

ACTIVITY 4.5
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As an exercise in looking for bias in websites, search for a pair of websites giving opposing
points of view on the following topics:

• Cats make better pets than dogs
• HRT is the only way to go
• Why wind farms are bad
• Petrol is greener than diesel

Have a close look at the arguments. Note how convincing some of these one-sided views
can be.

You may be lucky when searching for information in a contentious area in that your initial
search results in several sites giving the different viewpoints. However, if not, you must be
prepared to actively seek out websites giving alternative views.

Emphasis

This differs from bias in that it is the omission of information rather than deliberate over-
emphasis of one point of view. For example, US sites may devote little space to British
developments. Another pertinent example is that sites for UK government departments
may include information only for England on devolved issues.

You should be aware that emphasis can be more difficult to detect than bias. A solution is
to apply the technique of cross checking with other sites on the same topic.

Health topics are an excellent example of where emphasis can creep in because of the
differing approaches to medicine in different countries.

ACTIVITY 4.6
Insert the search term “chronic fatigue syndrome” into a search engine. Note how the
majority of sites which appear are from the United States. Examine the sort of information
on these sites. How useful would it be to an enquirer from the UK?

Now repeat the search using “chronic fatigue syndrome” uk . Examine the sites listed.
We are sure that you will find them more useful sources of information for a client in your
library.

Currency

In using the Internet you often come across websites which are seriously out of date . In
fact some of them are actually abandoned and will never be updated again. When you use
websites in your information searching, you must make sure that the information is current.
Of course with a reference book you can look at the publication date. However for websites
it is not just so easy.
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Before proceeding, jot down some points you could look for on a website to establish its
currency.

Establishing currency

We can think of a few possible ways of establishing the currency of a website. Obviously
they depend on finding date information. This can be explicit:

• You can check the “Last revised” date on a website. Remember though that this may
only indicate the last time a change was made to a particular part of the website and
that it does not imply that all the content was updated on that date.

• You can look to see how recent are the publication dates of the documents referred to
on the site

• You can look out for dates quoted within text and make an estimate of currency
If there are no actual dates mentioned, you will need to look for implications of dates.

• You can look for regulations or laws mentioned in the site and find their dates of
introduction.

• You can look for the names of institutions or Government departments. These do
change name and can be used to give a date range.

• You can look for the names of personalities involved in the topic which can show cur-
rency.

• Finally you can simply look for reference to recent news items which will date the site’s
information.

ACTIVITY 4.7
Look at the following websites which all provide dynamic information and note the evidence
which indicates that each has been recently updated.

• http://www.bankofengland.co.uk
• http://mascotsuk.com/
• http://www.thisismoney.co.uk/
• http://easyjet.com/en/book/index.asp
• http://www.blenheimpalace.com/

Currency indicators

We noted the following points:
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Bank of England – lists recent working papers, conference reports etc.
Mascot – states on home page “Site last updated [date]”
This is Money – states on home page “latest news on [date]”
Easyjet – the earliest date for booking is today’s date
Blenheim Palace – the list of events is completely current.

Before proceeding, can you think of a flaw with the method we used to check the currency
of the Blenheim Palace site?

Problems in establishing currency

In our Blenheim Palace example, we have established that their events calendar is current.
This site also has a section on Properties to Rent. We cannot assume from the fact that the
Events information is up-to-date that this section too has been updated (although clearly
it would make good commercial sense for Blenheim Palace to make sure that this is done!)

Previous versions of a Website

The wayback machine at http://www.archive.org allows previous versions of websites
to be browsed so that the history of a site may be viewed. This can allow you to get a
feeling for how it has developed. It also allows or will allow changes in thought or policy
to be observed by looking at a website at different points in time. You should, however, be
aware that this site is by no means comprehensive. It is possible for website publishers to
opt not to be archived. Also there is a limit to the amount of storage for the past websites.

In a complex search, it is likely that the results of the reference enquiry will consist of a list
of websites . This differs from a simpler search which might only consist of information
which you extract from a website.

Since the client will have to browse the resulting sites, some further points have to be
considered as to the suitability of the websites.

Clarity of presentation

You need to choose sites where the information is clearly presented.

Before proceeding, list the factors you would consider when assessing whether a site presents
information clearly.
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Presenting information clearly

You will want to make sure that the following points are satisfied:

• Is it easy to glean specific information from the site?
• Is the site easy to navigate around?
• Does the site avoid gimmicks such as unnecessary and obscuring graphics?
Unless you are in the position that very few websites provide the required information, you
can select the best, which satisfy the above points.

ACTIVITY 4.8
Look at http://www.eca.ac.uk/ It is difficult to find information on the site because of its
emphasis on visual gimmicks and use of multiple drop-down menus. Unfortunately a client
seeking information on this institution will have little choice but to persevere in using the
site.

Use of multimedia

The appropriate use of multimedia can enhance understanding and indeed provide addi-
tional information. However, some sites include multimedia such as Flash introductions,
which at best are annoying and at worst put off the client due to the delays caused. If the
connection to the Internet is not fast broadband, then the delays can be intolerable.

ACTIVITY 4.9
Here is an example of a site from a firm offering web design services

http://www.transcena.co.uk

We think its Flash introduction is unnecessary and does not add anything to the information
provided. See if you agree with us.

Some sites offer the option of a Flash and non-Flash version. Look at http://web.archive.
org/web/20050113090553/http://www.blackburn.ac.uk/ and compare the operation of
both versions. Which do you prefer?

For some searches, information in multi-media format is useful or even essential. You can
make this one of your selection criteria. Often just typing video as one of your search
terms will lead to sites which have video clips (It can, of course, also lead to sites which
are selling videos). We tried jfk, assassination, and video which led amongst others to
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http://www.courttv.com/onair/shows/kennedy/vintage_video.html where video clips
can be played.

If sound files or sound tracks of movie clips are used, these may require loudspeakers to
be available or, more likely in libraries, headsets to be used. Clearly sites where essential
information is presented audibly are not appropriate for the hearing impaired.

Ease of use for visually impaired clients

There are two main areas which should be considered for the visually impaired client.

It may be that a client can use text on the monitor screen if it is very clear and perhaps
large size. Here it is necessary to check that the website text is not partly obscured by
background graphics such as a watermark effect . Other considerations are whether the
text size can be increased by the user and if there is a text only version of the website.

The colour of the text and the background can also influence visibility. It is gen-
erally accepted that bright orange, yellow and red backgrounds make text difficult
to read. http://web.archive.org/web/20040710220451/http://www.dundee.ac.uk/
djcad/courses/details.php?s=3 is an example.

Another practice to be avoided is white or pastel coloured text on a dark background. In
a previous version http://web.archive.org/web/20040101101704/http://battle1066.
com/ the banner headline above the coat of arms in this site is difficult for even those with
perfect vision. You can compare this with the latest version at http://www.battle1066.
com/ http://www.abelard.org/technology/net-searching.php Much of the text here
is almost illegible.

At the level where the client is unable to read text from a monitor screen a text to speech
accessory must be used. For this to be a successful experience, the website must be clearly
laid out. Also it is important that all graphics have text descriptions. This is vital when it
comes to the use of graphics in navigation through the website.

There are guidelines for accessibility and although you cannot be an expert in this area,
you will find useful information on the following websites:

Two sites covering all accessibility issues: http://www.coi.gov.uk and http://www.
becta.org.uk/

A commercial site explains its approach http://www.santander.co.uk

The RNIB site http://www.rnib.org.uk/xpedio/groups/public/documents/code/
public_rnib008789.hcsp

Recent research by the Museums, Libraries and Archives Council tested websites
in the museums, libraries and archives sector and found that only 3% of these met
the accessibility criteria set for government websites. You can read more about this
research at: http://web.archive.org/web/20050503012040/http://www.egovmonitor.
com/reports/rep11278.pdf
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13.5 Reviewing the Effectiveness of a Search Strategy

13.5.1 Estimating the effectiveness of a search strategy

The client’s requirements should have been clearly specified during the reference inter-
view. The first stage in evaluation is to revisit that initial interview and consider if you did
indeed fully explore with the client all the aspects of the query.

ACTIVITY 5.1
Think of any complex information searches which you have recently carried out. Look back
to your initial reference interviews with the clients. Could these have been improved in any
way? Note down what you could do better next time.

Next you must review the results of the search against the client’s requirements and
consider the success of the search in these terms.

Before proceeding, outline the criteria which you would use to judge whether your search
strategy has been successful.

Criteria for success

We suggest that you would consider:

• Did the search produce results which were relevant to the client’s needs?
• Did the search produce comprehensive information ? i.e.: enough for the client’s
needs?

• And conversely, were the search results sifted in order to avoid deluging the client with
information?

• Did the search produce information which was reliable, up-to-date and covered all
aspects of the topic?

• Did you constantly have tomodify the search strategy during the course of the search?
And were these modifications a result of deficiencies in your original strategy?

• Did you meet the client’s deadlines for producing the results?
• Did your search strategy mean that the search was carried out as quickly and efficiently
as possible?

You should have no difficulty in applying the majority of the above criteria when considering
the effectiveness of your search. The final criteria relating to time and speed may be less
familiar to you.
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Time spent searching

Time spent on a search is a key evaluation criterion . Given enough time an unskilled
searcher could probably produce the required results, but an information professional should
be able to produce the requested information much more quickly.

You should consider if your search strategy produced the results in the minimum possible
time or whether any modifications of the search strategy would have yielded speedier results.
Key to this is the choice of search engines, directories, search terms and logic.

Finally, do remember that it may not be possible in all cases to fully satisfy the client’s
requirements. (If this is the case, you will have explained the reasons for this to the client,
e.g. information does not exist in the format specified, and proposed some alternatives if
this is possible.)

Failing to fully satisfy the client’s requirements is not in itself a criticism of your search
strategy. If the information does not exist, the best search strategy you can devise will not
uncover it. It does, however, give you a pointer for the next time you are asked to carry
out a similar information search. If you have doubts as to the existence of the information
requested, share this with the client right at the start so that they are not disappointed
later.

13.5.2 Measuring the cost of a search

The cost of an information search arises from two components. The cost of staff time
(yourself and colleagues) dedicated to the search and direct costs , i.e.: anything which
has actually to be paid for.

An effective search strategy should mean that staff time input is minimised , thus keeping
down the cost of the search. It can be easy to overlook the cost to the library service of
staff time because public libraries do not normally charge for this. Commercial libraries
often ask library and information staff to log the time spent on information searches and
the enquirer’s department is then billed for this.

We are not suggesting that you formally log time spent – merely that you keep aware of
roughly how much time you are devoting to any information search and whether this is
justified. If you find yourself devoting an inordinate amount of time to any search, ask
yourself whether you should:

• modify your search strategy
• ask advice from a more experienced colleague
• ask a more experienced colleague to take over the search for you
• abandon the search at this point, explaining the reasons for this to the client.

Before proceeding, note down any direct costs which you think could be associated with an
information search on the Internet?
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Direct costs

Direct costs could include:

• Telecommunications charges
• Fees for subscription sites
• Charges to download particular documents
• “Pay-per-view” costs for commercial sites

Telecommunications charges will have been paid by your library service. They represent a
fixed overhead and so you do not need to try to calculate them for any search.
Where a library service, has decided to subscribe to a particular information source, there
will be good reasons for this. A knowledgeable person has decided that the subscription site
provides better information than is available on free sites. Indeed the subscription service
may provide the only information available. You should therefore familiarise yourself with
the content of subscription sites and their charging structures .
Downloading and pay-per-view charges can mount up. Before using such infor-
mation, always consider if there is an appropriate alternative source which is free of
charge. An interesting article on the development of ”pay for content” Internet provision
is found at http://web.archive.org/web/20040206000441/http://www.demonatthus.
net/news/n-a030407a.html

Another cost which can be considerable relates to printing and/or copying the search
results. This can be minimised if you supply the results to the client in electronic format
wherever possible.

13.6 Use ICT to set up current awareness and alerting
services

13.6.1 Determining current awareness requirements of clients

You should begin by establishing an information profile for the client. This will provide
information about what information the client needs and the quantity, level and format
of the required information. It will also specify any constraints, such as deadlines for
completion, currency of information and language and note any special needs that the
client might have:

Example Information Profile
The following information profile might suit a client who wants to be kept up to date on
happenings in the Scottish Parliament:

Client name: Joseph Grant
Email address: jgrant@btinternet.com
Age: 35
Education: Completed six years secondary school
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Information Required: Regular updates re Scottish Parliament
Quantity: Brief summary with links to full stories
Level: Literate adult
Format: Daily digest
Deadlines: Wants to start ASAP
Currency: Updated daily
Language: English
Special Needs: None
You can find an example of online profile form at:

http://web.archive.org/web/20060705204606/http://sciweb.lib.umn.edu/
general/profile.phtml

Establishing an information profile

Establishing an information profile uses essentially the same skills and techniques as the
first part of this unit, i.e.:

• Reference interview techniques
• Eliciting information and advice from clients
• Determining the nature of detailed information to be provided– quantity, level, format
• Constraints – deadlines for completion, currency of information and language
• Special needs of the client

If you want to review these topics, you can click the ICTL logo at the top left of the page
to return to the Unit 6 home page and navigate from there to Outcome 1 of this unit.

In addition to establishing the nature of information required, what else would you need to
agree with the client in order to provide a satisfactory current awareness service?

It is also essential that you should agree the update frequency with the client. e.g.: weekly,
monthly, whenever a change occurs, on-demand etc.

Costs

You should take into account the costs (in staff time or subscriptions to commercial services)
of providing updates and should be realistic about their frequency. Remember that your
time costs money and it is unrealistic to spend disproportionate amounts of it in meeting
the needs of a small number of clients.

Also, commercial services can be expensive to use : if you do not already subscribe to
a service, it may be uneconomical to do so to meet the needs of a small number of clients.
Some commercial services also incur a usage charge, in which case you must ensure that
this is not excessive.
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13.6.2 News services

A news service is one which provides regular updates on topics commonly regarded as news,
i.e.: those topics covered in newspapers and television or radio news broadcasts, such as
current events, politics, sport etc.

News is a distinct category for current awareness because of the need for immediate
notification of breaking events as well as regular summaries . There are a wide variety
of news sites to choose from.

Three methods of delivery may be distinguished:
• daily digest via e-mail. This gives the subscriber a brief daily summary of newsworthy
events, usually with links to more detailed stories.

• breaking news events by e-mail. This lets you receive instant details of new stories,
more or less as they break

• online news ticker permanently visible on the computer monitor. This scrolls news
headlines continuously across the bottom of the screen and is updated with new stories
as they happen. It often provides hotlinks to more detailed coverage.

All three have their own advantages and disadvantages. The daily digest is non-intrusive
and allows you to follow up such stories as you choose, but you only receive updates once
a day. The breaking events coverage lets you know as soon as something happens, but you
have to check your email to see it. The online news ticker lets you know about new stories
instantly, but some people find it an annoyance having it on the screen all the time.

Some e-mail delivery services allow the use of filters, which give an element of choice of
news topics delivered. If you are setting up a news delivery service for a client, it is vital
that you use this filtering in order to tailor the service to the client’s needs.

Daily digests

You can obtain a daily digest from the following sources:

• BBC: http://newsvote.bbc.co.uk/email/news
• Google: http://www.google.com/alerts?hl=en
• The Scotsman: http://auth.jpress.co.uk/login.aspx?ReturnURL=http%3a%2f%
2fwww.scotsman.com%2ftemplate%2fEmailPreferences.aspx&SiteRef=SCOT

ACTIVITY 6.1
Choose one of the above services and sign up to receive a news digest. Remember, you can
always cancel it later if you don’t like it.
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Breaking news

You can obtain breaking news alerts from the following sources:

• BBC: http://news.bbc.co.uk/1/hi/help/3533099.stm
• Google: http://www.google.com/alerts?hl=en

ACTIVITY 6.2
Choose one of the above services and sign up to receive breaking news stories. Remember,
you can always cancel it later if you don’t like it.

Online tickers

Online tickers are available from the following sources:

• Reuters: http://www.microsite.reuters.co.uk/ticker/uk/godownload.htm?src=
marketing

• BBC: Currently being upgraded, but check at http://news.bbc.co.uk
You can find a list of news tickers at: http://www.journalismnet.com/choose/
newstickers.htm

It’s unlikely that you could install these on library machines due to security restrictions,
but you might have to explain to clients how to put tickers on their own PCs.

ACTIVITY 6.3
Go to http://www.journalismnet.com/choose/newstickers.htm and look at the tickers.
Which ones look as if they might be useful to you and why?

News aggregators

One relatively recent development is the use of news aggregators , using an XML format
such as RSS, to receive relevant news headlines.

XML stands for eXtensible Markup Language and is a standard format for computer-
readable documents which makes it straightforward to process them automatically.
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RSS stands for Really Simple Syndication . It’s a method of describing news or other
Web content that is available for syndicating (i.e.: feeding or distributing) from an online
publisher to Web users. The term “syndication” derives from the newspaper industry prac-
tice of sharing content between different papers. A column or a cartoon (such as Peanuts)
which appears in numerous different papers is described as “syndicated”.

There is a useful introductory article at:

http://www-106.ibm.com/developerworks/library/w-rss.html?dwzone=web

and another at:

http://news.bbc.co.uk/1/hi/help/3223484.stm

A news aggregator is a software application that collects syndicated content from a
variety of sources and displays it as a single web page. A website may incorporate aggregator
features by republishing syndicated content on one or more of its pages. Aggregator features
also can be added to other client software, such as Web browsers, e-mail clients, weblog
creation programs, or media player programs, to allow these programs to display syndicated
content.

You can get more information from: http://en.wikipedia.org/wiki/News_aggregator

News providers

Another way to make the topic choice more focused is by the choice of provider. The
FT ticker would be a good choice for stock market data. If you carry out a sim-
ple search on Google, an array of sites providing specialised news will be found, e.g.:
www.bunkerworld.com offers both an e-mail delivery service and a news ticker devoted
to the happenings in the world of bunker fuel.

ACTIVITY 6.4
Use Google to find specialised news providers on the following topics:

• The Middle East
• ComputingTake a note of the two most interesting ones in each category.

The ones we found included the following:

The Middle East
• Globalvision News Network: http://www.gvnews.net/html/index.shtml
• AME Info: http://www.ameinfo.com/45876.html
• Gulf in the Media: http://www.gulfinthemedia.com

Computing
• SearchMobileComputing: http://searchmobilecomputing.techtarget.com
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• News.Com http://archive.is/20121208135346/http://news.com.com/
• Network Computing http://www.networkcomputing.com/netnews/

13.6.3 Website updating services

Some commercial websites offer an alerting service detailing new products. Of particular
interest to library professionals are the alerting services of journal and book publishers. For
journals, it is possible to get the table of contents and sometimes abstracts of the articles.
One example is the content alerting feature in http://www3.oup.co.uk/jnls/ for Oxford
University Press Journals.

ACTIVITY 6.5
Go to http://www3.oup.co.uk/jnls/ and sign up for alerts for one or more of the OUP
journals.

For book publisher alerting services it is possible to include filters to receive information on
particular types of books. An example is the Mailing List feature on www.heinemann.com
Booksellers also offer alerting services, with www.amazon.co.uk being an obvious example.

ACTIVITY 6.6
Go to www.amazon.co.uk and subscribe to their alerting service by clicking on the New for
You link in the left-hand column.

You can find links to the website alerting services of many major publishers and vendors
at: http://www.lib.cuhk.edu.hk/information/publisher.htm

ACTIVITY 6.7
Go to http://www.lib.cuhk.edu.hk/information/publisher.htm and sign up for one
or two alerting services which look useful to you.

Alerting services are not confined to books and journals. For example, Stay Smart Online
(http://www.ssoalertservice.net.au/view/80956e10461f4446acbcab5cae348a0c) is
a Australian Government service, designed to provide small businesses with accurate, plain
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English advice to help protect computers, mobile phones and other devices from malicious
attack.

Monitoring websites

The contents of websites change and often do so at unpredictable intervals. If you want to
be notified when the contents of a website change, without having to connect to it frequently
to check, you can set up an alert to notify you of any changes. If an alert can be set up it
can solve two problems. Firstly if there is a substantial change to an often-recommended
site, you can check up to see if must be re-evaluated for recommendation. Secondly, if data
contained in a site is updated at say annual intervals, it is useful to know when the new
data becomes available. This is similar to knowing that a new edition of a reference work
has been published and needs to be purchased.

Some websites offer to notify subscribers automatically if changes are made, but there are
a number of tools available which allow you to monitor changes on any website, e.g.:

• Website Watcher http://www.aignes.com/features.htm

• Check and Get: http://activeurls.com/en/

ACTIVITY 6.8
Download an evaluation version of the software from one of the sites given above and use
this to set up alerts fro two or three websites you visit frequently.

13.6.4 Creating a current awareness system for your own organisation

A current awareness service is a service or publication designed to alert scholars, re-
searchers, readers, customers, or employees to recently published literature in their specialist
field(s). Current awareness systems are usually available in special libraries serving com-
panies, organizations, and institutions in which access to current information is essential.
Such services can be tailored to fit the interest profile of a specific individual or group. Some
online catalogues and bibliographic databases include a ”preferred searches” option that al-
lows the library user to archive search statements and re-execute them as needed. Current
awareness services are sometimes referred to as selective dissemination of information
(SDI) .
Internal current awareness systems have traditionally involved the physical circulation
of print materials to clients. These have now been replaced by electronic versions. This
includes identification of relevant materials which match the client’s information profile.
The materials might include internal documents in electronic or print format.

You should be able to identify relevant print or non-print materials from journals, reports
etc. Where such are available only in print format, you should give a reference and a
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brief description. You should be able to operate a system for e-mailing information to
clients within the organisation at agreed intervals and set up web-sourced current awareness
services for internal clients.

You can find lots of links relating to current awareness services for librarians at the following
sites:

http://www.city.academic.gr/special/libproject/LIBRARY_SITE/information_
services/LIBRARY_SERVICES/alerting_services.htm

http://www.lboro.ac.uk/departments/dis/disresearch/ascas.html

Although these are university library sites, much of the content is applicable to public
libraries.

You can find a long list of available current awareness and alerting services at the following
location:

http://www.tru.ca/library/guides/current_awareness/current_awareness_a-z.
html

ACTIVITY 6.9
Draw up information profiles for one or two of your colleagues and set up current awareness
services for them by using some of the resources mentioned in the sites listed above.
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14 Educator

This page is designed for the use of students undertaking the Level 8 PDA (Advanced
Diploma ICTL1) in Applications of ICT in Libraries .
These qualifications were developed by the Scottish Library and Information Council
(SLIC) 2 and are validated by the Scottish Qualifications Authority (SQA) 3

Carrying Out the Educator Role is an optional unit in the Level 8 PDA programme.
Information regarding the background to the courses , content and certification
opportunities can be obtained by following the Level 7 (Diploma ICTL4) or the Level
8 (Advanced Diploma ICTL5) links.
Further information can be obtained from angela.lees@sqa.org.uk

14.1 Establishing ICT training needs for individuals or
groups

14.1.1 Training needs analysis

Before embarking on designing and delivering any training programme you must establish
your precise objectives. This means determining:

• 1. the existing skills, knowledge and competences of each of the learners
• 2. the skills, knowledge and competences the learners require in order to operate effec-
tively in their existing work role or to progress to a different work role

• 3. And, from 1 and 2, the gap in skills, knowledge and competence which the training is
designed to address.

It will be the objective of your training that each participant learns enough to eliminate
this gap.

This process is often called a Training Needs Analysis (TNA) or Learning Needs
Analysis (LNA) . For Outcome 1 you must demonstrate that you can carry out a straight-
forward TNA for individuals and groups of learners.

The first step then is to make an accurate estimate of the learner’s current competence.

1 https://en.wikibooks.org/wiki/Advanced%20Diploma%20ICTL
2 http://www.scottishlibraries.org/
3 http://www.sqa.org.uk
4 https://en.wikibooks.org/wiki/Diploma%20ICTL
5 https://en.wikibooks.org/wiki/Advanced%20Diploma%20ICTL
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Before proceeding, outline what may happen if you embark on delivering training without
ascertaining the existing skills, knowledge and competence of your learners.

TNA problems

There are two equally damaging scenarios.

At one extreme you may have overestimated the learners’ skills and knowledge. You
therefore pitch your training at too high a level. If you are lucky, the learners will point
this out to you and you may be able to think on your feet and do a quick redesign of the
training.

However, if you find yourself having to devote a considerable amount of time to bringing the
learners’ skills and knowledge up to the point at which you thought you would be starting
from, you will be unlikely to be able to achieve the final learning objectives in the original
timescale.

If you have overestimated the skills of only one or two members of a learning group, it is
quite likely that they will not draw your attention to this. Instead they will sit quietly, not
wishing to appear foolish in front of their colleagues. In this situation they will learn little
and will become demotivated and disinterested.

At the other extreme you may have underestimated the learners’ skills and knowledge.
You will then find yourself delivering training which covers areas which they already know
– “teaching Granny to suck eggs”.

Your learners are likely to become quickly disenchanted and possibly aggressive. If this
applies to only one or two in a learning group, these learners are likely to switch off and
may distract other group members.

From these examples, you can see the importance of really knowing your learners before
you start.

Estimating ICT Competence

Learners may have acquired differing levels of ICT competence through:
• formal training in the workplace
• experience in the workplace
• off-the-job training such as an ICT course at school or college
• personal development and experience outside work.
Where skills and knowledge come from non-workplace environments, it is important to
make sure that they are transferable into a workplace setting. ICT skills and knowledge
usually do transfer readily. Thus your TNA should relate to competences from both work
and non-work environments.
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Establishing ICT training needs for individuals or groups

The obvious place to start is with the learners themselves. However, people are, depending
on their personality, often inclined to underplay or alternatively exaggerate their ICT com-
petence and experience. So you will wish to corroborate the learner’s estimates of their
competence through hard evidence or the views of other people.

Before proceeding, think of who else, apart from the learners themselves, might be able to
provide you with useful information on a learner’s ICT competence.

Sources of information regarding ICT competence

You might usefully consult some or all of the learner’s:

• line manager or immediate supervisor
• colleagues
• previous tutors or trainers from within and outside your own organisation
• clients in the library who will have received a service from the learner which is ICT
related.

Before proceeding, note down as many techniques as you can which you might use to gather
information on the learner’s competence from the learner themselves or from any or all of
the people listed above.

Information gathering techniques

You might use some or all of:

• direct observation of the learner using ICT in the workplace
• examination of work samples or work records belonging to the learner
• practical tests and assessments of the learner’s use of ICT
• questionnaires or checklists covering key ICT competences
• the learner’s staff appraisal reports
• interviews or focus groups with learner, manager, colleagues, tutors, clients

Direct Observation

This is one of the most reliable methods for you to gauge the learner’s competence. You
will see for yourself exactly what they can and cannot do. You can supplement this by
questioning to extend to situations which occur rarely or would be emergencies. Use
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questions like ”What would you do if the system crashed at this point?” or “Can you think
of an occasion when what you have just done would not be appropriate?”

There are a few disadvantages with direct observation. The learner may feel nervous and
so under-perform. Alternatively, they may “play to the camera”, although this is usually
easily spotted. The main drawback is that observation must be done on a one-to-one basis.
It is therefore time-consuming. Another difficulty can be that you have to arrange a time
which is convenient to both you and the learner and when work conditions allow the learner
to carry out the specified tasks.

Examination of Work Products

ICT tasks often produce printed materials or electronic records which are stored in
the computer. These demonstrate clearly what a learner has been capable of.

Practical Tests and Assessments

You may be able to devise a short pre-training assessment which all learners will undertake.
Make sure that this assesses only the knowledge and skills which are directly relevant to
the proposed training (and, it goes without saying, to the work to which this training is
related).

Devising assessment material is a skilled task. It is always advantageous to have a dummy
run with a couple of volunteers who will give you unbiased feedback and point out any
ambiguities or deficiencies in the assessment. You may be able to get assistance in devising
assessment materials from your Training or HR Department.

Questionnaires or Checklists

Questionnaires or checklists can be completed by the learner themselves or by other people
who can give an informed opinion as to the learner’s competence. It is important not to
make these too detailed. You should home in on the key competences only.

Here’s an example of a checklist which might be used to establish a learner’s competence
in using applications under Microsoft Windows.

Please tick the box which best describes your ability to carry out each of the tasks below:
Task I have done this often and am confident

about my ability
I have done this quite a few times
and I would probalby be able to do
this in most situations

I have done this occasionally and
would need some reminders about
how to do it again

I have never done this

Run an application from the desktop
or by using the Start menu
Create a new folder
Open a document and use the Save
and Save As options
Save a document in different formats
Print a document
Cut, copy and paste within a
document, between documents and
between applications
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Staff Appraisal Reports

Staff appraisal documents are, of course, confidential . However, with the agreement of
the member of staff concerned you may be shown relevant extracts relating to ICT skills.

Interviews or Focus Groups

These an take place with learners, managers, colleagues tutors or clients and may be one-
to-one or group interviews. It is vital to obtain the consent of the learner before you invite
opinions from others as to the learner’s ICT competence. It is equally important to reassure
others that the learner has agreed to your interview with them. In some cases the learner
may be able to suggest appropriate interviewees who could provide valuable insight into
their ICT competence.

In all cases it is essential to start the interview by explaining the reasons why you are
exploring the learner’s ICT competence. It is good practice to use a checklist to ensure that
you get all the required information from each interviewee.

Areas of competence

You can use these techniques to profile the learner’s existing ICT skills in the areas of:
• hardware
• operating system environment (e.g.: Windows)
• packages used (e.g.: Word)
• the library’s own ICT management system
• the Internet

In Outcome 1 of Unit 3 we discussed in some detail the areas which you would want to
explore under each of these headings. If you want to review this material, you can click the
ICTL logo near the top left of the page to return to the Unit 7 home page and navigate to
the relevant Outcome from there.

Learning objectives

The next stage is to determine your learning objectives, i.e.: the skills and knowledge which
it is intended all learners should possess at the end of the training. These will usually be
related to:

• improving the learners’ competence in their current job
• preparing for planned new ICT devleopments which will impinge on the learners’
current job

• upskilling so that the learners can move on to a different job which requires increased
ICT competence.

To determine the required skills and knowledge, you can use the same or modifications of
the methods for assessing existing ICT competence
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Before proceeding, look at this list again:

• direct observation of learner using ICT in the workplace
• examination of work samples or work records belonging to the learner
• practical tests and assessments of the learner’s use of ICT
• questionnaires or checklists covering key ICT competences
• the learner’s staff appraisal reports· interviews with learner, manager, colleagues, tutors,
clients

Remembering that this time you are focusing on the end product of the training, amend
the list to show the methods you could employ.

Methods of gathering information

We think that this time you will lay more emphasis than previously on evidence from people
other than the learner. Of course, it is still important to consult the learner in order to
gain their views on the skills which they think they require. However, at this stage you are
likely also to consider:

• direct observation of others using ICT in the workplace, e.g.: staff already employed
in a post to which the learner may aspire

• examination of work samples or work records belonging to others, e.g.: a colleague
in a similar job to the learner who demonstrates greater ICT competence

• questionnaires or checklist s covering key ICT competences, e.g.: completed by man-
agerial or supervisory staff

• interviews with managers, supervisors and colleagues in similar posts or in promoted
posts

• literature provided by suppliers of new/upgraded ICT equipment which it is intended
to install in the library.

And finally having gathered all your evidence as to the existing skills and knowledge of your
learners and the competence which are the end result of the training, you can design an
appropriate training programme to upskill the learners to the required level.

Before proceeding, consider what approach you might adopt if your training needs analysis
establishes that the ICT skills of your small group of learners differ considerably.
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Dealing with differing skill levels

Your approach might be to design individual learning programmes for each learner
which they can work through independently of their colleagues.

However, it is probably more cost-effective to bring the skills of all group members up to
a common base level and then provide group training from that point on. You might, for
instance, arrange for three of the group to work through some basic ICT learning packages
in the library before you delivered some group sessions on simple Internet searching.

14.2 Selecting a delivery approach

14.2.1 Learning styles

We all learn in a variety of ways but each of us tends to have one learning style with which
we feel most comfortable. Many educational theorists have written about learning styles
and the implications of these for delivery of training. One well-accepted approach is that
of Honey and Mumford who identified four main learning styles:
• activists
• reflectors
• theorists
• pragmatists

According to Honey and Mumford, different learning activities are associated with each of
the four learning styles.

Activists

Activists prefer new experiences, opportunities to tackle problems and difficult
tasks . They like challenges, generating new ideas, brain storming, leading others. Their
philosophy is: ”I’ll try anything once”.

They tend to act first and consider the consequences afterwards. They are gregarious and
like learning in a group with other people, although they can tend to try to centre all such
group activities on themselves.

Reflectors

Reflectors are thoughtful people who prefer to collect all the facts and data and consider
every aspect of a situation before taking action.
They will listen to others’ opinions and experiences and learn from these. They are likely
to adopt a low profile in group discussions but enjoy observing other people in action.
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Theorists

Theorists prefer a clear structure, focus and purpose and will want to know exactly
what is expected of them. They like to have time to think logically about ideas and
situations and try to fit these into a pattern.

They learn by thinking problems through in a step-by-step, logical way. They like to analyse
and synthesise. They are uncomfortable with subjective judgements, lateral thinking and
anything flippant. They are happy to learn alone without group support.

Pragmatists

Pragmatists learn best through concrete activities which let them try out ideas, theories
and techniques. They like to have the opportunity to practice what they are learning with
feedback from a knowledgeable mentor.
As they are essentially practical, down to earth people who like making practical decisions
and solving problems, they tend to dislike long-winded and open-ended discussions.

Although each learner is likely to have one preferred learning style, everyone can use a
mixture of styles , depending on the type of learning and the occasion.
QUESTION TextEntry1: Different Learning Implications

Other approaches to learning styles

The approach of Honey and Mumford is just one way of looking at different learning
styles. If you wish to explore this further, you will find some good summaries of other
approaches at: http://www.learningandteaching.info/learning/experience.htm

Another way of categorising learners is to measure their attributes in terms of:

• 1. Active vs reflective
• 2. Sensing vs intuitive
• 3. Visual vs verbal
• 4. Sequential vs global.

You can learn more about these learning styles and their implications for design and delivery
of training at: http://www.engr.ncsu.edu/learningstyles/ilsweb.html

This also includes a short online questionnaire which you can be used to determine your
own learning style.

That’s the end of this section. You can review any topic by using the menu at the left-hand
side of the screen, or move on to the next section: Delivery approaches …

14.2.2 Delivery approaches

When we explored the four different learning styles, we realised that the trainer must chose
appropriate delivery methods in order to accommodate the styles of the learners.
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Selecting a delivery approach

Another equally important dimension to consider is matching the delivery method to the
nature and content of the learning.

Before proceeding, list the most common types of delivery method which you might be able
to include in a programme of workplace training.

Delivery methods

Among the most common delivery methods are:

• “chalk and talk”
• demonstration
• group problem solving
• role playing and simulations
• practical activities, individually and in groups
• individualised learning, e.g. from a book or an e-learning package
• videos and other media.

“Chalk and Talk”

This phrase is often used to describe traditional teaching . The picture it conjures up
is of the trainer in front of the group of learners, giving a talk on some topic. Nowadays,
the “chalk” element is more likely to be a whiteboard, flipchart or a PowerPoint comput-
erised presentation. This method is suitable where the trainer wishes to impart theoretical
knowledge to the whole group of learners.

We absorb more information from what we see than from what we hear. So it makes
sense always to include visuals, either on the board, chart or screen or through handouts
or posters. The learners’ attention span will be limited when they are required only to
listen to someone talking. Good practice is to introduce a variation by asking questions of
the learners, encouraging the learners to ask questions of you or by interspersing your talk
with group discussions.

Demonstration

The trainer will demonstrate how to carry out a practical activity to either a group of
learners or to an individual. You might be able to incorporate demonstrations from other
people – experienced colleagues or one of the group who is more skilled than the others.

When group demonstrations are involved, it is crucial that every group member can observe
the demonstration clearly and has the opportunity to ask questions of the demonstrator.
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Group Problem Solving

Team working is one of the most highly prized skills in the workforce of today. Any
training which involves group problem solving has the multiple advantage of:

• improving the learners team working skills
• developing the particular competences related to the training topic
• enhancing the core problems solving skills of the learners.

Problem solving activities need to be carefully structured by the trainer. A useful approach
is to encourage the learners to adopt a process of Plan–Do–Review. This ensures that they
progress to the stage of evaluating their problem solving strategy and learning from it: not
just designing and implementing a strategy for solving the problem.

Role Playing and Simulations

These offer the opportunity for participants to practice in a safe environment and to learn
about situations which occur only rarely or which involve danger and emergency action.

However, role-playing and simulations should be used sensitively, remembering that many
learners feel apprehensive in artificially constructed situations.

Practical Activities

Hands-on practical work has an important role to play in workplace learning. It offers
the learners the opportunity to develop skills in a real situation, with the equipment they
will actually use on the job. Do make sure that there is enough equipment.

In particular, it is unwise to double learners up on terminals to undertake computer-related
tasks. This usually results in one (the more confident) learner carrying out all the tasks,
while their partner passively watches.

Individualised Learning

You may have access to commercially produced learning packages (print or electronic) which
are applicable to the training you wish to deliver. The alternative is to design your own
– but be warned - this requires considerable skill and time input on the part of the
trainer, if a polished and professional product is to result.

Videos and other media

It is common to use audio or video material in learning sessions. These provide the oppor-
tunity to engage the learner by introducing experiences from beyond the training room or
the library service. And they can provide a welcome change from the trainer’s voice!
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Before proceeding, complete the chart below.

Which learning activity(s) would be most suitable for the training topics listed?

New health and safety
regulations and their
implications for the
workplace

Dealing with awkward
clients

Operating the new
e-catalogue

Catching up for two
learners who missed the
previous learning session

“chalk and talk”
demonstration
group problem
solving
role-
playing/simulations
practical activities
individualised learn-
ing
Videos and other
media

Choosing learning activities

It is possible to think of a scenario when you might use each of the activities for any of
these topics. However, we think the most fruitful choice is likely to be.

New health and safety
regulations and their
implications for the
workplace

Dealing with awkward
clients

Operating the new
e-catalogue

Catching up for two
learners who missed the
previous learning session

“chalk and talk” X
demonstration X X X
group problem
solving

X

role-
playing/simulations

X

practical activities X
individualised learn-
ing

X

Videos and other
media

X X

14.2.3 Motivating learners

Motivation is the key to all successful learning. You may have designed a wonderful training
programme but if the learners are not motivated to learn, your efforts are doomed to failure.

Before proceeding, make a list of factors which can demotivate learners
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Demotivating learners

We could demotivate you by giving a long list here! But instead here is a summary of what
we think are the main demotivators for learners.
The training itself:
• The training is at too high or low a level.

• Learners have been compelled to attend the training without the reasons for their par-
ticipation being adequately explained.

• The topic appears irrelevant to the learners.

• The trainer has not outlined clearly at the start of the training what the specific learning
objectives are.

• The training is delivered badly.
• The learning environment is poor.
The learner:
• Learners have had previous negative experiences at school, college or of workplace
training.

• Learners are distracted by problems unconnected with the learning.

Level of training

If the training is pitched at the wrong level , it will result in learners who are either
struggling to cope or bored . Neither category of learner will be particularly motivated
to learn. If you have carried out the training needs assessment properly, this should simply
not occur.

Learners for whom the training would have been at too high a level should have received
preparatory training to upskill them and extend their knowledge to the competence required.

Learners for whom the training would be at too low a level should either simply not attend
or could be slotted in part way through the programme at the point at which the learning
becomes relevant to them.

Other demotivating factors

We will group the next three points together as they are closely linked.

• Learners have been compelled to attend the training without the reasons for their par-
ticipation being adequately explained.

• The topic appears irrelevant to the learners.
• The trainer has not outlined clearly at the start of the training what the specific learning
objectives are.
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We take it as read that the topic is relevant to the learners - otherwise there is no justification
for you to deliver the training.

Reasons for attendance should be clearly explained to the learners in advance and links
between the proposed training and their work demonstrated. It is especially important to
outline the benefits to the learners themselves (as opposed to the library service) which will
result from the training programme. You might be able to show, for instance, how learning
to use a new computer program could cut down on boring, repetitive manual tasks. As
the trainer you may either discuss these issues yourself with the learners in advance of the
training or, alternatively, you should ensure that another person does so, most probably
their line manager. In the later case you may find it helpful to construct a briefing sheet.

At the start of the training programme you will outline your specific learning objectives
and how you intend to deliver the training to achieve these. At this point you should clarify
what your expectations of the learners are and, conversely, what support the learners can
expect from you.

Badly delivered training

We hope that when you have completed this unit, this will not be the case! However, let
us list a few common pitfalls which you should try to avoid.

• Trying to pack too much material into a learning session
• Poorly produced visuals
• Irritating mannerisms on the part of the trainer, e.g.: jingling coins in pocket, fiddling
with jewellery

• Poor delivery , e.g.: mumbling, speaking too quickly
• Lack of variation of learning activities
• Poorly structured learning programme , e.g.: no logical flow through content (See
Outcome 3)

• Trainer does not have sufficient knowledge or skills in topic

Poor learning environment

We are using the term “learning environment” to encompass the venue , the equipment ,
the resources etc. You should make sure that any practical issues which might demotivate
the learner are minimised.

Examples might be too high or too low temperatures in the training room, training sessions
which start late or over-run, extraneous noise or distractions, technical problems with ICT
equipment, interruptions from colleagues seeking information on day-to-day work. And do
make sure that all mobile phones are switched off before the training commences.
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Previous negative experiences

Obviously establishing a friendly, reassuring relationship with the learner is crucial here.
It may also be helpful to expand on the differences between the current training programme
and any previous negative experiences which the learner has had. You could emphasise for
instance that your learners will be able to work at their own pace, can practice what they
are learning in the workplace with support from more experienced colleagues, will not have
to sit formal examinations or test etc.

One major motivator is for the learner to see that they have achieved something. Success
breeds success. The implication of this for you as the trainer is that learning programmes
must be broken down into small sections and the objective and sub-objectives for each
section should be clearly explained to your learners. For instance, if the training relates to
word processing, a sub-objective might be for the learner to become competent in left, right
and full justification of text.

Distractions

If a learner is worried about personal problems , they will be unable to give their full
attention to learning new things. This is possibly the most difficult demotivator for a
trainer to tackle. After all, you can do little if one of your learners is experiencing financial
difficulties, marital problems or is concerned about their health. All you can do in these
circumstances is to reassure the learner that you are sympathetic to any difficulties which
they have shared with you and that you will attempt to accommodate any special requests
resulting from them.

You may be able to take some action about more practical problems though. An example
would be if the training occurs at the venue which is not the learner’s normal workplace,
resulting in childcare problems because of long journeys by public transport. By allowing
such a learner to leave ten minutes earlier, you might be able to resolve the situation.

If you wish to read more about the theory of motivation and its application to train-
ing, you will find a good summary at http://www.learningandteaching.info/learning/
motivation.htm

14.3 Design of learning materials and programmes on ICT
related topics

14.3.1 Defining learning objectives

You should define learning objectives in specific terms . Learning objectives usually
involve a statement of:

• the task or knowledge involved, i.e.: what must the learner be able to do or know?
E.g.: save data in a spreadsheet

• the condition, i.e.: how will it be performed? E.g.: without reference to the Help facility
• the standard, i.e.: how well must it be performed? E.g.: correctly in 90% of cases
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Design of learning materials and programmes on ICT related topics

It is generally accepted that all learning objectives should be SMART (Specific,
Measurable, Achievable, Realistic, Timebound.) You can find more information
about this at http://explearning.ucf.edu/registered-students/tips-for-success/
writing-smart-learning-objectives/195

You can find useful guides to writing learning objectives at the following locations:

A Quick Guide to Writing Learning Objectives:
• http://www.nwlink.com/~donclark/hrd/templates/objectivetool.html

Guidelines for Writing Learning Objectives:
• http://apha.confex.com/apha/learningobjectives.htm

Writing Quality Learning Objectives http://www.learninginstitute.qmul.ac.uk/
wp-content/uploads/2011/05/Aims-and-Outcomes-Guide.pdf

Bloom’s Taxonomy

You may find it useful to investigate Bloom’s Taxonomy as a framework for writing learning
objectives. In 1956 Benjamin Bloom wrote a book entitled “Taxonomy of Educational
Objectives” which has been widely adopted within the educational community as the de
facto way of classifying cognitive competence . An updated version of the book, edited by
Anderson and Krathwohl was published in 2001. You can easily find it at www.amazon.co.uk
and other online bookshops.

Bloom’s Taxonomy is a simple way of categorising cognitive skills. It has six levels:

• 1. knowledge
• 2. comprehension
• 3. application
• 4. analysis
• 5. synthesis
• 6. evaluation.

You can get further information at: http://www.bobbyelliott.com/Taxonomy.htm

ACTIVITY 3.1
Choose a simple task, e.g.: “Using tables in Word” and write learning objectives for it.

(Try to choose a task which is of some relevance to you, or to one of your clients, as we’ll
be using it for activities throughout this section.)
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Structuring learning

In structuring learning you should take account of the learning cycle. In its simplest (3
stage) form the way in which learning takes place may be expressed as plan, do and review.
See http://www.wilderdom.com/experiential/elc/ExperientialLearningCycle.htm
for more detail.

or Kolb’s more sophisticated version:

http://www.businessballs.com/kolblearningstyles.htm

Learning sequence

You should be able to devise a logical sequence for the learning, taking account of which
parts of the learning are a precursor for others, moving from simpler to more complex
concepts and grouping related topics together.

Any session should have a beginning (where the objectives are clearly stated and agreed
by the candidate and the learners), amiddle (where the learning activities are undertaken)
and an end (where the learning is summarised and next steps agreed).
The learning plan should be made clear to the learners when the learning programme
commences. In structuring the learning the candidate should ensure that a variety of
learning experiences are included to prevent tedium from demotivating the learner.
You can find a lot of useful information about structuring learning from the link be-
low. Although it is specifically aimed at teachers, most of the information given is equally
applicable in other learning contexts.

http://www.teachfind.com/national-strategies/foundation-subjects-strand-key-messages-about-structuring-learning

ACTIVITY 3.2
Draw up a learning plan to allow a specific client to achieve the objectives you listed in the
previous activity. Your plan should take account of the client’s preferred learning style.

Using ICT to create learning materials

Your approach to the use of software to create learning materials will be dependent on
the availability of software within your own organisation. There are several courseware
creation packages available, which can be used. Although they offer many features to
include multimedia etc., the vital advantage is that they provide routing (branching and
looping) through the material allowing learners to take their own appropriate path. They
can also provide automated and recorded assessment.
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One easy-to-use package is Course Genie , which lets you create course materials in Word
and convert them automatically to HTML. This software has now been superceeded by
Wimba Create:

http://www.wimba.com/products/wimba_create

This site also offers extensive demos on the use of the software.

Other examples of content creation software include Authorware, Director and
Dreamweaver (http://www.macromedia.com) and products such as Lectora (http:
//www.lectora.co.uk). It should be noted that these are complex products and you may
require specialised training to achieve maximum benefit.

If specialised software is not available, there are other ICT routes. Word processing software
such as Microsoft Word can be used to author content. Graphics, animations, videos and
sound files can also be included in the document, as well as text. Animations and sound
files will then operate when the document is viewed on a computer.

A more polished package can be created by using presentation software such asMicrosoft
PowerPoint . The greatest advantage is that this will create a page-based approach.
Additionally a common look can be created throughout the whole package. Again, sound
or still and moving visual effects can be incorporated.

You should have knowledge of how both specialised and general software can be used to
create a learning package and have experience of authoring with either general or specialised
software.

You can use a site like: http://www.jiscrsc.ac.uk/scotland which has a range of prac-
tical units on making the most of Microsoft software aimed at designing simple learning
episodes.

ACTIVITY 3.3
Use the package of your choice to create a short learning episode designed to meet one of
the objectives you outlined earlier.

Selecting and merging content from internal and external sources

You should appreciate that it is not always necessary to produce original content for
learning packages. A wealth of learning material is available through the Internet and
much of this is copyright free for educational purposes. You should ensure that any chosen
material matches the learning objectives and style of the complete package and that the
use which is made of the chosen material is fully compliant with copyright.

You can often find useful materials quickly with a search engine, but you may also like to
check some of the following links:
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The BBC offers a number of useful online courses on PC-related topics: http://www.bbc.
co.uk/learning/onlinecourses/

You can find useful online resources for learning about Microsoft Office products at: http:
//office.microsoft.com/en-us/training-FX101782702.aspx

If your library is an SQA centre, you may be able to get access to the PC Passport
materials produced by SQA. You can get more information at: http://www.sqa.org.uk/
pcpassport

If you have access to these materials you can download them in Word format, allowing you
to modify them if you wish.

There are also a number of low-cost or open source courseware suppliers. For example,
Moodle6 is open source software widely used by schools, colleges and universities

ACTIVITY 3.4
See if you can use a search engine to locate any resources which would be useful for meeting
the learning objectives you outlined earlier.

14.4 Support individuals and groups in their use of
learning materials

14.4.1 Types of support

We often see the terms coaching, mentoring and training used in relation to workplace
learning.

Before proceeding, can you write down a short definition of each of these terms, as you
understand them?

Support roles

Although there may be some argument over the precise meaning of these terms, the following
definitions bring out the key differences between them.

6 https://moodle.org/
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In coaching , the learner and the coach are active collaborators. The coach observes the
learner in a real, naturally occurring workplace situation as they try to complete tasks. The
coach provides hints, help, and feedback as needed.

Mentoring involves a sustained relationship between the learner and the mentor who offers
support, guidance, and assistance.

Training is more formal learning, and more of a one-way process, where the trainer imparts
skills and knowledge to the learner.

Coaching

Coaching was originally used in business to describe support given to people who were seen
as under-performing in some way. Now it is more usually seen as a means of supporting
people on the job in order to help them improve their competence and achieve their
maximum potential. The analogy of the sports coach developing the tennis player to improve
their techniques and win more matches may be helpful.

Coaching is generally considered to be a fairly short-term activity, related to specific
objectives. It consists of a one-to-one interaction between the coach and the person being
coached in a relatively informal setting. The aim is to provide the learner with feedback in
their performance together with suggestions on how to improve from a knowledgeable and
skilled person.

Skilled coaches know when to be directive and when to be passive . They can distinguish
between situations when it is appropriate to intervene to support the learner and when
it is more effective to permit independent learning even though this involves the learner
making mistakes.

Mentoring

Mentoring has become very fashionable in the last few years. Although mentoring is a
relatively widespread practice there is no formal definition of what mentoring is but,
generally speaking, it could be defined as a relationship between two people - the mentee
(the person being mentored) and the mentor - which will positively affect the development
of at least one of them. Note the phrase “positively affect the development of at least one of
them”. This recognises the fact that most mentors will say that they too have gained from
the experience of mentoring.

ACTIVITY 4.1
Think of people who have had a significant influence on the development, progression and
direction of your career. You may come up with several. Now identify what they did which
influenced you.
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Significant influences

You will probably find that the people who have affected your career significantly:

• Guided you
• Supported you
• Created opportunities for you
• Provided a role model for you.

By doing one or more of these things they were fulfilling the role of a mentor in some way.
Someone who is designated as a formal mentor will do all of the above. The mentoring
relationship will last over a period of time. This allows mentor and mentee to get to know
and trust one another.

Before proceeding, write down the qualities which you consider a good mentor would require.

Mentor qualities

We think that a good mentor should:

• Provide a good role model
• Possess excellent communication skills
• Be able to empathise with the mentee
• Recognise that learners have different motivations, skills, knowledge and needs
and be able to capitalise on these

• Be good at spotting learning opportunities and challenges which will assist the
mentee’s development

• Be well informed about the objectives and content of the training programme being
undertaken by the mentee in order to provide maximum support

• Provide meaningful feedback to the mentee
• Understand that sometimes it may be necessary to push the mentee to move out of their
comfort zone

• Encourage the mentee to think for themselves and work out solutions to problems
From the above you can appreciate how useful coaches and mentors could be in supporting
the learning programme which you are delivering.

To find out more about coaching and mentoring, look at:

• http://www.coachingnetwork.org.uk/ResourceCentre/
WhatAreCoachingAndMentoring.htm
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Training

Training is more directive than either coaching or mentoring. It involves the learners receiv-
ing input from the trainer in the form of instruction. Training is always specific and may
be long or short term. The trainer is your role! This unit explores the skills you require
and the methods you may use to deliver direct training to the learners.

As the trainer, you must consider the ways in which coaches and/or mentors could contribute
to the progress of your learners. You must exercise care in the choice of staff to undertake
the coaching/mentoring role. As well as having the necessary work-related knowledge and
skills, they must be in a position to devote time to coaching/mentoring and should be able
to develop a real rapport with your learners.

QUESTION TextEntry1: Coaching, Mentoring or Training

14.4.2 First line ICT support

You are designing and delivering training on ICT related topics. It is therefore very likely
that your learners themselves will be operating ICT equipment as part of the learning
programme. When a learner is using any type of computerised equipment, it is likely that
from time to time some technical snags will arise.
You must be able to assist the learner with straightforward trouble shooting e.g. printing
problems because the page set-up is not correct; computer “hanging”; changing screen res-
olution. You should also be able to assist any learner with special needs to use appropriate
features of the technology.

We are not suggesting that you should possess sophisticated trouble shooting skills: this is
the responsibility of ICT technical staff. You should simply be able to cope with typical,
straightforward difficulties which can arise.

The next few pages summarise some of the most common problems you are likely to en-
counter, together with some tips on how to solve these.

The monitor appears blank

• Check to see if the computer has ‘gone to sleep’ by pressing the space bar on the
keyboard.

• Check that the monitor is switched on and connected to the mains i.e. is the power
light illuminated?

• Check that the monitor is correctly connected to the computer.
• Check to see if the system works after the computer is reset or switched off at the mains
and on again.
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The computer hangs

Sometimes, after using the computer for some time, it ‘hangs’; neither keyboard nor mouse
appears to operate.

• Wait a while to see if the computer is performing some intensive task and recovers.
• Try CtrlAltDel . If you are lucky it will bring up a task manager window which will
show you which application is not responding and allow you to close down only that
application.

• Use the reset button to restart the computer.
• Switch the computer off at the mains and then on again.

Monitor text is too small

Sometimes a client has difficulty reading off the monitor because the text is too small.

• If this is confined to a particular application, it is usually possible to adjust the zoom
setting . If this does not appear in a box near the top of the window, it will be found in
the menu system under View: Zoom or View: Text size.

• If this applies to everything on the monitor, then, if you have access rights, you can change
the monitor settings . Right click with the mouse on the desktop, choose Properties
from the resulting menu, choose the Settings tab from the dialogue box, reduce the Screen
resolution setting and OK. Unfortunately, the lower the screen resolution, the less can be
displayed on the monitor. This often results in an uneasy compromise for people with
problems with their sight.

Nothing comes out of the printer

• Check that the printer is switched on and connected to the mains i.e. is the power light
illuminated?

• Check that the printer is correctly connected to the computer.
• Check that the printer has paper in it.
• Check the ink supply .
• Try printing a test page .
• Check the print settings in both the operating system and the application to see that the
computer is looking for the correct printer and that the correct size of paper has been
selected and that manual/auto (as appropriate) is chosen.

Print layout is wrong

Sometimes the printer does not seem to use the whole of the sheet of paper and the layout
is not the same as on the monitor.
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When using a word processor like Word, it is possible to set the paper size in the applica-
tion. However there is also a setting for the printer itself. If these two settings are different,
then the output will not appear correctly on the page. The driver for a newly connected
printer may default to US legal for the paper size. It is normal to use A4 in this country
and applications will use this as default. Go to the printer properties and check the paper
size. Start: Settings: Printers: right click on the printer concerned, choose Properties and
select the Device settings tab.

Disk is full

Sometimes, when saving data from an Office application like Word, the message comes up
that the disk is full.

• It may be that the client’s floppy disk or pen drive is full. This is quite likely for any
sizeable word-processed document especially if it contains graphics or other embedded
items.

• A fault condition can arise concerning interaction between the application and the oper-
ating system which results in a false reporting of the disk full error. This is irretrievable
and requires the computer to be rebooted. If the client will lose a fair amount of unsaved
data, it is worth opening a new document and copy and pasting from the original to
the new document and then trying to save that. You may be lucky!

• Note: a similar problem can occur regarding the computer running out of memory.
Again only rebooting the computer will correct the situation.

The printer jams

There is no universal solution for this problem as each printer has its own unique mechanism.
The best you can do is to familiarise yourself with the various types of printer in your library
and how to un-jam each.

14.5 Evaluate and revise learning materials and
programmes

14.5.1 Assessing learner progress

When the learning programme is underway, you will want to review regularly how your
learners are progressing towards their objectives. We should make it clear at this point
that this unit is intended for library staff who find themselves in the role of educators and
not for those who are required to undertake formal assessment of learners for National or
Scottish Vocational Qualifications or other workplace awards. That type of assessment must
be undertaken by someone who has an assessor or teacher qualification.

In this unit we are concerned only with assessment which will give feedback to the learner
on his/her progress towards the learning objectives and to you, the trainer, as to how
effective the learning programme has been. (You may see this referred to as “formative”
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assessment.) In this context you will use methods which are as non-threatening as possible
to the learner.

Before proceeding, note down any ways that you could use to assess how well your learners
are progressing.

Methods of assessing progress

We can think of quite a few methods of assessing learner progress. Two of the commonest
are:

• Direct observation

• Examination of products

Direct Observation

The most immediate method is to observe directly the activities being undertaken by the
learners during the learning programme. From this you will get a clear idea as to whether
your learners are actually managing the tasks they have been set and how well they are
coping.

While you are not in any way ‘giving marks’, you can use this information in two ways.
Firstly you can use it to provide a little bit more assistance to any learners having difficulty.
Secondly you can use it to assess the success of your own approach in delivering the learning.

Trainers benefit from observing the learners at all points in the learning programme, not
just when they are involved in specific tasks. Their facial expressions and body language
will give you feedback on how well the training is being received. If you notice a learner,
yawning, fidgeting or gazing out of the window while you are explaining a topic, it is unlikely
that they are absorbing the information fully.

Perhaps they know this information already, perhaps the material is too advanced for them,
perhaps your explanation has confused them – in all of these cases, you need to take some
action in order to re-engage them in the learning process.

Examination of products

Many of the learning activities you will ask the learners to undertake will produce a result
which can be checked. This may be a printout or screen dump or perhaps a file . This is
an excellent method to use for feedback purposes because, if your learning is well designed,
the product will not be seen as something artificial, produced solely for assessment purposes.
Also, as evidence, it should be fairly incontrovertible, either there will be a result or not.
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Examining products gives you feedback without the learner really being aware that their
performance is being assessed. You can simply review the product with the learner, leading
naturally into a discussion of how easy it was to produce this, how it might be improved
etc.

Assessment ‘lite’

You may find it useful to use some methods which veer in the direction of traditional
educational assessment. For example, you can carry out a quiz or use a simple tick box
test. You can construct these yourself or tap into ones which experts have designed.

ACTIVITY 5.1
Go to http://www.learner.org/courses/neuroscience/interactives/interactive2.
html and try the learning related quiz which explores whether your left of right side of the
brain is dominant. This quiz is quick and fun to complete. Although it is simple it would
give you some useful feedback on your learners if you asked them to complete it before
embarking on the learning programme.

When making up simple tests, it is best to confine yourself to TRUE/FALSE or “fill in the
blanks” (sometimes called CLOZE) questions. Compiling multiple-choice questions requires
a great deal of skill and is best left to specialists.

True/False Test on Word Processing

Indicate if the following statements are true or false.

1 To copy and paste, you use Ctrl C and Ctrl V True
2 A text with a straight margin on the right hand
side is called “right justified”

True

3 Pressing the Delete key removes letters to the
left of the cursor.

False

4 We change the colour of the text by highlighting
it and left clicking

False

5 Arial is the name of a font. True
6 Left clicking on a word in the text activates the
spell checker.

False

7 The “save as” command is used to save a copy of
the document as a duplicate file.

True

8 To change the style of bullet points, you must go
to the format menu.

True

9 A running title along the top of pages in a docu-
ment is called a tag line.

True
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10 You use the thesaurus feature to find alterna-
tive spellings of a word

True

Cloze Question on Word Processing

A text with a straight margin down the right hand side is called___________ justified.

Direct Feedback

Here you can obtain feedback from individual learners using verbal interaction . This
can best be done during or perhaps towards the end of a training session.

You can also allow the learner to create direct feedback by issuing scorecards . The learner
can use these to record the tasks in which they consider themselves to be competent as they
progress through the learning.

A simple scorecard

This illustrates a scorecard for a learner who is part way through a learning programme on
training needs analysis techniques.
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Computer Based Assessment

Some ICT based learning packages incorporate diagnostic tests which score and bench-
mark learner competence automatically as they work though the package. It is best to use
a method where the learner sees the result and not something which appears secret and is
suddenly sprung on the learner at the end of the course of learning.

Alternatively you can use special software such as Hot Potatoes to create your own
computer based assessment tools. If you wish to read more about this, look at: http:
//www.ucl.ac.uk/isd/staff/e-learning/tools/hot_potatoes

14.5.2 Designing feedback tools

The previous section dealt with evaluating the learning you have developed in terms of
assessing the learners’ progress towards the learning objectives. It is also important to
evaluate the learning you have developed by getting feedback on the learning experience.
As you can imagine, the overall quality of the learning experience has a deal of effect on
the rate of progress of the learner.

Before proceeding, note down which aspects of the learning experience you would want to
ask the learners about.

Aspects requiring feedback

Here is a list of issues we would expect to be included in feedback on the learning experience.
You may have thought of some additional points.

• Were the learning objectives relevant?
• Did the content match the stated learning objectives?
• Was the quality of the learning materials satisfactory?
• Did the trainer provide sufficient support ?
• Was the trainer’s presentation clear?
• Was the learning environment pleasant?
• Were there any deficiencies or problems with the equipment ?
• Was the learning experience enjoyable?
You can see that we have included a mixture of issues relating to learning objectives and
delivery/support, as well as on the learning environment and enjoyment.
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Objectives related issues

• Were the learning objectives relevant?

• Did the content match the stated learning objectives?

This area is important because the learner’s perception of the relevancy of the objectives
is what matters. If you are not getting this relevancy over to the learners, then you will
have great motivational problems. Also once the learner has accepted that the objectives
are relevant, they must experience the content you provide as being the correct material.

Although trainers may sometimes dismiss negative feedback from one individual learner
in this area, it is clear that a low score from a significant number of learners for this area
needs a serious response on your behalf.

Delivery related issues

• Was the quality of the learning materials satisfactory?
• Did the trainer provide sufficient support ?
• Was the trainer’s presentation clear?
This are core areas for you as a trainer because they are the areas you have most control
over and input into.

If the learners consider the quality of the learning materials to be unsatisfactory, you
should probe this further to find the exact cause of their dissatisfaction – were the materials
at the correct level, clearly expressed, professionally presented, attractive to look at etc.

Different learners will require varied levels of support from the trainer. In this instance,
negative feedback from just one or two learners is significant because it can indicate that
you have tailored your level of support to suit the majority of the group and ignored the
needs of those who are finding the learning more difficult than average.

Individual learners will undoubtedly have different views on the learning experience in
terms of the trainer’s delivery – an element of personality is involved here. But again, if
there is not a broad positive result from your learners in this area, you will have to look
very closely at what you are doing.

Learning environment issues

• Was the learning environment pleasant?
• Were there any deficiencies or problems with the equipment ?
This area is one where the trainer may have limited control. If you are allocated a dingy
windowless room in which to carry out the training, or if you are given an old slow PC
to carry out your ICT demonstrations on, you will have real problems in providing a good
learning experience. Try to pre-empt complaints on the learning environment by resolving
any such difficulties in advance of delivering the learning.
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Enjoyable experience

• Was the learning experience enjoyable?

Finally we consider an overall question as to whether the learning was enjoyable. Is this a
valid question? Well, if the learners did not enjoy the experience, it is unlikely that they
benefited fully from it or that they will ever come back willingly for more!

Feedback form design

There are different methods of obtaining feedback. You can use paper forms handed out
to the learners, or utilise a computerised approach .

Types of feedback form

As we saw on the previous page, you should try to create questions which are:

• relevant to the area to be evaluated
• expressed in neutral terms so as not to prompt a certain answer
• clearly phrased and non ambiguous.
In order to compare feedback from different learners or groups of learners, it is best to design
feedback forms in which learners can score different aspects of the learning on a scale, by
ticking the box corresponding to their choice.

You might offer five choices.

Very Poor Poor Acceptable Good Excellent

But you can apply some psychology here. If you have an odd number of possible ratings
as we have here (5), there is a tendency for learners just to choose the middle one. You
can try to force them to make a more measured evaluation by having an even number of
possibilities which makes them positively choose.

Poor Acceptable Good Excellent

These four categories can be represented by numerical values, say zero to three.

• Poor = 0
• Acceptable = 1
• Good = 2
• Excellent = 3

Doing this, allows you to carry out some simple statistics, such as finding the average
response for the whole group of learners and to compare the overall response of different
groups.
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Feedback statistics

Perhaps it’s easier to see this in an example. Imagine you have a group of 10 learners. Their
answers to the questions on the feedback form are:

• Poor – 0 responses
• Acceptable – 3 responses
• Good – 6 responses
• Excellent – 1 response

This converts to a total of 18 (0x0 + 3x1 + 6x2 + 1x3). Dividing 18 by the number of
learners (10) gives an overall score of 1.8 for the group as a whole, equating to Good.
Another way of looking at this data is to produce a graph .

Figure 176

You can then make a visual comparison of the results for each question.

Unstructured feedback

Of course you should allow the learners to provide some feedback on the form which is
not structured by your questions. It is important to leave space for them to make com-
ments , either throughout the form at appropriate questions or at the end under ‘any other
comments’.

To analyse these, you should simply list the actual responses and note any duplicated points
of view.

There are a couple of other points to note apart from question design if you are to motivate
your learners to make a good job of completing the form

Before proceeding, note down anything else that you can think of that should be in the
feedback form design if it is to be successful in its purpose.
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Essential elements of feedback form design

Well, for the form to be successful, the instructions must be easily understood and
it should be easy to fill in . It should also be quick for the learner to complete. This
all suggests a short questionnaire , one or two sides maximum with a limited number of
questions having straightforward possible responses

Simple feedback form

You can find many examples of simple course feedback forms on the internet

Commercial software and websites

You may also like to explore using commercial software such as SurveyMonkey which
facilitates design of survey forms and collation and analysis of results via the Internet. See
it at http://www.surveymonkey.com

There are many Internet websites offering advice on feedback form and questionnaire de-
sign. One problem is that many of them are aimed at professional researchers and thus
too detailed. However, you may still benefit from looking at some of these sites, as the
basic principles of questionnaire design are the same, regardless of the subject area being
researched. Here are some suggested sites.

• http://www.sysurvey.com/tips/wording.htm
• http://www.statpac.com/surveys/question-qualities.htm

14.5.3 Assessing success of learning approaches

The diagram shows the training cycle. It represents a continuous process of:

• Identification of training needs
• Design of the training and learning programme
• Delivery of training and learning programme
• Evaluation of training and learning programme

For more information on the training cycle see:

http://mournetrainingservices.blogspot.co.uk/2009/06/
training-cycle-explained.html

You have carried out the first three stages and are now about to carry out the fourth with the
help of the feedback on the learning experience coupled with evidence on learner progress.
In particular, the feedback will be used to assess the effectiveness of the design and delivery
of the programme. This will feed into revision of those aspects of the learning programme
which were judged to be less than satisfactory. With a further check on the identification
of the needs and the re-design of materials and delivery, a cycle of continuous improvement
is established.

You have essentially two sources of information for your evaluation:
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Evaluate and revise learning materials and programmes

• the evidence of learner progress
• the feedback on the quality of the learning experience.
Both are important and there are definite connections between the two. For instance, there
could be a general reduction in learner progress not related to content and delivery issues
but due to the learning taking place in a room which is always too hot resulting in the
learners experiencing discomfort.

Learner progress

In analysing the learner progress, in order to create improvements, you must look for trends
. The first time you deliver the training to a small group, poor performance from one learner
may affect your results disproportionately. Over time and a large number of learners, this
random effect diminishes. So you are looking for the particular topics and outcomes where
a significant number of learners have difficulty.

Of course ‘a significant number’ is a matter of opinion. But let us say that, if out of a
group of fifteen learners, three had a difficulty with one topic, while excelling at all the
other topics, then we would say that is significant. So you need to look for these parts of
the learning and revisit the design of those parts.

Learning experience

Most of the feedback will have been converted into a set of averaged numerical data rep-
resenting the learner group as a whole. You now have to interpret this data. Broadly
speaking, you are having no real problems if the scores hit a point somewhere a bit above
the middle value. You cannot expect every learner to think that everything is perfect. On
the other hand, remember that most people tend not to give low scores unless there is a real
problem. Of course different learners will have different expectations . However, again the
hope is that they will apply the same expectation level to each of the facets of the learning
experience and this variable will average out over all the questions and learners.

There is one danger in using the average and getting a middling score. That is, if out
of a group of, say, twenty learners, ten score highest and the other ten score lowest. This
gives the appearance of a just acceptable result with no great worry. A score of 50% for the
learning environment could be due to one side of a room being too cold. A score of 50%
for relevance of course content could be due to a group of 20 where 10 thought the training
was pitched at the ideal level and 10 who found most of the content already familiar.

So remember, you have to look at both the average score and the spread of scores
across the group of learners.

Looking for trends

Regarding ‘Any other comments’, you are again looking for trends . If the same type of
comments comes up three or four times out of a group of fifteen learners, then you need to
address it.
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Educator

When you are delivering training to colleagues within your own organisation, remember
that you need not be completely reliant on written feedback forms. Most of the learners
will be willing to provide informal feedback and suggestions for improvement orally.
You should also consider when to gather feedback. It is useful to gather opinions immedi-
ately after the conclusion of the training, when the content and delivery are fresh in the
learners’ minds. This can be supplemented by further feedback at a later date, if you
wish to explore how useful the training has been to the learners in their workplace situation.
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15 Digital Culture - Online
Communication

15.1 Digital Culture - Online Communication

This is the first of two units that are relatively new additions to the Application of ICT in
Libraries course. This session will explore the new digital literacies that you need to develop
to be active users of Social Media tools and you will also get the chance to communicate
online using a number of these services. The full course materials are hosted for registered
students on the Application of ICT in Libraries1 pages on Moodle.

This module will enable you to dip into new social media tools and explore their potential for
supporting library services, your users and also your own interests. You learning outcomes
will include:

• What is social media?
• What are the new digital literacies information professionals and our service users need
to develop?

• How do I facilitate and take part in a conversation on a forum?
• How can I collaborate with my colleagues or manage a team online?
• What tools can I use for professional networking?
• How and why should I use a blogging tool?
• What are virtual communities?

Each learning outcome has a series of short activities that you will participate in with your
class group. The tutor will deliver one face to face class session in North Wales and South
Wales and the remainder of the time will facilitate the course online.

This is a practical module that uses social media to explore social media - you have permis-
sion to play!

1 https://moodle.gllm.ac.uk/course/view.php?id=507
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16 Digital Culture - Online Collaboration

16.1 Digital Culture - Online Collaboration

This is the second of two units that are relatively new additions to the Application of ICT in
Libraries course. This session will explore the new digital literacies that you need to develop
to be active users of Social Media tools and you will also get the chance to communicate
online using a number of these services. The full course materials are hosted for registered
students on the Application of ICT in Libraries1 pages on Moodle.

This module will enable you explore more fully the collaborative nature of social media and
work within a group to complete all the learning outcomes. You learning outcomes will
include:

• Exploring virtual communities and how the concept of ’community’ changed with the
spread of social media

• Using a forum to facilitate professional discussions
• Using collaborative documents and cloud computing to complete a group project
• Exploring the potential of social networking for continuing professional development
• Developing, editing and publishing a collaborative blog
• Meeting, collaborating and exploring with your group in a virtual world

Each learning outcome has a series of short activities that you will participate in with your
class group. The tutor will deliver one face to face class session in North Wales and South
Wales and the remainder of the time will facilitate the course online. This is a practical
module that uses social media to explore social media - you have permission to play!

1 https://moodle.gllm.ac.uk/course/view.php?id=507
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List of Figures

• EPL: Eclipse Public License. http://www.eclipse.org/org/documents/epl-v10.
php

Copies of the GPL, the LGPL as well as a GFDL are included in chapter Licenses29. Please
note that images in the public domain do not require attribution. You may click on the
image numbers in the following table to open the webpage of the images in your webbrower.

29 Chapter 18 on page 263
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18 Licenses

18.1 GNU GENERAL PUBLIC LICENSE
Version 3, 29 June 2007

Copyright © 2007 Free Software Foundation, Inc. <http://fsf.org/>

Everyone is permitted to copy and distribute verbatim copies of this
license document, but changing it is not allowed. Preamble

The GNU General Public License is a free, copyleft license for software
and other kinds of works.

The licenses for most software and other practical works are designed
to take away your freedom to share and change the works. By con-
trast, the GNU General Public License is intended to guarantee your
freedom to share and change all versions of a program–to make sure
it remains free software for all its users. We, the Free Software Foun-
dation, use the GNU General Public License for most of our software;
it applies also to any other work released this way by its authors. You
can apply it to your programs, too.

When we speak of free software, we are referring to freedom, not price.
Our General Public Licenses are designed to make sure that you have
the freedom to distribute copies of free software (and charge for them
if you wish), that you receive source code or can get it if you want
it, that you can change the software or use pieces of it in new free
programs, and that you know you can do these things.

To protect your rights, we need to prevent others from denying you
these rights or asking you to surrender the rights. Therefore, you have
certain responsibilities if you distribute copies of the software, or if you
modify it: responsibilities to respect the freedom of others.

For example, if you distribute copies of such a program, whether gratis
or for a fee, you must pass on to the recipients the same freedoms that
you received. You must make sure that they, too, receive or can get
the source code. And you must show them these terms so they know
their rights.

Developers that use the GNU GPL protect your rights with two steps:
(1) assert copyright on the software, and (2) offer you this License
giving you legal permission to copy, distribute and/or modify it.

For the developers’ and authors’ protection, the GPL clearly explains
that there is no warranty for this free software. For both users’ and
authors’ sake, the GPL requires that modified versions be marked as
changed, so that their problems will not be attributed erroneously to
authors of previous versions.

Some devices are designed to deny users access to install or run mod-
ified versions of the software inside them, although the manufacturer
can do so. This is fundamentally incompatible with the aim of protect-
ing users’ freedom to change the software. The systematic pattern of
such abuse occurs in the area of products for individuals to use, which
is precisely where it is most unacceptable. Therefore, we have designed
this version of the GPL to prohibit the practice for those products. If
such problems arise substantially in other domains, we stand ready to
extend this provision to those domains in future versions of the GPL,
as needed to protect the freedom of users.

Finally, every program is threatened constantly by software patents.
States should not allow patents to restrict development and use of soft-
ware on general-purpose computers, but in those that do, we wish to
avoid the special danger that patents applied to a free program could
make it effectively proprietary. To prevent this, the GPL assures that
patents cannot be used to render the program non-free.

The precise terms and conditions for copying, distribution and modi-
fication follow. TERMS AND CONDITIONS 0. Definitions.

“This License” refers to version 3 of the GNU General Public License.

“Copyright” also means copyright-like laws that apply to other kinds
of works, such as semiconductor masks.

“The Program” refers to any copyrightable work licensed under this Li-
cense. Each licensee is addressed as “you”. “Licensees” and “recipients”
may be individuals or organizations.

To “modify” a work means to copy from or adapt all or part of the work
in a fashion requiring copyright permission, other than the making of
an exact copy. The resulting work is called a “modified version” of the
earlier work or a work “based on” the earlier work.

A “covered work” means either the unmodified Program or a work
based on the Program.

To “propagate” a work means to do anything with it that, without per-
mission, would make you directly or secondarily liable for infringement
under applicable copyright law, except executing it on a computer or
modifying a private copy. Propagation includes copying, distribution
(with or without modification), making available to the public, and in
some countries other activities as well.

To “convey” a work means any kind of propagation that enables other
parties to make or receive copies. Mere interaction with a user through
a computer network, with no transfer of a copy, is not conveying.

An interactive user interface displays “Appropriate Legal Notices” to
the extent that it includes a convenient and prominently visible fea-
ture that (1) displays an appropriate copyright notice, and (2) tells the
user that there is no warranty for the work (except to the extent that
warranties are provided), that licensees may convey the work under
this License, and how to view a copy of this License. If the inter-
face presents a list of user commands or options, such as a menu, a
prominent item in the list meets this criterion. 1. Source Code.

The “source code” for a work means the preferred form of the work for
making modifications to it. “Object code” means any non-source form
of a work.

A “Standard Interface” means an interface that either is an official
standard defined by a recognized standards body, or, in the case of
interfaces specified for a particular programming language, one that is
widely used among developers working in that language.

The “System Libraries” of an executable work include anything, other
than the work as a whole, that (a) is included in the normal form of
packaging a Major Component, but which is not part of that Major
Component, and (b) serves only to enable use of the work with that
Major Component, or to implement a Standard Interface for which an
implementation is available to the public in source code form. A “Ma-
jor Component”, in this context, means a major essential component
(kernel, window system, and so on) of the specific operating system (if
any) on which the executable work runs, or a compiler used to produce
the work, or an object code interpreter used to run it.

The “Corresponding Source” for a work in object code form means all
the source code needed to generate, install, and (for an executable
work) run the object code and to modify the work, including scripts
to control those activities. However, it does not include the work’s
System Libraries, or general-purpose tools or generally available free
programs which are used unmodified in performing those activities but
which are not part of the work. For example, Corresponding Source
includes interface definition files associated with source files for the
work, and the source code for shared libraries and dynamically linked
subprograms that the work is specifically designed to require, such as
by intimate data communication or control flow between those sub-
programs and other parts of the work.

The Corresponding Source need not include anything that users can re-
generate automatically from other parts of the Corresponding Source.

The Corresponding Source for a work in source code form is that same
work. 2. Basic Permissions.

All rights granted under this License are granted for the term of copy-
right on the Program, and are irrevocable provided the stated con-
ditions are met. This License explicitly affirms your unlimited per-
mission to run the unmodified Program. The output from running a
covered work is covered by this License only if the output, given its
content, constitutes a covered work. This License acknowledges your
rights of fair use or other equivalent, as provided by copyright law.

You may make, run and propagate covered works that you do not con-
vey, without conditions so long as your license otherwise remains in
force. You may convey covered works to others for the sole purpose
of having them make modifications exclusively for you, or provide you
with facilities for running those works, provided that you comply with
the terms of this License in conveying all material for which you do not
control copyright. Those thus making or running the covered works
for you must do so exclusively on your behalf, under your direction
and control, on terms that prohibit them from making any copies of
your copyrighted material outside their relationship with you.

Conveying under any other circumstances is permitted solely under
the conditions stated below. Sublicensing is not allowed; section 10
makes it unnecessary. 3. Protecting Users’ Legal Rights From Anti-
Circumvention Law.

No covered work shall be deemed part of an effective technological
measure under any applicable law fulfilling obligations under article
11 of the WIPO copyright treaty adopted on 20 December 1996, or
similar laws prohibiting or restricting circumvention of such measures.

When you convey a covered work, you waive any legal power to forbid
circumvention of technological measures to the extent such circum-
vention is effected by exercising rights under this License with respect
to the covered work, and you disclaim any intention to limit opera-
tion or modification of the work as a means of enforcing, against the
work’s users, your or third parties’ legal rights to forbid circumvention
of technological measures. 4. Conveying Verbatim Copies.

You may convey verbatim copies of the Program’s source code as you
receive it, in any medium, provided that you conspicuously and appro-
priately publish on each copy an appropriate copyright notice; keep in-
tact all notices stating that this License and any non-permissive terms
added in accord with section 7 apply to the code; keep intact all no-
tices of the absence of any warranty; and give all recipients a copy of
this License along with the Program.

You may charge any price or no price for each copy that you con-
vey, and you may offer support or warranty protection for a fee. 5.
Conveying Modified Source Versions.

You may convey a work based on the Program, or the modifications
to produce it from the Program, in the form of source code under the
terms of section 4, provided that you also meet all of these conditions:

* a) The work must carry prominent notices stating that you modified
it, and giving a relevant date. * b) The work must carry prominent
notices stating that it is released under this License and any conditions
added under section 7. This requirement modifies the requirement in
section 4 to “keep intact all notices”. * c) You must license the entire
work, as a whole, under this License to anyone who comes into pos-
session of a copy. This License will therefore apply, along with any
applicable section 7 additional terms, to the whole of the work, and
all its parts, regardless of how they are packaged. This License gives
no permission to license the work in any other way, but it does not
invalidate such permission if you have separately received it. * d) If
the work has interactive user interfaces, each must display Appropriate
Legal Notices; however, if the Program has interactive interfaces that
do not display Appropriate Legal Notices, your work need not make
them do so.

A compilation of a covered work with other separate and independent
works, which are not by their nature extensions of the covered work,
and which are not combined with it such as to form a larger program,
in or on a volume of a storage or distribution medium, is called an
“aggregate” if the compilation and its resulting copyright are not used
to limit the access or legal rights of the compilation’s users beyond
what the individual works permit. Inclusion of a covered work in an
aggregate does not cause this License to apply to the other parts of
the aggregate. 6. Conveying Non-Source Forms.

You may convey a covered work in object code form under the terms of
sections 4 and 5, provided that you also convey the machine-readable
Corresponding Source under the terms of this License, in one of these
ways:

* a) Convey the object code in, or embodied in, a physical product (in-
cluding a physical distribution medium), accompanied by the Corre-
sponding Source fixed on a durable physical medium customarily used
for software interchange. * b) Convey the object code in, or embodied
in, a physical product (including a physical distribution medium), ac-
companied by a written offer, valid for at least three years and valid
for as long as you offer spare parts or customer support for that prod-
uct model, to give anyone who possesses the object code either (1) a
copy of the Corresponding Source for all the software in the product
that is covered by this License, on a durable physical medium cus-
tomarily used for software interchange, for a price no more than your
reasonable cost of physically performing this conveying of source, or
(2) access to copy the Corresponding Source from a network server at
no charge. * c) Convey individual copies of the object code with a
copy of the written offer to provide the Corresponding Source. This
alternative is allowed only occasionally and noncommercially, and only
if you received the object code with such an offer, in accord with sub-
section 6b. * d) Convey the object code by offering access from a
designated place (gratis or for a charge), and offer equivalent access to
the Corresponding Source in the same way through the same place at
no further charge. You need not require recipients to copy the Corre-
sponding Source along with the object code. If the place to copy the
object code is a network server, the Corresponding Source may be on a

different server (operated by you or a third party) that supports equiv-
alent copying facilities, provided you maintain clear directions next to
the object code saying where to find the Corresponding Source. Re-
gardless of what server hosts the Corresponding Source, you remain
obligated to ensure that it is available for as long as needed to satisfy
these requirements. * e) Convey the object code using peer-to-peer
transmission, provided you inform other peers where the object code
and Corresponding Source of the work are being offered to the general
public at no charge under subsection 6d.

A separable portion of the object code, whose source code is excluded
from the Corresponding Source as a System Library, need not be in-
cluded in conveying the object code work.

A “User Product” is either (1) a “consumer product”, which means any
tangible personal property which is normally used for personal, family,
or household purposes, or (2) anything designed or sold for incorpora-
tion into a dwelling. In determining whether a product is a consumer
product, doubtful cases shall be resolved in favor of coverage. For a
particular product received by a particular user, “normally used” refers
to a typical or common use of that class of product, regardless of the
status of the particular user or of the way in which the particular
user actually uses, or expects or is expected to use, the product. A
product is a consumer product regardless of whether the product has
substantial commercial, industrial or non-consumer uses, unless such
uses represent the only significant mode of use of the product.

“Installation Information” for a User Product means any methods, pro-
cedures, authorization keys, or other information required to install
and execute modified versions of a covered work in that User Product
from a modified version of its Corresponding Source. The information
must suffice to ensure that the continued functioning of the modified
object code is in no case prevented or interfered with solely because
modification has been made.

If you convey an object code work under this section in, or with, or
specifically for use in, a User Product, and the conveying occurs as
part of a transaction in which the right of possession and use of the
User Product is transferred to the recipient in perpetuity or for a fixed
term (regardless of how the transaction is characterized), the Corre-
sponding Source conveyed under this section must be accompanied by
the Installation Information. But this requirement does not apply if
neither you nor any third party retains the ability to install modi-
fied object code on the User Product (for example, the work has been
installed in ROM).

The requirement to provide Installation Information does not include
a requirement to continue to provide support service, warranty, or up-
dates for a work that has been modified or installed by the recipient,
or for the User Product in which it has been modified or installed.
Access to a network may be denied when the modification itself ma-
terially and adversely affects the operation of the network or violates
the rules and protocols for communication across the network.

Corresponding Source conveyed, and Installation Information pro-
vided, in accord with this section must be in a format that is publicly
documented (and with an implementation available to the public in
source code form), and must require no special password or key for
unpacking, reading or copying. 7. Additional Terms.

“Additional permissions” are terms that supplement the terms of this
License by making exceptions from one or more of its conditions. Ad-
ditional permissions that are applicable to the entire Program shall be
treated as though they were included in this License, to the extent that
they are valid under applicable law. If additional permissions apply
only to part of the Program, that part may be used separately under
those permissions, but the entire Program remains governed by this
License without regard to the additional permissions.

When you convey a copy of a covered work, you may at your option
remove any additional permissions from that copy, or from any part
of it. (Additional permissions may be written to require their own
removal in certain cases when you modify the work.) You may place
additional permissions on material, added by you to a covered work,
for which you have or can give appropriate copyright permission.

Notwithstanding any other provision of this License, for material you
add to a covered work, you may (if authorized by the copyright holders
of that material) supplement the terms of this License with terms:

* a) Disclaiming warranty or limiting liability differently from the
terms of sections 15 and 16 of this License; or * b) Requiring preser-
vation of specified reasonable legal notices or author attributions in
that material or in the Appropriate Legal Notices displayed by works
containing it; or * c) Prohibiting misrepresentation of the origin of
that material, or requiring that modified versions of such material be
marked in reasonable ways as different from the original version; or *
d) Limiting the use for publicity purposes of names of licensors or au-
thors of the material; or * e) Declining to grant rights under trademark
law for use of some trade names, trademarks, or service marks; or *
f) Requiring indemnification of licensors and authors of that material
by anyone who conveys the material (or modified versions of it) with
contractual assumptions of liability to the recipient, for any liability
that these contractual assumptions directly impose on those licensors
and authors.

All other non-permissive additional terms are considered “further re-
strictions” within the meaning of section 10. If the Program as you
received it, or any part of it, contains a notice stating that it is gov-
erned by this License along with a term that is a further restriction,
you may remove that term. If a license document contains a further
restriction but permits relicensing or conveying under this License, you
may add to a covered work material governed by the terms of that li-
cense document, provided that the further restriction does not survive
such relicensing or conveying.

If you add terms to a covered work in accord with this section, you
must place, in the relevant source files, a statement of the additional
terms that apply to those files, or a notice indicating where to find the
applicable terms.

Additional terms, permissive or non-permissive, may be stated in the
form of a separately written license, or stated as exceptions; the above
requirements apply either way. 8. Termination.

You may not propagate or modify a covered work except as expressly
provided under this License. Any attempt otherwise to propagate or
modify it is void, and will automatically terminate your rights under
this License (including any patent licenses granted under the third
paragraph of section 11).

However, if you cease all violation of this License, then your license
from a particular copyright holder is reinstated (a) provisionally, un-
less and until the copyright holder explicitly and finally terminates

your license, and (b) permanently, if the copyright holder fails to no-
tify you of the violation by some reasonable means prior to 60 days
after the cessation.

Moreover, your license from a particular copyright holder is reinstated
permanently if the copyright holder notifies you of the violation by
some reasonable means, this is the first time you have received notice
of violation of this License (for any work) from that copyright holder,
and you cure the violation prior to 30 days after your receipt of the
notice.

Termination of your rights under this section does not terminate the
licenses of parties who have received copies or rights from you under
this License. If your rights have been terminated and not permanently
reinstated, you do not qualify to receive new licenses for the same
material under section 10. 9. Acceptance Not Required for Having
Copies.

You are not required to accept this License in order to receive or run
a copy of the Program. Ancillary propagation of a covered work oc-
curring solely as a consequence of using peer-to-peer transmission to
receive a copy likewise does not require acceptance. However, nothing
other than this License grants you permission to propagate or modify
any covered work. These actions infringe copyright if you do not accept
this License. Therefore, by modifying or propagating a covered work,
you indicate your acceptance of this License to do so. 10. Automatic
Licensing of Downstream Recipients.

Each time you convey a covered work, the recipient automatically re-
ceives a license from the original licensors, to run, modify and prop-
agate that work, subject to this License. You are not responsible for
enforcing compliance by third parties with this License.

An “entity transaction” is a transaction transferring control of an or-
ganization, or substantially all assets of one, or subdividing an orga-
nization, or merging organizations. If propagation of a covered work
results from an entity transaction, each party to that transaction who
receives a copy of the work also receives whatever licenses to the work
the party’s predecessor in interest had or could give under the previous
paragraph, plus a right to possession of the Corresponding Source of
the work from the predecessor in interest, if the predecessor has it or
can get it with reasonable efforts.

You may not impose any further restrictions on the exercise of the
rights granted or affirmed under this License. For example, you may
not impose a license fee, royalty, or other charge for exercise of rights
granted under this License, and you may not initiate litigation (in-
cluding a cross-claim or counterclaim in a lawsuit) alleging that any
patent claim is infringed by making, using, selling, offering for sale, or
importing the Program or any portion of it. 11. Patents.

A “contributor” is a copyright holder who authorizes use under this
License of the Program or a work on which the Program is based. The
work thus licensed is called the contributor’s “contributor version”.

A contributor’s “essential patent claims” are all patent claims owned
or controlled by the contributor, whether already acquired or hereafter
acquired, that would be infringed by some manner, permitted by this
License, of making, using, or selling its contributor version, but do
not include claims that would be infringed only as a consequence of
further modification of the contributor version. For purposes of this
definition, “control” includes the right to grant patent sublicenses in a
manner consistent with the requirements of this License.

Each contributor grants you a non-exclusive, worldwide, royalty-free
patent license under the contributor’s essential patent claims, to make,
use, sell, offer for sale, import and otherwise run, modify and propa-
gate the contents of its contributor version.

In the following three paragraphs, a “patent license” is any express
agreement or commitment, however denominated, not to enforce a
patent (such as an express permission to practice a patent or covenant
not to sue for patent infringement). To “grant” such a patent license
to a party means to make such an agreement or commitment not to
enforce a patent against the party.

If you convey a covered work, knowingly relying on a patent license,
and the Corresponding Source of the work is not available for anyone
to copy, free of charge and under the terms of this License, through
a publicly available network server or other readily accessible means,
then you must either (1) cause the Corresponding Source to be so
available, or (2) arrange to deprive yourself of the benefit of the patent
license for this particular work, or (3) arrange, in a manner consistent
with the requirements of this License, to extend the patent license to
downstream recipients. “Knowingly relying” means you have actual
knowledge that, but for the patent license, your conveying the cov-
ered work in a country, or your recipient’s use of the covered work
in a country, would infringe one or more identifiable patents in that
country that you have reason to believe are valid.

If, pursuant to or in connection with a single transaction or arrange-
ment, you convey, or propagate by procuring conveyance of, a covered
work, and grant a patent license to some of the parties receiving the
covered work authorizing them to use, propagate, modify or convey a
specific copy of the covered work, then the patent license you grant is
automatically extended to all recipients of the covered work and works
based on it.

A patent license is “discriminatory” if it does not include within the
scope of its coverage, prohibits the exercise of, or is conditioned on the
non-exercise of one or more of the rights that are specifically granted
under this License. You may not convey a covered work if you are
a party to an arrangement with a third party that is in the business
of distributing software, under which you make payment to the third
party based on the extent of your activity of conveying the work, and
under which the third party grants, to any of the parties who would
receive the covered work from you, a discriminatory patent license (a)
in connection with copies of the covered work conveyed by you (or
copies made from those copies), or (b) primarily for and in connection
with specific products or compilations that contain the covered work,
unless you entered into that arrangement, or that patent license was
granted, prior to 28 March 2007.

Nothing in this License shall be construed as excluding or limiting any
implied license or other defenses to infringement that may otherwise
be available to you under applicable patent law. 12. No Surrender of
Others’ Freedom.

If conditions are imposed on you (whether by court order, agreement
or otherwise) that contradict the conditions of this License, they do
not excuse you from the conditions of this License. If you cannot con-
vey a covered work so as to satisfy simultaneously your obligations
under this License and any other pertinent obligations, then as a con-
sequence you may not convey it at all. For example, if you agree to
terms that obligate you to collect a royalty for further conveying from
those to whom you convey the Program, the only way you could satisfy
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both those terms and this License would be to refrain entirely from
conveying the Program. 13. Use with the GNU Affero General Public
License.

Notwithstanding any other provision of this License, you have permis-
sion to link or combine any covered work with a work licensed under
version 3 of the GNU Affero General Public License into a single com-
bined work, and to convey the resulting work. The terms of this Li-
cense will continue to apply to the part which is the covered work, but
the special requirements of the GNU Affero General Public License,
section 13, concerning interaction through a network will apply to the
combination as such. 14. Revised Versions of this License.

The Free Software Foundation may publish revised and/or new ver-
sions of the GNU General Public License from time to time. Such new
versions will be similar in spirit to the present version, but may differ
in detail to address new problems or concerns.

Each version is given a distinguishing version number. If the Program
specifies that a certain numbered version of the GNU General Pub-
lic License “or any later version” applies to it, you have the option of
following the terms and conditions either of that numbered version or
of any later version published by the Free Software Foundation. If
the Program does not specify a version number of the GNU General
Public License, you may choose any version ever published by the Free
Software Foundation.

If the Program specifies that a proxy can decide which future versions
of the GNU General Public License can be used, that proxy’s public
statement of acceptance of a version permanently authorizes you to
choose that version for the Program.

Later license versions may give you additional or different permissions.
However, no additional obligations are imposed on any author or copy-
right holder as a result of your choosing to follow a later version. 15.
Disclaimer of Warranty.

THERE IS NO WARRANTY FOR THE PROGRAM, TO THE EX-
TENT PERMITTED BY APPLICABLE LAW. EXCEPT WHEN
OTHERWISE STATED IN WRITING THE COPYRIGHT HOLD-
ERS AND/OR OTHER PARTIES PROVIDE THE PROGRAM
“AS IS” WITHOUT WARRANTY OF ANY KIND, EITHER EX-
PRESSED OR IMPLIED, INCLUDING, BUT NOT LIMITED TO,
THE IMPLIED WARRANTIES OF MERCHANTABILITY AND
FITNESS FOR A PARTICULAR PURPOSE. THE ENTIRE RISK
AS TO THE QUALITY AND PERFORMANCE OF THE PRO-
GRAM IS WITH YOU. SHOULD THE PROGRAM PROVE DE-
FECTIVE, YOU ASSUME THE COST OF ALL NECESSARY SER-
VICING, REPAIR OR CORRECTION. 16. Limitation of Liability.

IN NO EVENT UNLESS REQUIRED BY APPLICABLE LAW OR
AGREED TO IN WRITING WILL ANY COPYRIGHT HOLDER,
OR ANY OTHER PARTY WHO MODIFIES AND/OR CONVEYS
THE PROGRAM AS PERMITTED ABOVE, BE LIABLE TO YOU
FOR DAMAGES, INCLUDING ANY GENERAL, SPECIAL, INCI-
DENTAL OR CONSEQUENTIAL DAMAGES ARISING OUT OF
THE USE OR INABILITY TO USE THE PROGRAM (INCLUDING
BUT NOT LIMITED TO LOSS OF DATA OR DATA BEING REN-
DERED INACCURATE OR LOSSES SUSTAINED BY YOU OR
THIRD PARTIES OR A FAILURE OF THE PROGRAM TO OPER-
ATEWITH ANY OTHER PROGRAMS), EVEN IF SUCH HOLDER
OR OTHER PARTY HAS BEEN ADVISED OF THE POSSIBILITY
OF SUCH DAMAGES. 17. Interpretation of Sections 15 and 16.

If the disclaimer of warranty and limitation of liability provided above
cannot be given local legal effect according to their terms, reviewing
courts shall apply local law that most closely approximates an abso-
lute waiver of all civil liability in connection with the Program, unless a
warranty or assumption of liability accompanies a copy of the Program
in return for a fee.

END OF TERMS AND CONDITIONS How to Apply These Terms
to Your New Programs

If you develop a new program, and you want it to be of the greatest
possible use to the public, the best way to achieve this is to make it
free software which everyone can redistribute and change under these
terms.

To do so, attach the following notices to the program. It is safest to
attach them to the start of each source file to most effectively state the
exclusion of warranty; and each file should have at least the “copyright”
line and a pointer to where the full notice is found.

<one line to give the program’s name and a brief idea of what it does.>
Copyright (C) <year> <name of author>

This program is free software: you can redistribute it and/or modify
it under the terms of the GNU General Public License as published by
the Free Software Foundation, either version 3 of the License, or (at
your option) any later version.

This program is distributed in the hope that it will be useful, but
WITHOUT ANY WARRANTY; without even the implied warranty
of MERCHANTABILITY or FITNESS FOR A PARTICULAR PUR-
POSE. See the GNU General Public License for more details.

You should have received a copy of the GNU General Public License
along with this program. If not, see <http://www.gnu.org/licenses/>.

Also add information on how to contact you by electronic and paper
mail.

If the program does terminal interaction, make it output a short notice
like this when it starts in an interactive mode:

<program> Copyright (C) <year> <name of author> This program
comes with ABSOLUTELY NO WARRANTY; for details type ‘show
w’. This is free software, and you are welcome to redistribute it under
certain conditions; type ‘show c’ for details.

The hypothetical commands ‘show w’ and ‘show c’ should show the
appropriate parts of the General Public License. Of course, your pro-
gram’s commands might be different; for a GUI interface, you would
use an “about box”.

You should also get your employer (if you work as a programmer) or
school, if any, to sign a “copyright disclaimer” for the program, if nec-
essary. For more information on this, and how to apply and follow the
GNU GPL, see <http://www.gnu.org/licenses/>.

The GNU General Public License does not permit incorporating your
program into proprietary programs. If your program is a subroutine
library, you may consider it more useful to permit linking proprietary
applications with the library. If this is what you want to do, use the
GNU Lesser General Public License instead of this License. But first,
please read <http://www.gnu.org/philosophy/why-not-lgpl.html>.

18.2 GNU Free Documentation License
Version 1.3, 3 November 2008

Copyright © 2000, 2001, 2002, 2007, 2008 Free Software Foundation,
Inc. <http://fsf.org/>

Everyone is permitted to copy and distribute verbatim copies of this
license document, but changing it is not allowed. 0. PREAMBLE

The purpose of this License is to make a manual, textbook, or other
functional and useful document ”free” in the sense of freedom: to as-
sure everyone the effective freedom to copy and redistribute it, with or
without modifying it, either commercially or noncommercially. Sec-
ondarily, this License preserves for the author and publisher a way to
get credit for their work, while not being considered responsible for
modifications made by others.

This License is a kind of ”copyleft”, which means that derivative works
of the document must themselves be free in the same sense. It com-
plements the GNU General Public License, which is a copyleft license
designed for free software.

We have designed this License in order to use it for manuals for free
software, because free software needs free documentation: a free pro-
gram should come with manuals providing the same freedoms that the
software does. But this License is not limited to software manuals;
it can be used for any textual work, regardless of subject matter or
whether it is published as a printed book. We recommend this Li-
cense principally for works whose purpose is instruction or reference.
1. APPLICABILITY AND DEFINITIONS

This License applies to any manual or other work, in any medium,
that contains a notice placed by the copyright holder saying it can
be distributed under the terms of this License. Such a notice grants a
world-wide, royalty-free license, unlimited in duration, to use that work
under the conditions stated herein. The ”Document”, below, refers to
any such manual or work. Any member of the public is a licensee, and
is addressed as ”you”. You accept the license if you copy, modify or
distribute the work in a way requiring permission under copyright law.

A ”Modified Version” of the Document means any work containing the
Document or a portion of it, either copied verbatim, or with modifica-
tions and/or translated into another language.

A ”Secondary Section” is a named appendix or a front-matter sec-
tion of the Document that deals exclusively with the relationship of
the publishers or authors of the Document to the Document’s overall
subject (or to related matters) and contains nothing that could fall
directly within that overall subject. (Thus, if the Document is in part
a textbook of mathematics, a Secondary Section may not explain any
mathematics.) The relationship could be a matter of historical connec-
tion with the subject or with related matters, or of legal, commercial,
philosophical, ethical or political position regarding them.

The ”Invariant Sections” are certain Secondary Sections whose titles
are designated, as being those of Invariant Sections, in the notice that
says that the Document is released under this License. If a section does
not fit the above definition of Secondary then it is not allowed to be
designated as Invariant. The Document may contain zero Invariant
Sections. If the Document does not identify any Invariant Sections
then there are none.

The ”Cover Texts” are certain short passages of text that are listed, as
Front-Cover Texts or Back-Cover Texts, in the notice that says that
the Document is released under this License. A Front-Cover Text may
be at most 5 words, and a Back-Cover Text may be at most 25 words.

A ”Transparent” copy of the Document means a machine-readable
copy, represented in a format whose specification is available to the
general public, that is suitable for revising the document straightfor-
wardly with generic text editors or (for images composed of pixels)
generic paint programs or (for drawings) some widely available drawing
editor, and that is suitable for input to text formatters or for automatic
translation to a variety of formats suitable for input to text formatters.
A copy made in an otherwise Transparent file format whose markup,
or absence of markup, has been arranged to thwart or discourage sub-
sequent modification by readers is not Transparent. An image format
is not Transparent if used for any substantial amount of text. A copy
that is not ”Transparent” is called ”Opaque”.

Examples of suitable formats for Transparent copies include plain
ASCII without markup, Texinfo input format, LaTeX input for-
mat, SGML or XML using a publicly available DTD, and standard-
conforming simple HTML, PostScript or PDF designed for human
modification. Examples of transparent image formats include PNG,
XCF and JPG. Opaque formats include proprietary formats that can
be read and edited only by proprietary word processors, SGML or
XML for which the DTD and/or processing tools are not generally
available, and the machine-generated HTML, PostScript or PDF pro-
duced by some word processors for output purposes only.

The ”Title Page” means, for a printed book, the title page itself, plus
such following pages as are needed to hold, legibly, the material this
License requires to appear in the title page. For works in formats
which do not have any title page as such, ”Title Page” means the text
near the most prominent appearance of the work’s title, preceding the
beginning of the body of the text.

The ”publisher” means any person or entity that distributes copies of
the Document to the public.

A section ”Entitled XYZ” means a named subunit of the Document
whose title either is precisely XYZ or contains XYZ in parentheses

following text that translates XYZ in another language. (Here XYZ
stands for a specific section name mentioned below, such as ”Acknowl-
edgements”, ”Dedications”, ”Endorsements”, or ”History”.) To ”Preserve
the Title” of such a section when you modify the Document means that
it remains a section ”Entitled XYZ” according to this definition.

The Document may include Warranty Disclaimers next to the notice
which states that this License applies to the Document. These War-
ranty Disclaimers are considered to be included by reference in this
License, but only as regards disclaiming warranties: any other impli-
cation that these Warranty Disclaimers may have is void and has no
effect on the meaning of this License. 2. VERBATIM COPYING

You may copy and distribute the Document in any medium, either
commercially or noncommercially, provided that this License, the
copyright notices, and the license notice saying this License applies
to the Document are reproduced in all copies, and that you add no
other conditions whatsoever to those of this License. You may not use
technical measures to obstruct or control the reading or further copy-
ing of the copies you make or distribute. However, you may accept
compensation in exchange for copies. If you distribute a large enough
number of copies you must also follow the conditions in section 3.

You may also lend copies, under the same conditions stated above, and
you may publicly display copies. 3. COPYING IN QUANTITY

If you publish printed copies (or copies in media that commonly have
printed covers) of the Document, numbering more than 100, and the
Document’s license notice requires Cover Texts, you must enclose the
copies in covers that carry, clearly and legibly, all these Cover Texts:
Front-Cover Texts on the front cover, and Back-Cover Texts on the
back cover. Both covers must also clearly and legibly identify you as
the publisher of these copies. The front cover must present the full title
with all words of the title equally prominent and visible. You may add
other material on the covers in addition. Copying with changes limited
to the covers, as long as they preserve the title of the Document and
satisfy these conditions, can be treated as verbatim copying in other
respects.

If the required texts for either cover are too voluminous to fit legibly,
you should put the first ones listed (as many as fit reasonably) on the
actual cover, and continue the rest onto adjacent pages.

If you publish or distribute Opaque copies of the Document numbering
more than 100, you must either include a machine-readable Transpar-
ent copy along with each Opaque copy, or state in or with each Opaque
copy a computer-network location from which the general network-
using public has access to download using public-standard network
protocols a complete Transparent copy of the Document, free of added
material. If you use the latter option, you must take reasonably pru-
dent steps, when you begin distribution of Opaque copies in quantity,
to ensure that this Transparent copy will remain thus accessible at the
stated location until at least one year after the last time you distribute
an Opaque copy (directly or through your agents or retailers) of that
edition to the public.

It is requested, but not required, that you contact the authors of the
Document well before redistributing any large number of copies, to
give them a chance to provide you with an updated version of the
Document. 4. MODIFICATIONS

You may copy and distribute a Modified Version of the Document un-
der the conditions of sections 2 and 3 above, provided that you release
the Modified Version under precisely this License, with the Modified
Version filling the role of the Document, thus licensing distribution
and modification of the Modified Version to whoever possesses a copy
of it. In addition, you must do these things in the Modified Version:

* A. Use in the Title Page (and on the covers, if any) a title dis-
tinct from that of the Document, and from those of previous versions
(which should, if there were any, be listed in the History section of
the Document). You may use the same title as a previous version if
the original publisher of that version gives permission. * B. List on
the Title Page, as authors, one or more persons or entities responsible
for authorship of the modifications in the Modified Version, together
with at least five of the principal authors of the Document (all of its
principal authors, if it has fewer than five), unless they release you
from this requirement. * C. State on the Title page the name of the
publisher of the Modified Version, as the publisher. * D. Preserve
all the copyright notices of the Document. * E. Add an appropriate
copyright notice for your modifications adjacent to the other copyright
notices. * F. Include, immediately after the copyright notices, a license
notice giving the public permission to use the Modified Version under
the terms of this License, in the form shown in the Addendum below.
* G. Preserve in that license notice the full lists of Invariant Sections
and required Cover Texts given in the Document’s license notice. *
H. Include an unaltered copy of this License. * I. Preserve the section
Entitled ”History”, Preserve its Title, and add to it an item stating at
least the title, year, new authors, and publisher of the Modified Ver-
sion as given on the Title Page. If there is no section Entitled ”History”
in the Document, create one stating the title, year, authors, and pub-
lisher of the Document as given on its Title Page, then add an item
describing the Modified Version as stated in the previous sentence. *
J. Preserve the network location, if any, given in the Document for
public access to a Transparent copy of the Document, and likewise the
network locations given in the Document for previous versions it was
based on. These may be placed in the ”History” section. You may omit
a network location for a work that was published at least four years
before the Document itself, or if the original publisher of the version it
refers to gives permission. * K. For any section Entitled ”Acknowledge-
ments” or ”Dedications”, Preserve the Title of the section, and preserve
in the section all the substance and tone of each of the contributor ac-
knowledgements and/or dedications given therein. * L. Preserve all
the Invariant Sections of the Document, unaltered in their text and

in their titles. Section numbers or the equivalent are not considered
part of the section titles. * M. Delete any section Entitled ”Endorse-
ments”. Such a section may not be included in the Modified Version.
* N. Do not retitle any existing section to be Entitled ”Endorsements”
or to conflict in title with any Invariant Section. * O. Preserve any
Warranty Disclaimers.

If the Modified Version includes new front-matter sections or appen-
dices that qualify as Secondary Sections and contain no material copied
from the Document, you may at your option designate some or all of
these sections as invariant. To do this, add their titles to the list of
Invariant Sections in the Modified Version’s license notice. These titles
must be distinct from any other section titles.

You may add a section Entitled ”Endorsements”, provided it con-
tains nothing but endorsements of your Modified Version by various
parties—for example, statements of peer review or that the text has
been approved by an organization as the authoritative definition of a
standard.

You may add a passage of up to five words as a Front-Cover Text,
and a passage of up to 25 words as a Back-Cover Text, to the end
of the list of Cover Texts in the Modified Version. Only one passage
of Front-Cover Text and one of Back-Cover Text may be added by
(or through arrangements made by) any one entity. If the Document
already includes a cover text for the same cover, previously added by
you or by arrangement made by the same entity you are acting on
behalf of, you may not add another; but you may replace the old one,
on explicit permission from the previous publisher that added the old
one.

The author(s) and publisher(s) of the Document do not by this Li-
cense give permission to use their names for publicity for or to as-
sert or imply endorsement of any Modified Version. 5. COMBINING
DOCUMENTS

You may combine the Document with other documents released under
this License, under the terms defined in section 4 above for modified
versions, provided that you include in the combination all of the In-
variant Sections of all of the original documents, unmodified, and list
them all as Invariant Sections of your combined work in its license
notice, and that you preserve all their Warranty Disclaimers.

The combined work need only contain one copy of this License, and
multiple identical Invariant Sections may be replaced with a single
copy. If there are multiple Invariant Sections with the same name
but different contents, make the title of each such section unique by
adding at the end of it, in parentheses, the name of the original au-
thor or publisher of that section if known, or else a unique number.
Make the same adjustment to the section titles in the list of Invariant
Sections in the license notice of the combined work.

In the combination, you must combine any sections Entitled ”History”
in the various original documents, forming one section Entitled ”His-
tory”; likewise combine any sections Entitled ”Acknowledgements”, and
any sections Entitled ”Dedications”. You must delete all sections En-
titled ”Endorsements”. 6. COLLECTIONS OF DOCUMENTS

You may make a collection consisting of the Document and other doc-
uments released under this License, and replace the individual copies
of this License in the various documents with a single copy that is
included in the collection, provided that you follow the rules of this
License for verbatim copying of each of the documents in all other
respects.

You may extract a single document from such a collection, and dis-
tribute it individually under this License, provided you insert a copy
of this License into the extracted document, and follow this License
in all other respects regarding verbatim copying of that document. 7.
AGGREGATION WITH INDEPENDENT WORKS

A compilation of the Document or its derivatives with other separate
and independent documents or works, in or on a volume of a storage or
distribution medium, is called an ”aggregate” if the copyright resulting
from the compilation is not used to limit the legal rights of the com-
pilation’s users beyond what the individual works permit. When the
Document is included in an aggregate, this License does not apply to
the other works in the aggregate which are not themselves derivative
works of the Document.

If the Cover Text requirement of section 3 is applicable to these copies
of the Document, then if the Document is less than one half of the
entire aggregate, the Document’s Cover Texts may be placed on cov-
ers that bracket the Document within the aggregate, or the electronic
equivalent of covers if the Document is in electronic form. Otherwise
they must appear on printed covers that bracket the whole aggregate.
8. TRANSLATION

Translation is considered a kind of modification, so you may distribute
translations of the Document under the terms of section 4. Replacing
Invariant Sections with translations requires special permission from
their copyright holders, but you may include translations of some or all
Invariant Sections in addition to the original versions of these Invari-
ant Sections. You may include a translation of this License, and all the
license notices in the Document, and any Warranty Disclaimers, pro-
vided that you also include the original English version of this License
and the original versions of those notices and disclaimers. In case of a
disagreement between the translation and the original version of this
License or a notice or disclaimer, the original version will prevail.

If a section in the Document is Entitled ”Acknowledgements”, ”Dedi-
cations”, or ”History”, the requirement (section 4) to Preserve its Title

(section 1) will typically require changing the actual title. 9. TERMI-
NATION

You may not copy, modify, sublicense, or distribute the Document
except as expressly provided under this License. Any attempt oth-
erwise to copy, modify, sublicense, or distribute it is void, and will
automatically terminate your rights under this License.

However, if you cease all violation of this License, then your license
from a particular copyright holder is reinstated (a) provisionally, un-
less and until the copyright holder explicitly and finally terminates
your license, and (b) permanently, if the copyright holder fails to no-
tify you of the violation by some reasonable means prior to 60 days
after the cessation.

Moreover, your license from a particular copyright holder is reinstated
permanently if the copyright holder notifies you of the violation by
some reasonable means, this is the first time you have received notice
of violation of this License (for any work) from that copyright holder,
and you cure the violation prior to 30 days after your receipt of the
notice.

Termination of your rights under this section does not terminate the
licenses of parties who have received copies or rights from you under
this License. If your rights have been terminated and not permanently
reinstated, receipt of a copy of some or all of the same material does
not give you any rights to use it. 10. FUTURE REVISIONS OF THIS
LICENSE

The Free Software Foundation may publish new, revised versions
of the GNU Free Documentation License from time to time. Such
new versions will be similar in spirit to the present version, but
may differ in detail to address new problems or concerns. See
http://www.gnu.org/copyleft/.

Each version of the License is given a distinguishing version number.
If the Document specifies that a particular numbered version of this
License ”or any later version” applies to it, you have the option of
following the terms and conditions either of that specified version or
of any later version that has been published (not as a draft) by the
Free Software Foundation. If the Document does not specify a version
number of this License, you may choose any version ever published
(not as a draft) by the Free Software Foundation. If the Document
specifies that a proxy can decide which future versions of this License
can be used, that proxy’s public statement of acceptance of a version
permanently authorizes you to choose that version for the Document.
11. RELICENSING

”Massive Multiauthor Collaboration Site” (or ”MMC Site”) means any
World Wide Web server that publishes copyrightable works and also
provides prominent facilities for anybody to edit those works. A public
wiki that anybody can edit is an example of such a server. A ”Massive
Multiauthor Collaboration” (or ”MMC”) contained in the site means
any set of copyrightable works thus published on the MMC site.

”CC-BY-SA” means the Creative Commons Attribution-Share Alike
3.0 license published by Creative Commons Corporation, a not-for-
profit corporation with a principal place of business in San Francisco,
California, as well as future copyleft versions of that license published
by that same organization.

”Incorporate” means to publish or republish a Document, in whole or
in part, as part of another Document.

An MMC is ”eligible for relicensing” if it is licensed under this License,
and if all works that were first published under this License somewhere
other than this MMC, and subsequently incorporated in whole or in
part into the MMC, (1) had no cover texts or invariant sections, and
(2) were thus incorporated prior to November 1, 2008.

The operator of an MMC Site may republish an MMC contained in
the site under CC-BY-SA on the same site at any time before August
1, 2009, provided the MMC is eligible for relicensing. ADDENDUM:
How to use this License for your documents

To use this License in a document you have written, include a copy
of the License in the document and put the following copyright and
license notices just after the title page:

Copyright (C) YEAR YOUR NAME. Permission is granted to copy,
distribute and/or modify this document under the terms of the GNU
Free Documentation License, Version 1.3 or any later version pub-
lished by the Free Software Foundation; with no Invariant Sections,
no Front-Cover Texts, and no Back-Cover Texts. A copy of the license
is included in the section entitled ”GNU Free Documentation License”.

If you have Invariant Sections, Front-Cover Texts and Back-Cover
Texts, replace the ”with … Texts.” line with this:

with the Invariant Sections being LIST THEIR TITLES, with the
Front-Cover Texts being LIST, and with the Back-Cover Texts being
LIST.

If you have Invariant Sections without Cover Texts, or some other
combination of the three, merge those two alternatives to suit the sit-
uation.

If your document contains nontrivial examples of program code, we
recommend releasing these examples in parallel under your choice of
free software license, such as the GNU General Public License, to per-
mit their use in free software.
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GNU Lesser General Public License

18.3 GNU Lesser General Public License
GNU LESSER GENERAL PUBLIC LICENSE

Version 3, 29 June 2007

Copyright © 2007 Free Software Foundation, Inc. <http://fsf.org/>

Everyone is permitted to copy and distribute verbatim copies of this
license document, but changing it is not allowed.

This version of the GNU Lesser General Public License incorporates
the terms and conditions of version 3 of the GNU General Public Li-
cense, supplemented by the additional permissions listed below. 0.
Additional Definitions.

As used herein, “this License” refers to version 3 of the GNU Lesser
General Public License, and the “GNU GPL” refers to version 3 of the
GNU General Public License.

“The Library” refers to a covered work governed by this License, other
than an Application or a Combined Work as defined below.

An “Application” is any work that makes use of an interface provided
by the Library, but which is not otherwise based on the Library. Defin-
ing a subclass of a class defined by the Library is deemed a mode of
using an interface provided by the Library.

A “Combined Work” is a work produced by combining or linking an
Application with the Library. The particular version of the Library
with which the Combined Work was made is also called the “Linked
Version”.

The “Minimal Corresponding Source” for a Combined Work means the
Corresponding Source for the Combined Work, excluding any source
code for portions of the Combined Work that, considered in isolation,
are based on the Application, and not on the Linked Version.

The “Corresponding Application Code” for a Combined Work means
the object code and/or source code for the Application, including any
data and utility programs needed for reproducing the Combined Work
from the Application, but excluding the System Libraries of the Com-
bined Work. 1. Exception to Section 3 of the GNU GPL.

You may convey a covered work under sections 3 and 4 of this License
without being bound by section 3 of the GNU GPL. 2. Conveying
Modified Versions.

If you modify a copy of the Library, and, in your modifications, a fa-
cility refers to a function or data to be supplied by an Application that
uses the facility (other than as an argument passed when the facility
is invoked), then you may convey a copy of the modified version:

* a) under this License, provided that you make a good faith effort to
ensure that, in the event an Application does not supply the function
or data, the facility still operates, and performs whatever part of its
purpose remains meaningful, or * b) under the GNU GPL, with none
of the additional permissions of this License applicable to that copy.

3. Object Code Incorporating Material from Library Header Files.

The object code form of an Application may incorporate material from
a header file that is part of the Library. You may convey such object
code under terms of your choice, provided that, if the incorporated ma-
terial is not limited to numerical parameters, data structure layouts
and accessors, or small macros, inline functions and templates (ten or
fewer lines in length), you do both of the following:

* a) Give prominent notice with each copy of the object code that the
Library is used in it and that the Library and its use are covered by
this License. * b) Accompany the object code with a copy of the GNU
GPL and this license document.

4. Combined Works.

You may convey a Combined Work under terms of your choice that,
taken together, effectively do not restrict modification of the portions
of the Library contained in the Combined Work and reverse engineer-
ing for debugging such modifications, if you also do each of the follow-
ing:

* a) Give prominent notice with each copy of the Combined Work
that the Library is used in it and that the Library and its use are
covered by this License. * b) Accompany the Combined Work with a
copy of the GNU GPL and this license document. * c) For a Com-
bined Work that displays copyright notices during execution, include
the copyright notice for the Library among these notices, as well as a
reference directing the user to the copies of the GNU GPL and this
license document. * d) Do one of the following: o 0) Convey the
Minimal Corresponding Source under the terms of this License, and
the Corresponding Application Code in a form suitable for, and under
terms that permit, the user to recombine or relink the Application
with a modified version of the Linked Version to produce a modified
Combined Work, in the manner specified by section 6 of the GNU
GPL for conveying Corresponding Source. o 1) Use a suitable shared
library mechanism for linking with the Library. A suitable mechanism
is one that (a) uses at run time a copy of the Library already present
on the user’s computer system, and (b) will operate properly with a
modified version of the Library that is interface-compatible with the
Linked Version. * e) Provide Installation Information, but only if you
would otherwise be required to provide such information under section
6 of the GNU GPL, and only to the extent that such information is
necessary to install and execute a modified version of the Combined
Work produced by recombining or relinking the Application with a
modified version of the Linked Version. (If you use option 4d0, the
Installation Information must accompany the Minimal Corresponding
Source and Corresponding Application Code. If you use option 4d1,
you must provide the Installation Information in the manner specified
by section 6 of the GNU GPL for conveying Corresponding Source.)

5. Combined Libraries.

You may place library facilities that are a work based on the Library
side by side in a single library together with other library facilities that
are not Applications and are not covered by this License, and convey
such a combined library under terms of your choice, if you do both of
the following:

* a) Accompany the combined library with a copy of the same work
based on the Library, uncombined with any other library facilities,
conveyed under the terms of this License. * b) Give prominent no-
tice with the combined library that part of it is a work based on the
Library, and explaining where to find the accompanying uncombined
form of the same work.

6. Revised Versions of the GNU Lesser General Public License.

The Free Software Foundation may publish revised and/or new ver-
sions of the GNU Lesser General Public License from time to time.
Such new versions will be similar in spirit to the present version, but
may differ in detail to address new problems or concerns.

Each version is given a distinguishing version number. If the Library
as you received it specifies that a certain numbered version of the GNU
Lesser General Public License “or any later version” applies to it, you
have the option of following the terms and conditions either of that
published version or of any later version published by the Free Software
Foundation. If the Library as you received it does not specify a version
number of the GNU Lesser General Public License, you may choose
any version of the GNU Lesser General Public License ever published
by the Free Software Foundation.

If the Library as you received it specifies that a proxy can decide
whether future versions of the GNU Lesser General Public License
shall apply, that proxy’s public statement of acceptance of any ver-
sion is permanent authorization for you to choose that version for the
Library.
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document/headers/babel.tex

\usepackage[english]{babel}
\newcommand{\mychapterbabel}{Chapter}
\newcommand{\mypagebabel}{on page}
\newcommand{\myfigurebabel}{Figure}
\newcommand{\mylangbabel}{english}







document/headers/commands.tex

% Syntax Highlightling

%\DefineShortVerb[commandchars=\\\{\}]{\|}
\DefineVerbatimEnvironment{Highlighting}{Verbatim}{commandchars=\\\{\}}
% Add ',fontsize=\small' for more characters per line
\newenvironment{Shaded}{\begin{scriptsize}}{\end{scriptsize}}
\newcommand{\KeywordTok}[1]{\textbf{{#1}}}
\newcommand{\DataTypeTok}[1]{\underline{{#1}}}
\newcommand{\DecValTok}[1]{{#1}}
\newcommand{\BaseNTok}[1]{{#1}}
\newcommand{\FloatTok}[1]{{#1}}
\newcommand{\CharTok}[1]{{#1}}
\newcommand{\StringTok}[1]{{#1}}
\newcommand{\CommentTok}[1]{\textit{{#1}}}
\newcommand{\OtherTok}[1]{{#1}}
\newcommand{\AlertTok}[1]{\textbf{{#1}}}
\newcommand{\FunctionTok}[1]{{#1}}
\newcommand{\RegionMarkerTok}[1]{{#1}}
\newcommand{\ErrorTok}[1]{\textbf{{#1}}}
\newcommand{\NormalTok}[1]{{#1}}
\newcommand{\myfigurewithoutcaption}[1]{{\bfseries \myfigurebabel{ }#1}}
\newcommand{\myfigurewithcaption}[2]{{\bfseries \myfigurebabel{ }#1{\quad}}#2}

% Definition der Fussnoten
% ------------------------
%\KOMAoptions{footnotes=multiple}


\DeclareTextSymbol{\textlongs}{TS1}{115} 

\deffootnote[2.2em]{2.2em}{0em}{\makebox[2.2em][l]{\thefootnotemark}}

\newcommand{\badchar}[1]
{\textbf{?}}


\newcommand{\myplainurl}[1]
{{\ttfamily  \url{#1}}}


\newcommand{\myfnhref}[2]
{{#2} \^{}{\{\ttfamily  \url{#1}\}} }

\newcommand{\mymchref}[2]
{}


\newcommand{\mytabhref}[2]
{{#2}\protect\footnote{\ttfamily \url{#1} }}
%{\textsc{#2}}


\newcommand{\myfnlref}[2]
{{#2} \^{}\{\mychapterbabel \ref{#1} \mypagebabel {$\text{}$} \pageref{#1}\}}

\newlength{\fnwidth}
\setlength{\fnwidth}{\linewidth}
\addtolength{\fnwidth}{-10mm}

\newcommand{\myhref}[2]
{{#2}\protect\footnote{    \begin{minipage}{\fnwidth} \ttfamily \url{#1}  \end{minipage}}} 

\newcommand{\mylref}[2]
{{#2}\protect\footnote{\mychapterbabel {$\text{}$} \ref{#1} \mypagebabel {$\text{}$} \pageref{#1}}}

\newcommand{\myfnsref}[2]
{\text{#2} \^{}\{\text{#1} \}}

\newcommand{\mysref}[2]
{\text{#2}\protect\footnote{#1}}

\newcommand{\TickYes}{\checkmark}


% Kompatibilität, damit myfootnote nichts ins Leere läuft
\newcommand{\myfootnote}[1]
%{\footnote{\quad{}#1}}
{\footnote{#1}}


% Auflistungen
% ------------
% Standardvorschlag für itemize
%\newenvironment{myitemize}{\begin{itemize}}{\end{itemize}}
%\newenvironment{myenumerate}{\begin{enumerate}}{\end{enumerate}}
\newenvironment{myquote}{\begin{itemize}[{}]}{\end{itemize}}
\newenvironment{myblockquote}{\begin{itemize}[{\quad}]}{\end{itemize}}

\newenvironment{mydescription}{

\begin{inparablank}}{\end{inparablank}} 
% Alternativen ohne Einrückung
\newenvironment{myitemize}{\begin{compactitem}[\textbullet]}{\end{compactitem}}
\newenvironment{myenumerate}{\begin{compactenum}}{\end{compactenum}}

% einige weitere Festlegungen
% ---------------------------
% \breakslash is used for URLs to allow linebreaking
\newcommand{\mybreakslash}{\discretionary{/}{}{/}}

\newlength{\mylength}
\newlength{\myhight}
\newlength{\myshadingheight}
\newcommand{\myoverline}[1]
{\settowidth{\mylength}{#1} \settoheight{\myhight}{#1}
\makebox[-3pt][l]{#1}
\rule[\myhight+1pt]{\mylength}{0.15mm}}

% Teile von Büchern
\newcommand{\mypart}[1]
%{\part{#1}}
{\addtocontents{toc}{\protect\vspace{7.5mm} \textbf{\Large {#1}}}}

% minitoc vorbereiten, aber standardmäßig unterdrücken
\newcommand{\myminitoc}{}

% Haupttitel
% ----------
%\newcommand{\mymaintitle}[1]
%{\definecolor{shadecolor}{gray}{0.9}\begin{shaded}
%\begin{center}
%\Huge \bfseries 
%#1 
%\end{center}
%\end{shaded}}

%\newcommand{\mysubtitle}[1]
%{\begin{center}
%\LARGE \bfseries 
%#1
%\end{center}}

\newcommand{\mysubtitle}[1]{\subtitle{#1}}
\newcommand{\mymaintitle}[1]{\title{#1}}
\newcommand{\myauthor}[1]{\author{#1}}


% this is for getting rid of a lintian complaint about
% the German translation of the English word resolution which
% I can not represent here literally according to lintian
\newcommand{\resdhunlongstring}[0]{Res}
\newcommand{\sourcedhunlongstring}[0]{source}
\newcommand{\redshunlongstringsource}[0]{\resdhunlongstring\sourcedhunlongstring}


% Metadaten
% ---------
\newcommand{\fetchurlcaption}[0]
{\mysref{In den Metadaten erläutert unter: {\itshape Adresse der elektronischen \redshunlongstringsource zur Abholung (O)}.}{URL zur Abholung}}

\newcommand{\bookcaption}[0]
{\mysref{In den Metadaten erläutert unter: {\itshape Adresse der elektronischen \redshunlongstringsource (O)}.}{Buch (Hauptseite)}}

\newcommand{\functionalgroupcaption}[0]
{\mysref{In den Metadaten erläutert unter: {\itshape Angaben zum Inhalt: DDC-Sachgruppe der Deutschen Nationalbibliografie oder Warengruppen-Systematik des Deutschen Buchhandels (O)}.}{Sachgruppe(n)} }

\newcommand{\futhertopicscaption}[0]
{\mysref{In den Metadaten erläutert unter: {\itshape Angaben zum Inhalt: weitere Klassifikationen / Thesauri (F)}.}{Weitere Themen}}

\newcommand{\mainauthorscaption}[0]
{Hauptautor(en)}

\newcommand{\projecttexniciancaption}[0]
{Betreuer}

\newcommand{\organizationscaptions}[0]
{\mysref{In den Metadaten erläutert unter: {\itshape Beteiligte Organisationen (F)}.}{Organisation(en)}}

\newcommand{\datecaption}[0]
{Erscheinungsdatum}

\newcommand{\issuecaption}[0]
{Ausgabebezeichnung}

\newcommand{\standardcodecaption}[0]
{Standardnummer }

\newcommand{\maintitlecaption}[0]
{Haupttitel}

\newcommand{\publishercaption}[0]
{\mysref{In den Metadaten erläutert unter: {\itshape Verlag / Verlegende Stelle (O)}.}{Verlegende Stelle} }

\newcommand{\publishercitycaption}[0]
{Verlagsort}

\newcommand{\shelfcaption}[0]
{Wikibooks-Regal}

\newcommand{\sizecaption}[0]
{Umfang}


\newcommand{\Alpha}{\mathrm{A}}
\newcommand{\Beta}{\mathrm{B}}
\newcommand{\Epsilon}{\mathrm{E}}
\newcommand{\Zeta}{\mathrm{Z}}
\newcommand{\Eta}{\mathrm{H}}
\newcommand{\Iota}{\mathrm{I}}
\newcommand{\Kappa}{\mathrm{K}}
\newcommand{\Mu}{\mathrm{M}}
\newcommand{\Nu}{\mathrm{N}}
\newcommand{\Rho}{\mathrm{P}}
\newcommand{\Tau}{\mathrm{T}}
\newcommand{\Chi}{\mathrm{X}}













document/headers/defaultcolors.tex

\definecolor{AliceBlue}{rgb}{0.941176470588,0.972549019608,1.0}
\definecolor{aliceblue}{rgb}{0.941176470588,0.972549019608,1.0}
\definecolor{AntiqueWhite}{rgb}{0.980392156863,0.921568627451,0.843137254902}
\definecolor{antiquewhite}{rgb}{0.980392156863,0.921568627451,0.843137254902}
\definecolor{Aqua}{rgb}{0.0,1.0,1.0}
\definecolor{aqua}{rgb}{0.0,1.0,1.0}
\definecolor{Aquamarine}{rgb}{0.498039215686,1.0,0.83137254902}
\definecolor{aquamarine}{rgb}{0.498039215686,1.0,0.83137254902}
\definecolor{Azure}{rgb}{0.941176470588,1.0,1.0}
\definecolor{azure}{rgb}{0.941176470588,1.0,1.0}
\definecolor{Beige}{rgb}{0.960784313725,0.960784313725,0.862745098039}
\definecolor{beige}{rgb}{0.960784313725,0.960784313725,0.862745098039}
\definecolor{Bisque}{rgb}{1.0,0.894117647059,0.76862745098}
\definecolor{bisque}{rgb}{1.0,0.894117647059,0.76862745098}
\definecolor{Black}{rgb}{0.0,0.0,0.0}
\definecolor{black}{rgb}{0.0,0.0,0.0}
\definecolor{BlanchedAlmond}{rgb}{1.0,0.921568627451,0.803921568627}
\definecolor{blanchedalmond}{rgb}{1.0,0.921568627451,0.803921568627}
\definecolor{Blue}{rgb}{0.0,0.0,1.0}
%\definecolor{blue}{rgb}{0.0,0.0,1.0}
\definecolor{BlueViolet}{rgb}{0.541176470588,0.16862745098,0.886274509804}
\definecolor{blueviolet}{rgb}{0.541176470588,0.16862745098,0.886274509804}
\definecolor{Brown}{rgb}{0.647058823529,0.164705882353,0.164705882353}
\definecolor{brown}{rgb}{0.647058823529,0.164705882353,0.164705882353}
\definecolor{BurlyWood}{rgb}{0.870588235294,0.721568627451,0.529411764706}
\definecolor{burlywood}{rgb}{0.870588235294,0.721568627451,0.529411764706}
\definecolor{CadetBlue}{rgb}{0.372549019608,0.619607843137,0.627450980392}
\definecolor{cadetblue}{rgb}{0.372549019608,0.619607843137,0.627450980392}
\definecolor{Chartreuse}{rgb}{0.498039215686,1.0,0.0}
\definecolor{chartreuse}{rgb}{0.498039215686,1.0,0.0}
\definecolor{Chocolate}{rgb}{0.823529411765,0.411764705882,0.117647058824}
\definecolor{chocolate}{rgb}{0.823529411765,0.411764705882,0.117647058824}
\definecolor{Coral}{rgb}{1.0,0.498039215686,0.313725490196}
\definecolor{coral}{rgb}{1.0,0.498039215686,0.313725490196}
\definecolor{CornflowerBlue}{rgb}{0.392156862745,0.58431372549,0.929411764706}
\definecolor{cornflowerblue}{rgb}{0.392156862745,0.58431372549,0.929411764706}
\definecolor{Cornsilk}{rgb}{1.0,0.972549019608,0.862745098039}
\definecolor{cornsilk}{rgb}{1.0,0.972549019608,0.862745098039}
\definecolor{Crimson}{rgb}{0.862745098039,0.078431372549,0.235294117647}
\definecolor{crimson}{rgb}{0.862745098039,0.078431372549,0.235294117647}
\definecolor{Cyan}{rgb}{0.0,1.0,1.0}
%\definecolor{cyan}{rgb}{0.0,1.0,1.0}
\definecolor{DarkBlue}{rgb}{0.0,0.0,0.545098039216}
\definecolor{darkblue}{rgb}{0.0,0.0,0.545098039216}
\definecolor{DarkCyan}{rgb}{0.0,0.545098039216,0.545098039216}
\definecolor{darkcyan}{rgb}{0.0,0.545098039216,0.545098039216}
\definecolor{DarkGoldenRod}{rgb}{0.721568627451,0.525490196078,0.043137254902}
\definecolor{darkgoldenrod}{rgb}{0.721568627451,0.525490196078,0.043137254902}
\definecolor{DarkGray}{rgb}{0.662745098039,0.662745098039,0.662745098039}
\definecolor{darkgray}{rgb}{0.662745098039,0.662745098039,0.662745098039}
\definecolor{DarkGreen}{rgb}{0.0,0.392156862745,0.0}
\definecolor{darkgreen}{rgb}{0.0,0.392156862745,0.0}
\definecolor{DarkKhaki}{rgb}{0.741176470588,0.717647058824,0.419607843137}
\definecolor{darkkhaki}{rgb}{0.741176470588,0.717647058824,0.419607843137}
\definecolor{DarkMagenta}{rgb}{0.545098039216,0.0,0.545098039216}
\definecolor{darkmagenta}{rgb}{0.545098039216,0.0,0.545098039216}
\definecolor{DarkOliveGreen}{rgb}{0.333333333333,0.419607843137,0.18431372549}
\definecolor{darkolivegreen}{rgb}{0.333333333333,0.419607843137,0.18431372549}
\definecolor{Darkorange}{rgb}{1.0,0.549019607843,0.0}
\definecolor{darkorange}{rgb}{1.0,0.549019607843,0.0}
\definecolor{DarkOrchid}{rgb}{0.6,0.196078431373,0.8}
\definecolor{darkorchid}{rgb}{0.6,0.196078431373,0.8}
\definecolor{DarkRed}{rgb}{0.545098039216,0.0,0.0}
\definecolor{darkred}{rgb}{0.545098039216,0.0,0.0}
\definecolor{DarkSalmon}{rgb}{0.913725490196,0.588235294118,0.478431372549}
\definecolor{darksalmon}{rgb}{0.913725490196,0.588235294118,0.478431372549}
\definecolor{DarkSeaGreen}{rgb}{0.560784313725,0.737254901961,0.560784313725}
\definecolor{darkseagreen}{rgb}{0.560784313725,0.737254901961,0.560784313725}
\definecolor{DarkSlateBlue}{rgb}{0.282352941176,0.239215686275,0.545098039216}
\definecolor{darkslateblue}{rgb}{0.282352941176,0.239215686275,0.545098039216}
\definecolor{DarkSlateGray}{rgb}{0.18431372549,0.309803921569,0.309803921569}
\definecolor{darkslategray}{rgb}{0.18431372549,0.309803921569,0.309803921569}
\definecolor{DarkTurquoise}{rgb}{0.0,0.807843137255,0.819607843137}
\definecolor{darkturquoise}{rgb}{0.0,0.807843137255,0.819607843137}
\definecolor{DarkViolet}{rgb}{0.580392156863,0.0,0.827450980392}
\definecolor{darkviolet}{rgb}{0.580392156863,0.0,0.827450980392}
\definecolor{DeepPink}{rgb}{1.0,0.078431372549,0.576470588235}
\definecolor{deeppink}{rgb}{1.0,0.078431372549,0.576470588235}
\definecolor{DeepSkyBlue}{rgb}{0.0,0.749019607843,1.0}
\definecolor{deepskyblue}{rgb}{0.0,0.749019607843,1.0}
\definecolor{DimGray}{rgb}{0.411764705882,0.411764705882,0.411764705882}
\definecolor{dimgray}{rgb}{0.411764705882,0.411764705882,0.411764705882}
\definecolor{DodgerBlue}{rgb}{0.117647058824,0.564705882353,1.0}
\definecolor{dodgerblue}{rgb}{0.117647058824,0.564705882353,1.0}
\definecolor{FireBrick}{rgb}{0.698039215686,0.133333333333,0.133333333333}
\definecolor{firebrick}{rgb}{0.698039215686,0.133333333333,0.133333333333}
\definecolor{FloralWhite}{rgb}{1.0,0.980392156863,0.941176470588}
\definecolor{floralwhite}{rgb}{1.0,0.980392156863,0.941176470588}
\definecolor{ForestGreen}{rgb}{0.133333333333,0.545098039216,0.133333333333}
\definecolor{forestgreen}{rgb}{0.133333333333,0.545098039216,0.133333333333}
\definecolor{Fuchsia}{rgb}{1.0,0.0,1.0}
\definecolor{fuchsia}{rgb}{1.0,0.0,1.0}
\definecolor{Gainsboro}{rgb}{0.862745098039,0.862745098039,0.862745098039}
\definecolor{gainsboro}{rgb}{0.862745098039,0.862745098039,0.862745098039}
\definecolor{GhostWhite}{rgb}{0.972549019608,0.972549019608,1.0}
\definecolor{ghostwhite}{rgb}{0.972549019608,0.972549019608,1.0}
\definecolor{Gold}{rgb}{1.0,0.843137254902,0.0}
\definecolor{gold}{rgb}{1.0,0.843137254902,0.0}
\definecolor{GoldenRod}{rgb}{0.854901960784,0.647058823529,0.125490196078}
\definecolor{goldenrod}{rgb}{0.854901960784,0.647058823529,0.125490196078}
\definecolor{Gray}{rgb}{0.501960784314,0.501960784314,0.501960784314}
\definecolor{gray}{rgb}{0.501960784314,0.501960784314,0.501960784314}
\definecolor{Green}{rgb}{0.0,0.501960784314,0.0}
%\definecolor{green}{rgb}{0.0,0.501960784314,0.0}
\definecolor{GreenYellow}{rgb}{0.678431372549,1.0,0.18431372549}
\definecolor{greenyellow}{rgb}{0.678431372549,1.0,0.18431372549}
\definecolor{HoneyDew}{rgb}{0.941176470588,1.0,0.941176470588}
\definecolor{honeydew}{rgb}{0.941176470588,1.0,0.941176470588}
\definecolor{HotPink}{rgb}{1.0,0.411764705882,0.705882352941}
\definecolor{hotpink}{rgb}{1.0,0.411764705882,0.705882352941}
\definecolor{IndianRed}{rgb}{0.803921568627,0.360784313725,0.360784313725}
\definecolor{indianred}{rgb}{0.803921568627,0.360784313725,0.360784313725}
\definecolor{Indigo}{rgb}{0.294117647059,0.0,0.509803921569}
\definecolor{indigo}{rgb}{0.294117647059,0.0,0.509803921569}
\definecolor{Ivory}{rgb}{1.0,1.0,0.941176470588}
\definecolor{ivory}{rgb}{1.0,1.0,0.941176470588}
\definecolor{Khaki}{rgb}{0.941176470588,0.901960784314,0.549019607843}
\definecolor{khaki}{rgb}{0.941176470588,0.901960784314,0.549019607843}
\definecolor{Lavender}{rgb}{0.901960784314,0.901960784314,0.980392156863}
\definecolor{lavender}{rgb}{0.901960784314,0.901960784314,0.980392156863}
\definecolor{LavenderBlush}{rgb}{1.0,0.941176470588,0.960784313725}
\definecolor{lavenderblush}{rgb}{1.0,0.941176470588,0.960784313725}
\definecolor{LawnGreen}{rgb}{0.486274509804,0.988235294118,0.0}
\definecolor{lawngreen}{rgb}{0.486274509804,0.988235294118,0.0}
\definecolor{LemonChiffon}{rgb}{1.0,0.980392156863,0.803921568627}
\definecolor{lemonchiffon}{rgb}{1.0,0.980392156863,0.803921568627}
\definecolor{LightBlue}{rgb}{0.678431372549,0.847058823529,0.901960784314}
\definecolor{lightblue}{rgb}{0.678431372549,0.847058823529,0.901960784314}
\definecolor{LightCoral}{rgb}{0.941176470588,0.501960784314,0.501960784314}
\definecolor{lightcoral}{rgb}{0.941176470588,0.501960784314,0.501960784314}
\definecolor{LightCyan}{rgb}{0.878431372549,1.0,1.0}
\definecolor{lightcyan}{rgb}{0.878431372549,1.0,1.0}
\definecolor{LightGoldenRodYellow}{rgb}{0.980392156863,0.980392156863,0.823529411765}
\definecolor{lightgoldenrodyellow}{rgb}{0.980392156863,0.980392156863,0.823529411765}
\definecolor{LightGrey}{rgb}{0.827450980392,0.827450980392,0.827450980392}
\definecolor{lightgrey}{rgb}{0.827450980392,0.827450980392,0.827450980392}
\definecolor{LightGreen}{rgb}{0.564705882353,0.933333333333,0.564705882353}
\definecolor{lightgreen}{rgb}{0.564705882353,0.933333333333,0.564705882353}
\definecolor{LightPink}{rgb}{1.0,0.713725490196,0.756862745098}
\definecolor{lightpink}{rgb}{1.0,0.713725490196,0.756862745098}
\definecolor{LightSalmon}{rgb}{1.0,0.627450980392,0.478431372549}
\definecolor{lightsalmon}{rgb}{1.0,0.627450980392,0.478431372549}
\definecolor{LightSeaGreen}{rgb}{0.125490196078,0.698039215686,0.666666666667}
\definecolor{lightseagreen}{rgb}{0.125490196078,0.698039215686,0.666666666667}
\definecolor{LightSkyBlue}{rgb}{0.529411764706,0.807843137255,0.980392156863}
\definecolor{lightskyblue}{rgb}{0.529411764706,0.807843137255,0.980392156863}
\definecolor{LightSlateGray}{rgb}{0.466666666667,0.533333333333,0.6}
\definecolor{lightslategray}{rgb}{0.466666666667,0.533333333333,0.6}
\definecolor{LightSteelBlue}{rgb}{0.690196078431,0.76862745098,0.870588235294}
\definecolor{lightsteelblue}{rgb}{0.690196078431,0.76862745098,0.870588235294}
\definecolor{LightYellow}{rgb}{1.0,1.0,0.878431372549}
\definecolor{lightyellow}{rgb}{1.0,1.0,0.878431372549}
\definecolor{Lime}{rgb}{0.0,1.0,0.0}
\definecolor{lime}{rgb}{0.0,1.0,0.0}
\definecolor{LimeGreen}{rgb}{0.196078431373,0.803921568627,0.196078431373}
\definecolor{limegreen}{rgb}{0.196078431373,0.803921568627,0.196078431373}
\definecolor{Linen}{rgb}{0.980392156863,0.941176470588,0.901960784314}
\definecolor{linen}{rgb}{0.980392156863,0.941176470588,0.901960784314}
\definecolor{Magenta}{rgb}{1.0,0.0,1.0}
%\definecolor{magenta}{rgb}{1.0,0.0,1.0}
\definecolor{Maroon}{rgb}{0.501960784314,0.0,0.0}
\definecolor{maroon}{rgb}{0.501960784314,0.0,0.0}
\definecolor{MediumAquaMarine}{rgb}{0.4,0.803921568627,0.666666666667}
\definecolor{mediumaquamarine}{rgb}{0.4,0.803921568627,0.666666666667}
\definecolor{MediumBlue}{rgb}{0.0,0.0,0.803921568627}
\definecolor{mediumblue}{rgb}{0.0,0.0,0.803921568627}
\definecolor{MediumOrchid}{rgb}{0.729411764706,0.333333333333,0.827450980392}
\definecolor{mediumorchid}{rgb}{0.729411764706,0.333333333333,0.827450980392}
\definecolor{MediumPurple}{rgb}{0.576470588235,0.439215686275,0.847058823529}
\definecolor{mediumpurple}{rgb}{0.576470588235,0.439215686275,0.847058823529}
\definecolor{MediumSeaGreen}{rgb}{0.235294117647,0.701960784314,0.443137254902}
\definecolor{mediumseagreen}{rgb}{0.235294117647,0.701960784314,0.443137254902}
\definecolor{MediumSlateBlue}{rgb}{0.482352941176,0.407843137255,0.933333333333}
\definecolor{mediumslateblue}{rgb}{0.482352941176,0.407843137255,0.933333333333}
\definecolor{MediumSpringGreen}{rgb}{0.0,0.980392156863,0.603921568627}
\definecolor{mediumspringgreen}{rgb}{0.0,0.980392156863,0.603921568627}
\definecolor{MediumTurquoise}{rgb}{0.282352941176,0.819607843137,0.8}
\definecolor{mediumturquoise}{rgb}{0.282352941176,0.819607843137,0.8}
\definecolor{MediumVioletRed}{rgb}{0.780392156863,0.0823529411765,0.521568627451}
\definecolor{mediumvioletred}{rgb}{0.780392156863,0.0823529411765,0.521568627451}
\definecolor{MidnightBlue}{rgb}{0.0980392156863,0.0980392156863,0.439215686275}
\definecolor{midnightblue}{rgb}{0.0980392156863,0.0980392156863,0.439215686275}
\definecolor{MintCream}{rgb}{0.960784313725,1.0,0.980392156863}
\definecolor{mintcream}{rgb}{0.960784313725,1.0,0.980392156863}
\definecolor{MistyRose}{rgb}{1.0,0.894117647059,0.882352941176}
\definecolor{mistyrose}{rgb}{1.0,0.894117647059,0.882352941176}
\definecolor{Moccasin}{rgb}{1.0,0.894117647059,0.709803921569}
\definecolor{moccasin}{rgb}{1.0,0.894117647059,0.709803921569}
\definecolor{NavajoWhite}{rgb}{1.0,0.870588235294,0.678431372549}
\definecolor{navajowhite}{rgb}{1.0,0.870588235294,0.678431372549}
\definecolor{Navy}{rgb}{0.0,0.0,0.501960784314}
\definecolor{navy}{rgb}{0.0,0.0,0.501960784314}
\definecolor{OldLace}{rgb}{0.992156862745,0.960784313725,0.901960784314}
\definecolor{oldlace}{rgb}{0.992156862745,0.960784313725,0.901960784314}
\definecolor{Olive}{rgb}{0.501960784314,0.501960784314,0.0}
\definecolor{olive}{rgb}{0.501960784314,0.501960784314,0.0}
\definecolor{OliveDrab}{rgb}{0.419607843137,0.556862745098,0.137254901961}
\definecolor{olivedrab}{rgb}{0.419607843137,0.556862745098,0.137254901961}
\definecolor{Orange}{rgb}{1.0,0.647058823529,0.0}
\definecolor{orange}{rgb}{1.0,0.647058823529,0.0}
\definecolor{OrangeRed}{rgb}{1.0,0.270588235294,0.0}
\definecolor{orangered}{rgb}{1.0,0.270588235294,0.0}
\definecolor{Orchid}{rgb}{0.854901960784,0.439215686275,0.839215686275}
\definecolor{orchid}{rgb}{0.854901960784,0.439215686275,0.839215686275}
\definecolor{PaleGoldenRod}{rgb}{0.933333333333,0.909803921569,0.666666666667}
\definecolor{palegoldenrod}{rgb}{0.933333333333,0.909803921569,0.666666666667}
\definecolor{PaleGreen}{rgb}{0.596078431373,0.98431372549,0.596078431373}
\definecolor{palegreen}{rgb}{0.596078431373,0.98431372549,0.596078431373}
\definecolor{PaleTurquoise}{rgb}{0.686274509804,0.933333333333,0.933333333333}
\definecolor{paleturquoise}{rgb}{0.686274509804,0.933333333333,0.933333333333}
\definecolor{PaleVioletRed}{rgb}{0.847058823529,0.439215686275,0.576470588235}
\definecolor{palevioletred}{rgb}{0.847058823529,0.439215686275,0.576470588235}
\definecolor{PapayaWhip}{rgb}{1.0,0.937254901961,0.835294117647}
\definecolor{papayawhip}{rgb}{1.0,0.937254901961,0.835294117647}
\definecolor{PeachPuff}{rgb}{1.0,0.854901960784,0.725490196078}
\definecolor{peachpuff}{rgb}{1.0,0.854901960784,0.725490196078}
\definecolor{Peru}{rgb}{0.803921568627,0.521568627451,0.247058823529}
\definecolor{peru}{rgb}{0.803921568627,0.521568627451,0.247058823529}
\definecolor{Pink}{rgb}{1.0,0.752941176471,0.796078431373}
\definecolor{pink}{rgb}{1.0,0.752941176471,0.796078431373}
\definecolor{Plum}{rgb}{0.866666666667,0.627450980392,0.866666666667}
\definecolor{plum}{rgb}{0.866666666667,0.627450980392,0.866666666667}
\definecolor{PowderBlue}{rgb}{0.690196078431,0.878431372549,0.901960784314}
\definecolor{powderblue}{rgb}{0.690196078431,0.878431372549,0.901960784314}
\definecolor{Purple}{rgb}{0.501960784314,0.0,0.501960784314}
\definecolor{purple}{rgb}{0.501960784314,0.0,0.501960784314}
\definecolor{Red}{rgb}{1.0,0.0,0.0}
%\definecolor{red}{rgb}{1.0,0.0,0.0}
\definecolor{RosyBrown}{rgb}{0.737254901961,0.560784313725,0.560784313725}
\definecolor{rosybrown}{rgb}{0.737254901961,0.560784313725,0.560784313725}
\definecolor{RoyalBlue}{rgb}{0.254901960784,0.411764705882,0.882352941176}
\definecolor{royalblue}{rgb}{0.254901960784,0.411764705882,0.882352941176}
\definecolor{SaddleBrown}{rgb}{0.545098039216,0.270588235294,0.0745098039216}
\definecolor{saddlebrown}{rgb}{0.545098039216,0.270588235294,0.0745098039216}
\definecolor{Salmon}{rgb}{0.980392156863,0.501960784314,0.447058823529}
\definecolor{salmon}{rgb}{0.980392156863,0.501960784314,0.447058823529}
\definecolor{SandyBrown}{rgb}{0.956862745098,0.643137254902,0.376470588235}
\definecolor{sandybrown}{rgb}{0.956862745098,0.643137254902,0.376470588235}
\definecolor{SeaGreen}{rgb}{0.180392156863,0.545098039216,0.341176470588}
\definecolor{seagreen}{rgb}{0.180392156863,0.545098039216,0.341176470588}
\definecolor{SeaShell}{rgb}{1.0,0.960784313725,0.933333333333}
\definecolor{seashell}{rgb}{1.0,0.960784313725,0.933333333333}
\definecolor{Sienna}{rgb}{0.627450980392,0.321568627451,0.176470588235}
\definecolor{sienna}{rgb}{0.627450980392,0.321568627451,0.176470588235}
\definecolor{Silver}{rgb}{0.752941176471,0.752941176471,0.752941176471}
\definecolor{silver}{rgb}{0.752941176471,0.752941176471,0.752941176471}
\definecolor{SkyBlue}{rgb}{0.529411764706,0.807843137255,0.921568627451}
\definecolor{skyblue}{rgb}{0.529411764706,0.807843137255,0.921568627451}
\definecolor{SlateBlue}{rgb}{0.41568627451,0.352941176471,0.803921568627}
\definecolor{slateblue}{rgb}{0.41568627451,0.352941176471,0.803921568627}
\definecolor{SlateGray}{rgb}{0.439215686275,0.501960784314,0.564705882353}
\definecolor{slategray}{rgb}{0.439215686275,0.501960784314,0.564705882353}
\definecolor{Snow}{rgb}{1.0,0.980392156863,0.980392156863}
\definecolor{snow}{rgb}{1.0,0.980392156863,0.980392156863}
\definecolor{SpringGreen}{rgb}{0.0,1.0,0.498039215686}
\definecolor{springgreen}{rgb}{0.0,1.0,0.498039215686}
\definecolor{SteelBlue}{rgb}{0.274509803922,0.509803921569,0.705882352941}
\definecolor{steelblue}{rgb}{0.274509803922,0.509803921569,0.705882352941}
\definecolor{Tan}{rgb}{0.823529411765,0.705882352941,0.549019607843}
\definecolor{tan}{rgb}{0.823529411765,0.705882352941,0.549019607843}
\definecolor{Teal}{rgb}{0.0,0.501960784314,0.501960784314}
\definecolor{teal}{rgb}{0.0,0.501960784314,0.501960784314}
\definecolor{Thistle}{rgb}{0.847058823529,0.749019607843,0.847058823529}
\definecolor{thistle}{rgb}{0.847058823529,0.749019607843,0.847058823529}
\definecolor{Tomato}{rgb}{1.0,0.388235294118,0.278431372549}
\definecolor{tomato}{rgb}{1.0,0.388235294118,0.278431372549}
\definecolor{Turquoise}{rgb}{0.250980392157,0.878431372549,0.81568627451}
\definecolor{turquoise}{rgb}{0.250980392157,0.878431372549,0.81568627451}
\definecolor{Violet}{rgb}{0.933333333333,0.509803921569,0.933333333333}
\definecolor{violet}{rgb}{0.933333333333,0.509803921569,0.933333333333}
\definecolor{Wheat}{rgb}{0.960784313725,0.870588235294,0.701960784314}
\definecolor{wheat}{rgb}{0.960784313725,0.870588235294,0.701960784314}
\definecolor{White}{rgb}{1.0,1.0,1.0}
%\definecolor{white}{rgb}{1.0,1.0,1.0}
\definecolor{WhiteSmoke}{rgb}{0.960784313725,0.960784313725,0.960784313725}
\definecolor{whitesmoke}{rgb}{0.960784313725,0.960784313725,0.960784313725}
\definecolor{Yellow}{rgb}{1.0,1.0,0.0}
%\definecolor{yellow}{rgb}{1.0,1.0,0.0}
\definecolor{YellowGreen}{rgb}{0.603921568627,0.803921568627,0.196078431373}
\definecolor{yellowgreen}{rgb}{0.603921568627,0.803921568627,0.196078431373}

\definecolor{shadecolor}{gray}{0.9}
\definecolor{mydarkgreen}{rgb}{0.0,0.5625,0.0} 
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% PDF-Links vorbereiten
\hypersetup{%a5paper,
	linkcolor=black,     % Für Links in der gleichen Seite
	urlcolor=black,      % Für Links auf URLs
	breaklinks=true,    % Links dürfen umgebrochen werden
	colorlinks=false,
	citebordercolor=0 0 0,  % Farbe für \cite
	filebordercolor=0 0 0,
	linkbordercolor=0 0 0,
	menubordercolor=0 0 0,
	urlbordercolor=0 0 0,
	pdfhighlight=/I,
	pdfborder=0 0 0,   % keine Box um die Links!
	bookmarksopen=true,
	bookmarksnumbered=true,
	frenchlinks=false
}

% nicht zu viele Silbentrennungen
\sloppy


% Waisen, Hurenkinder
\clubpenalty = 10000
\widowpenalty = 10000 
\displaywidowpenalty = 10000


% verschiedene Einstellungen
\addtolength{\skip\footins}{2ex} % Länge zwischen Fußnotenbereich und Text
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\hyphenation{NASA}
\hyphenation{Unter-schenkel-vorder-innen-seite}
\hyphenation{Unter-schenkel-vorder-au\ss en-seite}
\hyphenation{Auge}
\hyphenation{ohne}
\hyphenation{eine}
\hyphenation{come}
\hyphenation{zero}
\hyphenation{also}
\hyphenation{five}
\hyphenation{many}
\hyphenation{copy}
\hyphenation{year}
\hyphenation{same}
\hyphenation{make}
\hyphenation{time}
\hyphenation{made}
\hyphenation{glei-che}
\hyphenation{Zucker-wasser}
\hyphenation{Makro-phagen-stimulation}
\hyphenation{Revo-lution}
\hyphenation{Reich}
\hyphenation{Gebiet}
\hyphenation{ethnische}
\hyphenation{Sow-jet-uni-on}
\hyphenation{NATO}
\hyphenation{Amts-sprache}
\hyphenation{Amts-sprachen}
\hyphenation{Otto}
\hyphenation{Ab-sorptions-ko-effizient}
\hyphenation{Reich}
\hyphenation{Trier}
\hyphenation{Butter-worth}
\hyphenation{Rausch-unter-dr\"uckung}
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\begin{small}
Auf den folgenden Seiten stehen für alle Bilder die Quellen, Autoren und Lizenzen. Das Verzeichnis wurde erstellt mit Hilfe der \myhref{http://de.wikipedia.org/wiki/MediaWiki}{Wikimedia-Software} und an Layout und Gliederung dieses Buches angepasst.

Zu den Lizenzen gibt es hier weitere Informationen:

\begin{itemize}
\item GNU Free Documentation License (GFDL). Text dieser Lizenz: \newline{}\url{http://www.gnu.org/licenses/old-licenses/gpl-1.0.txt}

\item GNU General Public License Version 2 (GPL). Text dieser Lizenz: \newline{}\url{http://www.gnu.org/licenses/gpl-2.0.txt} 

\item Creative Commons Attribution ShareAlike 1.0 License (cc-by-sa-1.0). Text dieser Lizenz: \newline{}\url{http://creativecommons.org/licenses/by-sa/1.0/} 

\item Creative Commons Attribution ShareAlike 2.0 License (cc-by-sa-2.0). Damit werden auch die Versionen f\"ur andere Sprachen bezeichnet. Text der englischen Version: \newline{}\url{http://creativecommons.org/licenses/by-sa/2.0/}

\item Creative Commons Attribution ShareAlike 2.5 License (cc-by-sa-2.5). Text dieser Lizenz:\newline{}\url{http://creativecommons.org/licenses/by-sa/2.5/}

\item Creative Commons Attribution ShareAlike 3.0 License (cc-by-sa-3.0). Text dieser Lizenz:\newline{}\url{http://creativecommons.org/licenses/by-sa/3.0/}

\item Creative Commons Attribution 2.0 License (cc-by-2.0). Damit werden auch die Versionen f\"ur andere Sprachen bezeichnet. Text der englischen Version:\newline{}\url{http://creativecommons.org/licenses/by/2.0/}

\item Creative Commons Attribution 2.5 License (cc-by-2.5). Text dieser Lizenz:\newline{}\url{http://creativecommons.org/licenses/by/2.5/deed.en}

\item Creative Commons Attribution 3.0 License (cc-by-3.0). Text dieser Lizenz:\newline{}\url{http://creativecommons.org/licenses/by/2.5/deed.en}

\item Public Domain (PD): This image is in the public domain. Dieses Bild ist gemeinfrei.

\item ATTR:  The copyright holder of this file allows anyone to use it for any purpose, provided that the copyright holder is properly attributed. Redistribution, derivative work, commercial use, and all other use is permitted. 

\item EURO: This is the common (reverse) face of a euro coin. The copyright on the design of the common face of the euro coins belongs to the European Commission. Authorised is reproduction in a format without relief (drawings, paintings, films) provided they are not detrimental to the image of the euro.
\end{itemize}

Den an weiteren Einzelheiten interessierten Leser verweisen wir auf die Onlineversion dieses Buches und die Beschreibungsseiten der Dateien.

\end{small}

\pagebreak
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\chapter{Zu diesem Buch}
\section{Hinweise zu den Lizenzen}
\label{Lizenzhinweise}

Dieses Werk ist entstanden bei \myhref{http://de.wikibooks.org/wiki/Einf\%C3\%BChrung_in_SQL}{Wikibooks}, einer Online-Bibliothek im Internet mit Lehr-, Sach- und Fachbüchern. Jeder kann und darf diese Bücher frei nutzen und bearbeiten. Alle Inhalte stehen unter den Lizenzen „Creative Commons Attribution/Share-Alike“ (CC-BY-SA 3.0) und GNU-Lizenz für freie Dokumentation (GFDL). 

Das Konvertierungsprogramm \myhref{http://de.wikibooks.org/wiki/Benutzer:Dirk_Huenniger/wb2pdf}{wb2pdf} steht unter GNU General Public License (GPL).

Das Textsatzprogramm \myhref{http://de.wikipedia.org/wiki/LaTeX} {\LaTeX{}} steht unter der LaTeX Project Public License (LPPL).

Hinweise zur Nutzung und für Zitate sind zu finden unter:
\begin{itemize}
\item Originalversion der Lizenz CC-BY-SA 3.0 \newline \url{http://creativecommons.org/licenses/by-sa/3.0}
\item Deutsche Version der Lizenz mit Ergänzungen \newline{} \url{http://creativecommons.org/licenses/by-sa/3.0/deed.de}
\item Originalversion der Lizenz GFDL \newline{} \url{http://www.gnu.org/copyleft/fdl.html}
\item Originalversion der Lizenz GPL \newline{} \url{http://www.gnu.org/licenses/gpl-3.0.html}
\item Version der LaTeX PPL \newline{} \url{http://www.opensource.org/licenses/lppl}
\item Nutzungsbedingungen der Wikimedia Foundation (deutsch) \newline{} \url{http://wikimediafoundation.org/wiki/Nutzungsbedingungen}
\item Zitieren aus Wikibooks \newline{} \url{http://de.wikibooks.org/wiki/Hilfe:Zitieren#Zitieren_aus_Wikibooks}
\end{itemize}
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\RequirePackage{hyphsubst}
\documentclass[fontsize=11pt,paper=A4,BCOR=12mm,DIV=13,open=any,listof=totoc]{scrbook}
\input{../headers/paper}
\input{../headers/packages1}
\input{../headers/babel}
\input{../headers/svg}
\input{../headers/packages2}
\input{../headers/defaultcolors}
\input{../headers/hyphenation}
\input{../headers/commands}
\input{../headers/title}
\input{../headers/options}
\input{../headers/formattings}
\input{../headers/unicodes}
\input{../headers/templates}
\input{../headers/templates-dirk}
\input{../headers/templates-chemie}

\usepackage{lmodern}
\usepackage{xltxtra}
\usepackage{fontspec}

\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}
\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}
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The Certificate and Diploma have been superceded by the Professional Development Award in Applications of ICT in Libraries at levels 7 and 8 (English and Welsh levels 4 and 5). They consist of much the same content as the certificate and diploma but the PDAs include two new units:

\begin{myquote}
\item{} Digital Culture: Online Communication: In this unit you will focus on the “new literacies” created by digital technologies. You will consider Web 2.0 tools, including social networks, online publishing, online collaboration and virtual worlds.
\item{} 
\item{} Digital Culture: Online Collaboration: This unit considers the sociology and operation of virtual communities. You will discuss the uses of Web 2.0 and online collaboration tools within your workplace.
\end{myquote}


To achieve the level 7 award you must complete three mandatory units:
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and one of:
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{\large -{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}-{}}
\subsection{What are these qualifications?}
\label{3}


These qualifications are based on the training already carried out as during the People’s Network programme. They have been developed by the \myhref{http://slainte.org.uk}{Scottish Library and Information Council (SLIC)} and are accredited by the  \myhref{http://www.sqa.org.uk}{Scottish Qualifications Authority (SQA)}. The level of the qualifications is roughly equivalent to a UK Higher National Certificate or Diploma (HNC/HND), a US Associate Degree or years 1 and 2 of a UK or US undergraduate degree. Credit for approximately one year of study may be transferable to other academic programmes.
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\subsection{Who are they for?}
\label{4}
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Candidates would normally be expected to have reached a reasonable level of general education, for example A-{}Level or SCE Higher and possess reasonable ICT skills, such as PC Passport or ECDL.
\subsection{What is the content?}
\label{5}
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Mandatory units:

\begin{myitemize}
\item{} Locating information on behalf of clients \mylref{47}{Applications of ICT in Libraries/Locating Information}
\item{} Using ICT in professional practice \mylref{193}{Applications of ICT in Libraries/Using ICT in Professional Practice}
\item{} Supporting clients in the safe and legal use of ICT \mylref{239}{Applications of ICT in Libraries/Safe and Legal Use of ICT}
\end{myitemize}



Optional Units (learners undertake one of these units):

\begin{myitemize}
\item{} Supporting reader development \mylref{109}{Applications of ICT in Libraries/Supporting Reader Development}
\item{} Supporting client learning \mylref{133}{Applications of ICT in Libraries/Supporting Client Learning}
\item{} Digital Culture: digital communication
\end{myitemize}
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Optional Units (learners undertake one of these units):

\begin{myitemize}
\item{} Net Navigator \mylref{308}{Applications of ICT in Libraries/Net Navigator}	
\item{} Educator \mylref{410}{Applications of ICT in Libraries/Educator}
\end{myitemize}

(candidates must choose one of these)

Mandatory units:

\begin{myitemize}
\item{} Graded Unit – Reflective Project \myhref{https://en.wikibooks.org/wiki/Applications\%20of\%20ICT\%20in\%20Libraries\%2FGraded\%20Unit\%20Project}{Applications of ICT in Libraries/Graded Unit Project}
\item{} Digital Culture: digital collaboration
\end{myitemize}
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\subsection{What support material is available?}
\label{6}

A wide range of support material is available, including top-{}up learning material, assessment tools and electronic log-{}books to record assignments for authentication in the workplace. The top-{}up learning material is available in Wikibook format.
\subsection{How are they assessed?}
\label{7}


Almost all of the assessment is of a practical nature and involves the completion of logbooks relating to workplace activities, essays and reports. Most assessments can be submitted online.

\subsection{How do they relate to professional qualifications?}
\label{8}
\subsection{What are the benefits?}
\label{9}


There are a number of benefits for individual and employers in supporting this development. Staff will have the chance to have their People’s Network learning accredited, improve their qualifications, gain academic credits for transfer into other courses or improve their promotion prospects. From the employer\textquotesingle{}s perspective, the qualifications will contribute towards workforce development and meeting corporate quality agendas such as Investors in People and Charter Mark.
\section{Applications of ICT in Libraries: Unit Summaries}
\label{10}
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\subsection{Locating information on behalf of clients}
\label{11} 

The purpose of this unit is to guide candidates to work logically through the steps of a reference enquiry, typical for a public library, using Internet resources.

\begin{myenumerate}
\item{} Define the precise nature of the enquiry in conjunction with the client.
\item{} Create a search strategy to fully satisfy the client\textquotesingle{}s enquiry.
\item{} Evaluate the results of the search in terms of validity of information found and its appropriateness in meeting the client\textquotesingle{}s needs.
\end{myenumerate}


\subsection{Supporting reader development}
\label{12}

The purpose of this unit is to develop skills in public library staff required to use online resources in order to support clients in the development of their reading.

\begin{myenumerate}
\item{} Demonstrate an understanding of reader development.
\item{} Identify, evaluate and use a range of online resources that promote reading to adult clients.
\item{} Identify, evaluate and use a range of online resources that promote reading to younger clients.
\item{} Identify, evaluate and use a range of online resources that promote reading to clients with special needs or with specific language requirements.
\end{myenumerate}


\subsection{Supporting client learning}
\label{13} 

The purpose of this unit is to develop skills in public library staff required to support clients in their selection and use of ICT-{}based learning packages within the library.

\begin{myenumerate}
\item{} Profile client in terms of ICT competence and learning goals.
\item{} Select a range ICT-{}based package(s) to support this learning.
\item{} Provide appropriate ICT support to the client in the use of their chosen learning package(s).
\end{myenumerate}

\subsection{Using ICT in professional practice}
\label{14} 

The purpose of this unit is to develop skills in public library staff required to use ICT in support of professional practice. 

\begin{myenumerate}
\item{} Use an automated library management system proficiently.
\item{} Use and evaluate online selection tools.
\item{} Use ICT in continuing professional development, to join in professional discussions and to improve own professional practice.
\end{myenumerate}



\subsection{Supporting clients in the safe and legal use of ICT}
\label{15}          

The purpose of this unit is to develop skills in public library staff required to support clients so that they can use ICT safely for a range of purposes and within the current legislative framework. 

\begin{myenumerate}
\item{} Demonstrate safe practice relating to the use of ICT for communication.
\item{} Demonstrate ways in which ICT can support clients with special needs or with specific language requirements.
\item{} Demonstrate awareness of legislation relating to the use of ICT for storage, manipulation and access of information.
\item{} Demonstrate awareness of Freedom of Information legislation and information access issues.
\end{myenumerate}


\subsection{Digital Culture: Online Communication}
\label{16} 

This unit focuses on using social media for communication purposes. It supports developing new digital literacies and using these skills to manage information effectively. 

\begin{myenumerate}
\item{} Examines communication using social media and collaborative documents 
\item{} Explores using online publishing tools to support library services and continuing professional development 
\item{} Uses new technologies to reflect on the information society 
\end{myenumerate}


\subsection{Carrying Out the Educator Role}
\label{17}  			  

The purpose of this unit is to develop skills in design and delivery of training on ICT-{}related topics. 

\begin{myenumerate}
\item{} Establish ICT training needs for individuals and groups.
\item{} Select delivery approach which takes account of learner\textquotesingle{}s preferred learning style and is appropriate for learning content.
\item{} Design learning materials and programmes on ICT-{}related topics.
\item{} Utilise appropriate skills to support individuals and groups in their use of learning materials and programmes on ICT related topics
\item{} Evaluate and revise learning materials and programmes on ICT-{}related topics.
\end{myenumerate}


\subsection{Integrative Unit (Project)}
\label{18} 				   

This Integrative Unit is designed to provide evidence that the candidate has integrated the knowledge and skills acquired throughout the programme into his/her ongoing professional practice.

\begin{myenumerate}
\item{} Review the programme to identify key areas of learning. 
\item{} Demonstrate the incorporation of key areas into ongoing professional practice. 
\item{} Formulate an approach to continuing professional development in key areas.
\end{myenumerate}

\section{Certification}
\label{19}

Anyone wishing to be certified for the Diploma or Advanced Diploma must enrol as a student at one of the centres approved by SQA to offer the programmes. Centres may offer the programmes by different means, e.g.: full-{}time or part time, presencial, distance learning etc.

\subsection{Approved Centres}
\label{20}
\subsubsection{Millennium City Academy}
\label{21}
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\subsubsection{Grwp Llandrillo Menai}
\label{22}

Grwp Llandrillo Menai is the largest college group in Wales and one of the largest colleges in the UK. The Library Resource Centre at the Rhos on Sea site offers the ICTL course by distance learning. Full details can be obtained from the college\textquotesingle{}s web site \myplainurl{http://www.llandrillo.ac.uk/course/pda-in-applications-of-ict-in-libraries-sqa-level-7/} and \myplainurl{http://www.llandrillo.ac.uk/course/pda-in-applications-of-ict-in-libraries-sqa-level-8/}


\LaTeXNullTemplate{}\chapter{Advanced Diploma ICTL}

\myminitoc
\label{23}

\label{24}\section{Introduction}
\label{25}
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CHANGES TO THE QUALIFICATION
The Advanced Diploma has been superceded by the Professional Development Award in Applications of ICT in Libraries at level 8 (English and Welsh level 5). It consist of much the same content as the Advanced  Diploma but the PDA includes a new unit:

Digital Culture: Online Collaboration: This unit considers the sociology and operation of virtual communities. You will discuss the uses of Web 2.0 and online collaboration tools within your workplace.

To achieve the level 8 award you must complete the level 7 award plus two mandatory units:

-{} Digital Culture: Online Collaboration and
-{} Reflective Practice unit

and one of either

-{} Carrying out the Net Navigator Role or
-{} Carrying out the Educator Role




\subsection{What are these qualifications?}
\label{26}


These qualifications are based on the training already carried out as during the People’s Network programme. They have been developed by the \myhref{http://slainte.org.uk}{Scottish Library and Information Council (SLIC)} and are accredited by the  \myhref{http://www.sqa.org.uk}{Scottish Qualifications Authority (SQA)}. The level of the qualifications is roughly equivalent to a UK Higher National Certificate or Diploma (HNC/HND), a US Associate Degree or years 1 and 2 of a UK or US undergraduate degree. Credit for approximately one year of study may be transferable to other academic programmes.
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\subsection{Who are they for?}
\label{27}
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Candidates would normally be expected to have reached a reasonable level of general education, for example A-{}Level or SCE Higher and possess reasonable ICT skills, such as PC Passport or ECDL.
\subsection{What is the content?}
\label{28}
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\begin{myitemize}
\item{} Unit 1: Locating information on behalf of clients \mylref{47}{Applications of ICT in Libraries/Locating Information}
\item{} Unit 2: Supporting reader development \mylref{109}{Applications of ICT in Libraries/Supporting Reader Development}
\item{} Unit 3: Supporting client learning \mylref{133}{Applications of ICT in Libraries/Supporting Client Learning}
\item{} Unit 4: Using ICT in professional practice \mylref{193}{Applications of ICT in Libraries/Using ICT in Professional Practice}
\item{} Unit 5: Supporting clients in the safe and legal use of ICT \mylref{239}{Applications of ICT in Libraries/Safe and Legal Use of ICT}
\end{myitemize}
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\begin{myitemize}
\item{} Unit 6: Net Navigator \mylref{308}{Applications of ICT in Libraries/Net Navigator}	
\item{} Unit 7: Educator \mylref{410}{Applications of ICT in Libraries/Educator}
\end{myitemize}

(candidates must choose one of these)

\begin{myitemize}
\item{} Unit 8: Graded Unit – Project \myhref{https://en.wikibooks.org/wiki/Applications\%20of\%20ICT\%20in\%20Libraries\%2FGraded\%20Unit\%20Project}{Applications of ICT in Libraries/Graded Unit Project}
\end{myitemize}
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\subsection{What support material is available?}
\label{29}

A wide range of support material is available, including top-{}up learning material, assessment tools and electronic log-{}books to record assignments for authentication in the workplace. The top-{}up learning material is available in Wikibook format and also in an interactive web-{}based format at \myplainurl{http://www.ictl.org.uk.}

The top-{}up material includes activities, prompts and refresher learning. More than 600 pages of material have already been written and this is being expanded all the time. The top-{}up learning can be integrated with People\textquotesingle{}s Network, cascade or new training and work-{}based practice.

\subsection{How are they assessed?}
\label{30}


Almost all of the assessment is of a practical nature and involves the completion of logbooks relating to workplace activities, essays and reports. Most assessments can be submitted online.

\subsection{How do they relate to professional qualifications?}
\label{31}
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\subsection{What are the benefits?}
\label{32}


There are a number of benefits for individual and employers in supporting this development. Staff will have the chance to have their People’s Network learning accredited, improve their qualifications, gain academic credits for transfer into other courses or improve their promotion prospects. From the employer\textquotesingle{}s perspective, the qualifications will contribute towards workforce development and meeting corporate quality agendas such as Investors in People and Charter Mark.
\section{Applications of ICT in Libraries: Unit Summaries}
\label{33}
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\subsection{Unit 1: Locating information on behalf of clients}
\label{34} 

The purpose of this unit is to guide candidates to work logically through the steps of a reference enquiry, typical for a public library, using internet resources.

\begin{myenumerate}
\item{} Define the precise nature of the enquiry in conjunction with the client.
\item{} Create a search strategy to fully satisfy the client\textquotesingle{}s enquiry.
\item{} Evaluate the results of the search in terms of validity of information found and its appropriateness in meeting the client\textquotesingle{}s needs.
\end{myenumerate}


\subsection{Unit 2: Supporting reader development}
\label{35}


The purpose of this unit is to develop skills in public library staff required to use online resources in order to support clients in the development of their reading.

\begin{myenumerate}
\item{} Demonstrate an understanding of reader development.
\item{} Identify, evaluate and use a range of online resources that promote reading to adult clients.
\item{} Identify, evaluate and use a range of online resources that promote reading to younger clients.
\item{} Identify, evaluate and use a range of online resources that promote reading to clients with special needs or with specific language requirements.
\end{myenumerate}


\subsection{Unit 3: Supporting clients learning}
\label{36}    

The purpose of this unit is to develop skills in public library staff required to support clients in their selection and use of ICT-{}based learning packages within the library.

\begin{myenumerate}
\item{} Profile client in terms of ICT competence and learning goals.
\item{} Select a range ICT-{}based package(s) to support this learning.
\item{} Provide appropriate ICT support to the client in the use of their chosen learning package(s).
\end{myenumerate}


\subsection{Unit 4: Using ICT in professional practice}
\label{37} 

The purpose of this unit is to develop skills in public library staff required to use ICT in support of professional practice. 

\begin{myenumerate}
\item{} Use an automated library management system proficiently.
\item{} Use and evaluate online selection tools.
\item{} Use ICT in continuing professional development, to join in professional discussions and to improve own professional practice.
\end{myenumerate}


\subsection{Unit 5 Supporting clients in the safe and legal use of ICT}
\label{38} 

The purpose of this unit is to develop skills in public library staff required to support clients so that they can use ICT safely for a range of purposes and within the current legislative framework. 

\begin{myenumerate}
\item{} Demonstrate safe practice relating to the use of ICT for communication.
\item{} Demonstrate ways in which ICT can support clients with special needs or with specific language requirements.
\item{} Demonstrate awareness of legislation relating to the use of ICT for storage, manipulation and access of information.
\item{} Demonstrate awareness of Freedom of Information legislation and information access issues.
\end{myenumerate}


\subsection{Unit 6: Carrying Out the Net Navigator Role}
\label{39} 		

The purpose of this unit is to guide candidates to work logically through the steps of a complex reference enquiry, typical for a public library, using a complex search strategy, a wide range of internet resources and current awareness and alerting services. 

\begin{myenumerate}
\item{} Define the detail of a complex enquiry in conjunction with the client.
\item{} Demonstrate knowledge of search logic, search engines and features of the internet.
\item{} Create and implement a complex search strategy.
\item{} Evaluate websites located in a complex search.
\item{} Review effectiveness of search strategy.
\item{} Use ICT to set up current awareness and alerting services.
\end{myenumerate}


\subsection{Unit 7: Carrying Out the Educator Role}
\label{40}  			

The purpose of this unit is to develop skills in design and delivery of training on ICT-{}related topics. 

\begin{myenumerate}
\item{} Establish ICT training needs for individuals and groups.
\item{} Select delivery approach which takes account of learner\textquotesingle{}s preferred learning style and is appropriate for learning content.
\item{} Design learning materials and programmes on ICT-{}related topics.
\item{} Utilise appropriate skills to support individuals and groups in their use of learning materials and programmes on ICT related topics
\item{} Evaluate and revise learning materials and programmes on ICT-{}related topics.
\end{myenumerate}


\subsection{Unit 8: Integrative Unit (Project)}
\label{41} 				

This Integrative Unit is designed to provide evidence that the candidate has integrated the knowledge and skills acquired throughout the programme into his/her ongoing professional practice.

\begin{myenumerate}
\item{} Review the programme to identify key areas of learning. 
\item{} Demonstrate the incorporation of key areas into ongoing professional practice. 
\item{} Formulate an approach to continuing professional development in key areas.
\end{myenumerate}


\subsection{Digital Culture -{} Online Collaboration}
\label{42}

This unit examines the creation, sociology and operation of virtual communities and explorse how individuals can collaborate for a common purpose using social media and online publishing tools. 

\begin{myenumerate}
\item{} Initiate and facilitate professional discussions using forums 
\item{} Utilising social media for professional and personal  networking 
\item{} Co-{}orinate a group collaborative social media marketing project
\item{} Plan, edit and produce a group collaborative blog 
\item{} Reflecting on the most appropriate social media strategy for your information service
\end{myenumerate}

\section{Certification}
\label{43}

Anyone wishing to be certified for the Diploma or Advanced Diploma must enrol as a student at one of the centres approved by SQA to offer the programmes. Centres may offer the programmes by different means, e.g.: full-{}time or part time, presencial, distance learning etc.
\subsection{Approved Centres}
\label{44}

At present there is only a single approved centre, but this is expected to change and further centres will be added as approval is granted.
\subsubsection{Millennium City Academy}
\label{45}
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\section{Introduction}
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The unit involves interacting with library clients, establishing their information needs and using the Internet to search for the required information. This must be done in a real library environment and you will need access to the Internet, preferably broadband. Specifically you are asked to:


{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Define the precise nature of the enquiry in conjunction with the client} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

The main knowledge and/or skills required are:

\begin{myitemize}
\item{} reference interview techniques
\item{} open and closed questions
\item{} determining the nature of information to be provided– quantity, level, format
\item{} constraints – deadlines for completion, currency of information and language
\end{myitemize}
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The main knowledge and/or skills required are:

\begin{myitemize}
\item{} choice of search terms
\item{} structuring the search
\item{} common search engines
\item{} directories
\item{} meta crawlers
\item{} portals
\item{} bibliographic databases
\end{myitemize}
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The main knowledge and/or skills required are:

\begin{myitemize}
\item{} validity of information -{} reliability, accuracy and currency
\item{} measuring success of search in terms of client’s requirements – sufficiency, format and language
\item{} structuring and saving of search results for presentation to client, later retrieval, future updating
\end{myitemize}
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The unit is assessed through four short searches and one extended search. These will be searches related to typical information needs of public library clients. Some examples are:
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Finding out:

\begin{myitemize}
\item{} the current community charge rates in your locality
\item{} the sequel to a novel which the client has recently read
\item{} the post code of a firm for which the client knows name, street and town
\item{} whether UK citizens require a visa to visit Thailand
\end{myitemize}
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A client wishes to explore the topic of asylum seekers in Britain. You would produce information giving Government policy, views of other political parties, statistics on immigration etc.

\section{Defining the precise nature of the enquiry in conjunction with the client}
\label{49}

\subsection{The Reference Interview}
\label{50}
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There are three main stages here:

\begin{myitemize}
\item{} Finding out what the client wants to know
\item{} Finding out why the client wants the information
\item{} Finishing off the reference interview
\end{myitemize}


\subsubsection{Finding out what the client wants to know}
\label{51}
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\subsubsection{Finding out why the client wants the information}
\label{52}
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\subsubsection{Finishing off the reference interview}
\label{53}


By the end of the reference interview you should be confident that the nature of the enquiry has been fully explored and that the information required by the client has been specifically defined. The reference interview also provides the opportunity to establish any special needs of the client e.g.: visual or auditory impairment.


And finally, do remember to record contact details for the client. In the excitement of exploring the enquiry and establishing the client’s precise needs, it is all too easy to forget this important information. So make sure that every reference interview ends by your recording name, address, telephone, fax, e-{}mail details, as appropriate. If you will be phoning the client, it is also polite to note when it is convenient for the client to receive your call.

YouTube 
How not to conduct the reference interview \myplainurl{http://www.youtube.com/watch?v=dp0ldGHhJTs}
Auckland City Libraries The reference interview \myplainurl{http://www.youtube.com/watch?v=pfd3wPpH1t0\&feature=related}
\subsection{Spoken and written communication}
\label{54}

Good communication skills are key to the reference interview.  This topic provides a good opportunity for practising and refining your communication skills.



\includegraphics[width=0.12500\textwidth,height=6.5in,keepaspectratio]{../images/1.png}
 
Before proceeding, list the key factors you think would lead to good communication in a reference interview. Write these down on a piece of paper.




\subsubsection{Factors leading to good communication}
\label{55}


We think the important factors are:

\begin{myitemize}
\item{} Appropriate spoken language
\item{} Appropriate body language
\item{} Good feedback especially on the telephone
\item{} Good note taking skills 
\item{} Clear and grammatical e-{}mails 
\end{myitemize}


\subsubsection{Spoken language}
\label{56}


You should use language which is appropriate to the client, avoiding talking down to the client or, at the other extreme, baffling the client with specialist jargon. If you do have to use a term which the client may not understand, e.g. “bibliography”, be sure to explain it. 


For example, how would you explain “search engine” to a client who is not familiar with this term?


You might say something like “A search engine allows you to search for websites related to a particular topic. To use a search engine, you have to choose and type in appropriate key words describing the topic

\subsubsection{Body language}
\label{57}


In face-{}to-{}face situations, use appropriate body language designed to set the client at ease and promote effective communication. Smile and greet the client by name if possible. Lean forward slightly and use eye contact to show your interest in the conversation. Try to carry out the interview in a place where both you and the client are sitting comfortably and at the same level, preferably side by side.


What would you deduce from the body language of a client who fidgeted during the reference interview?


The most likely explanations are that the client:

\begin{myitemize}
\item{} is in a hurry, perhaps because of another appointment
\item{} may feel nervous in the library environment or about asking for your assistance with their query.
\end{myitemize}



Test your understanding of body language with this simple quiz -{} \myplainurl{http://www.kent.ac.uk/careers/interviews/nvc.htm}
\subsubsection{Feedback}
\label{58}


With telephone communications you will have to be careful in order to make sure that you fully understand what the client says because you will get no clues from their body language.  You should use appropriate feedback techniques to ensure understanding of the client’s responses. For instance, you might:

\begin{myitemize}
\item{} Rephrase what the client has said and repeat this back to them
\item{} Ask if you can read out a summary of the enquiry based on the notes you have made.
\end{myitemize}



See if you can pick up clues from the tone of the client’s voice. Conversely, make sure that your tone is positive and encouraging. Smiling as you speak into the phone generates a pleasant tone of voice which encourages helpful responses.
\subsubsection{Note taking}
\label{59}
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You may have to put the query on one side for actioning later or you may pass it on to a colleague to deal with. In both cases a written record will be essential.

\subsubsection{Writing e-{}mails}
\label{60}


If you are using e-{}mail to communicate with the client, it is important to establish a cordial tone while remaining concise and to the point. Writing clearly and grammatically is key to this, as is structuring your e-{}mail so that the client can follow it easily and respond appropriately.

The correct sequence for actioning an e-{}mail enquiry is as follows:

\begin{myenumerate}
\item{} Thank the client for the enquiry
\item{} Summarise what the enquiry consists of
\item{} Give your proposals for how you will action the enquiry 
\item{} State when you will provide the search results 
\item{} Request confirmation from the client that your proposed actions and timescale are acceptable
\end{myenumerate}

\subsection{Open and Closed Questions}
\label{61}
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Q. What time did you come to the library? 
A. 9 o’clock


Q. Is your daughter called Amelia Austin? 
A. Yes


Closed questions are mainly used in the reference interview context to:

\begin{myitemize}
\item{} elicit specific pieces of information from the client  
\item{} gain confirmation that the your understanding of what the client has said is correct -{} an important feedback tool
\end{myitemize}



The following are examples of closed questions:

{\itshape \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunti.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunti.ttf}\itshape Do you use a left-{}handed mouse?} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

This is a closed question which will be answered by yes or no. 
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This is a closed question which will be answered by a specific sum of money such as 10p.
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Q. Why did you ask for a dictionary? 
A. I wanted to check whether there was a difference in meaning between “main” and “mane”.

The main uses of open questions in the reference interview context are to:

\begin{myitemize}
\item{} establish rapport with the client
\item{} set the scene for the enquiry
\item{} gain background information which is relevant to the enquiry 
\end{myitemize}


The following are examples of open questions:
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A typical reply might be: \symbol{34}These are students undertaking an initial course in professional cookery. They will need the data to understand the calorific content of the foods in the recipe.”
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A typical reply might be: \symbol{34}I started off looking up autism in the encyclopedias but the information was too general and not up to date enough. 


You will use both open and closed questions at appropriate times. When framing a question, always think of the type of response you hope to generate and word the question so as to encourage either a brief or an extended answer.

\subsection{Nature of information required}
\label{62}


Apart from the actual topic of investigation, there are other factors which need to be taken into account before a member of library staff will embark on the information search. 


There are three main factors:

\begin{myitemize}
\item{} the quantity of information required
\item{} the level of information required
\item{} the format of information required
\end{myitemize}



\subsubsection{Quantity}
\label{63} 

What appears to be the same request for information could produce results differing in quantity by orders of magnitude. You must clarify the scale of information required by the client in order to fully satisfy their needs.  


It may be that reference to a single book or website is required. Alternatively many in-{}depth sources of information may be required so that the client can analyse a breadth of opinion on the search subject.  


Providing too much information is just as unhelpful as providing too little.
\subsubsection{Level}
\label{64}


It is essential that the information provided is at a level of complexity which enables the client’s full comprehension but does not patronise the client or tell them what they already know.  

The following points are a good guide:

\begin{myitemize}
\item{} the client’s age (but remember age does not automatically bring wisdom!)
\item{} the client’s educational attainment
\item{} the client’s display of specialist knowledge
\item{} the client’s linguistic ability
\item{} whether the information is intended for the client themselves or for use by other people.
\end{myitemize}



Tactful questioning can be used to make an estimation of the points listed above.

\subsubsection{Format}
\label{65}


The results may include information in various formats.


Difficulties may arise if the client has expressed an initial preference for a format in which the information is not actually available.  If the information is only available in a limited number of formats, you must alert the client to this and ascertain if any of these formats are acceptable.

If the search is not carried out with the client present, you must ascertain if the client can visit the library at a later time to access the search results or if the information must be in a format which can be e-{}mailed or posted to the client.


There are many formats available, including several as a result of the introduction of ICT.  Your search may direct the client to items of library stock, to be used in the library or borrowed for home use. This could include:

\begin{myitemize}
\item{} Printed reference sources or information CD-{}ROMs
\item{} Books, audio or video material for home borrowing
\item{} Magazines and journals
\item{} Pamphlets or leaflets
\end{myitemize}



The search results may be bibliographies or lists of website references for the client to follow up. The results may be viewed on screen by client, in the form of text, audio or video.





\section{Create a search strategy to fully satisfy the client’s enquiry}
\label{66}

\subsection{Choosing search terms}
\label{67}


Searching for information using the most appropriate key words is important in any reference enquiry. But it is arguably even more important in an Internet search than when you are looking through printed indexes. When carrying out a manual search, the human mind can make links and jump from one search term to another. Computers on the other hand stick strictly to the script and will only find information which matches what you have instructed them to look for.


Let’s look at how you can derive the search terms for an enquiry. You must be able to analyse a topic and break it down into its component parts.  At its simplest you just extract the significant words, usually the nouns and verbs, and use these as search terms.  An example would be a client asking for information about “How would you cook a vegetable like fennel?” Which word(s) would you choose as search term(s) in this enquiry?

The best choice would be \symbol{34}cook\symbol{34} and \symbol{34}fennel\symbol{34}  -{} these two words are the essence of the enquiry.  \symbol{34}How would you\symbol{34} is too general and \symbol{34}vegetable\symbol{34} would only be needed if there was some ambiguity over the nature of fennel.

The above is not necessarily true depending on the search tool you are using. For example if you use YouTube and type in -{} how do you... for almost any subject you will find video showing exactly what you want to know.
\subsubsection{Examples of search terms}
\label{68}


Here are some further examples of enquiries where you would be able to use one or more words from the client’s initial question as search terms. The search terms are in bold.
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Of course, the question as posed by the enquirer may not contain words which are the best search terms. You may need to think of alternatives in the form of synonyms (words which mean the same) and words related to the terminology used by the client.
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List some reasons why synonyms and related words might be better search terms.


\subsubsection{Synonyms}
\label{69}

It is important to consider synonyms of a search term because the word given to you by the client may be one of many which describes the concept to be searched for, e.g. if a client wishes to know about illness, it may be useful to carry out a search with the word disease instead. 

Try this example for yourself. Carry out two searches using the same search engine, the first with sports competitor as your search term and the second using sports opponent and look at the differences in the results. 


The term suggested by the client may be a less commonly used or out of date expression, so it is vital to think of more usual or appropriate synonyms. The client might ask about Ceylon when requiring information about the country now known as Sri Lanka. It would therefore be appropriate to search under both Ceylon and Sri Lanka.


If you have time test your knowledge of the English language here -{} \myplainurl{http://www.kent.ac.uk/careers/tests/synonyms.htm}
\subsubsection{Related terms}
\label{70} 

Sometimes it is useful to use a related term for the word given by the client. When a client asks for information on malnutrition in Africa, a related term could be used instead of the rather broad one.  An individual country could be substituted, such as Sudan.  Of course, you must take into account that using related terms can change the nature of your search. In this example, using Sudan will give you results which are influenced by the particular problems suffered by this country which differ from other parts of the continent.

Can you come up with one or more potentially useful related terms in searching for each of the following?

\begin{myitemize}
\item{} web 2.0 applications in a library context
\item{} genetically modified crops
\item{} popular music in the 1960’s
\item{} saving using insurance policies 
\item{} capital punishment in the USA
\end{myitemize}


Some examples are:

For web 2.0 applications you could use social media

For genetically modified crops: Frankenstein seeds, Monsanto, soya 

For popular music in the 1960’s: the name of any singer or group from this era – the Beatles, Dusty Springfield 

For capital punishment in the USA: death row, electric chair, gas chamber, names of individual states where capital punishment is used e.g. Texas

Another aspect to be considered when choosing search terms is that while the client may give you descriptive terms for the information required, it may be more effective to search on actual names of individuals or organisations or concepts.  Taking the earlier search regarding malnutrition in Africa, the description malnutrition could lead you to search using the key words World Health Organisation.   This will lead to the WHO site where information on diseases in specific African countries is quickly located.

Can you come up with a name of an organisation or individual which could be a useful specific term in searching for each of the following?

horse racing
the royal family
relativity theory
college courses


There are many related terms which apply to each of these. Here are the examples which we thought of:

Shergar, British Horse Racing Board

The name of any member of the royal family, such as the Prince of Wales

Albert Einstein

The name of your local college

Note that the previous three techniques depend both on your ability to interpret the client’s description and on your own general knowledge.  With experience and in discussion with knowledgeable colleagues, your skills will increase.
\subsubsection{Ambiguity}
\label{71}

You should also keep in mind that some words are ambiguous. China can mean a country in the Far East or pottery products. The English language is particularly rich in such ambiguities. In the reference interview you will have clarified the meaning of any such ambiguous words. Now at the search stage, you should either use a non-{}ambiguous synonym (if one exists) or add an additional search term to remove the ambiguity.

Some simple examples are:  

Cycle – is it the bicycle or a rotation?
Yarn –  could mean thread or a tall story.
Kids – could lead to children or young goats.
\subsection{Structuring an Internet search}
\label{72}

As an information professional, you need to know all the shortcuts to information that client’s request.  This means more than just typing search terms into Google!  

Structuring the search involves the choice of different search engines, metacrawlers, directories and portals or, where you are already familiar with appropriate websites and their content, direct interrogation of these.

In order to search effectively on the Internet, you need to be familiar with the different types of websites used to search for information.  Three general types are the search engine, the metacrawler and the directory.  Each operates and is used in a different way, although several sites incorporate more than one type.  For example the Google site consists of both a search engine and a directory.

\subsubsection{Search Engines}
\label{73}
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sites found. You should have experience of a selection of search engines to understand their similarities and differences.   It can be illustrative to make identical searches on a number of search engines and observe the different results.  

There are many different search engine sites.  It is important to have a grasp of a few of the most important sites, i.e.: those that lead quickly to useful information. This can be because they specialise in a particular sector are well funded and thus comprehensive. (Such sites are popular and so command large fees for their advertising services.)
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Note down what you find in the layout and types of information displayed.



You will find four rather different results.  Even if the same results were displayed (which is unlikely given the slightly vague search term), each search engine presents the information in a different manner.
\subsubsection{Differences between search engines}
\label{74}

Google and Yahoo are somewhat similar with a simple list but Google presents wikipedia pages and news near the top.

Ask Jeeves starts off with a list of commercial sites, all wanting to do business with you and only lower down shows you ‘real’ results.  But in its favour, there is a list of related searches down the right hand side.

Clusty is at first similar with a list of results and a few advertisements but there is a very useful feature in that down the left hand side, it clusters the results in categories which it has discerned.  
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Of course none of these search engines is perfect and it would unwise to rank one above another.
\subsubsection{Compound queries}
\label{75}
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Try to get as much experience as you can in using different search engines. You will learn that although using only Google, say, will give you lots of results, the use of a few different engines may give you a better overview of the range of information available for any chosen search topic.

\subsubsection{How search engines work}
\label{76}

It is helpful to know a little about how search engines work.  In simple terms, they search the Internet and look at the websites and their contents.   They index the information they find on the site and in the metadata descriptions placed on each site by its creator. This information is used to lead from your search terms to the results.  Of course each search engine uses its own particular methods.  You can find out more about this either by doing a search or looking for information on the actual search engines.

This matching does have its pitfalls and if using ambiguous search terms you may get at best many useless results and at worst offensive ones.


\subsubsection{Metacrawlers}
\label{77}
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Familiarise yourself with some of the popular metacrawlers which you can use in your information searching:
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Note down what you find in the layout and types of information displayed.




Again there are different results and some very different layouts.  

One major reason for using metacrawlers rather than individual search engines is that you hope to get a good spread of the best information.  We would suggest that this works best early in a search to get and idea of the breadth of the information available. 

Using a metacrawler also saves you having to visit each of the individual search engines.
\subsubsection{Web directories}
\label{78}
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Directories can be very useful in allowing you to home in on the general area of a reference search.  However there are countless directory sites, many of which are poorly maintained.  Poor maintenance manifests itself with broken links or links to inappropriate material. You should make yourself familiar with the good examples of directories and we will examine some 
of these now.

General purpose directory sites are provided by many search engines: Google and Yahoo are examples.  Most confusingly they show both the categories which you can descend and a search facility which looks like the web search but is in fact used to search the categories.
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Examine some of the general purpose web directories which you can use in your information searching:

Go to each directory listed below and try to look for information on flower arranging:



\begin{myitemize}
\item{} Yahoo at \myplainurl{http://dir.yahoo.com/} 
\end{myitemize}


\begin{myitemize}
\item{} Open directory at \myplainurl{http://dmoz.org/}  
\end{myitemize}



\subsubsection{Differences between directories and search engines}
\label{79}

One key difference between the directory and the search engine is that the entries in the directory should be compiled ‘by hand’ and not through automated searching. This may be seen as an advantage if you consider that a human is better at categorising the sites i.e. spurious sites may be eliminated.

We feel that the really useful directories are the more focused examples, such as \myplainurl{http://www.webdirectory.com}  relating to environmental information.  You can also appreciate that browsing through the tree structure of the directory can be time-{}consuming and will not automatically lead to a result.
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There is a tremendous amount of information available at \myplainurl{http://searchenginewatch.com/} covering every conceivable aspect of information providing websites.

Have a look at this website for further tips.




An alternative approach is the use of Portals. 

\subsubsection{Using portals}
\label{80}

A portal is, at its most general, a website which offers grouped links leading to information. General purpose portals, such as www.msn.co.uk or www.yahoo.com, are often used as home pages by users and have links to life style sites. These sorts of general portals are rarely of use in answering information enquiries.

Some more specialised portals are tailored to be used say, to provide a child friendly web experience (e.g.: \myplainurl{http://home.disney.co.uk/),} as they give relative safety from inappropriate material. 

Other specialised portals focus on particular topic areas and it is these which can save you time in answering reference enquiries.
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Familiarise yourself with some of the portals which you can use in your information searching. Go to each portal listed below and get a feel for the information you could access through it.
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There are thousands of portals.  With experience you will get to know a number of useful ones for sourcing specific information.
\subsubsection{Using bibliographic databases}
\label{81}

Bibliographic databases permit the retrieval of information in a variety of formats and media. Some of these are commercial subscription services, e.g.: www.booksinprint.com. You must be aware which databases your library subscribes to. If you do not know this already, check it out now.

Other bibliographic databases which are free of charge include the catalogues of major libraries – such as the British Library’s catalogues containing over 12 million books, serials, printed music and maps.  University libraries usually have online catalogue access, as do public libraries.  Booksellers’ databases can also be useful sources of online bibliographic information.
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Familiarise yourself with some of the bibliographic databases which you might use in your information searching: Go to each site listed below and get a feel for the information you could access through it.
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\subsection{Frequently-{}used websites}
\label{82}

It is useful to acquaint yourself with sites of major organisations which hold information relating to commonly asked enquiries.  Examples are government departments, your own local authority, major voluntary organisations and organisations of local interest.
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Familiarise yourself with some websites which will be important sources of information for you: 
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Now expand on this by thinking of other likely sources of specialised information and check out these websites for yourself.



\subsubsection{Internal searches}
\label{83}

As well as using search terms in search engines, you should notice that you can conduct a search within a website using the internal search facility provided by the site. A good example is the search facility within www.scottish.parliament.uk which permits searching by subject terms within specific areas of the site and for specified types of documents. This site has both simple and advanced search facilities.
	
Use the Advanced Search facility to find {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries debates in the chamber} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} which relate to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries apprenticeships} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.

\subsection{Website suffixes}
\label{84}	

When you are looking at websites, it is useful have an understanding of implications of the common suffixes used in the addresses for websites (called URLs).  Some suffixes give a clue about the nature of the organisation which owns the website. Note, however, that for some suffixes there is no absolute fixed rule for their use. Thus you would find that gov.uk always indicates a local or national government site in the UK. By contrast, although .org suggests a non profit-{}making organisation, there is no guarantee that this applies to every .org website.

Here is a list of common organisational suffixes and their meanings.
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\end{myitemize}




\subsubsection{Geographical suffixes}
\label{85}

There are also {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries geographical suffixes} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} with .uk for the United Kingdom and .ie for the Republic of Ireland. The United States is the only country which does not use a suffix. The .us suffix exists, but is seldom seen.
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Go to \myplainurl{http://www.norid.no/domenenavnbaser/domreg.html} or another similar site and find the suffixes for Internet sites for the following countries:

\begin{myitemize}
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\item{} {\bfseries Canada} 
\item{} {\bfseries France} 
\item{} {\bfseries Germany} 
\item{} {\bfseries India} 
\item{} {\bfseries Pakistan} 
\end{myitemize}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}


\section{1.3 Evaluate the results of the search}
\label{86}

\subsection{Validity of information}
\label{87}


Information found on the Internet can sometimes be problematic. It is always important for the information professional to validate information found during a search, whether this results from printed or electronic sources. However, the information found in reference books and other printed materials in public libraries has usually undergone a rigorous selection process. Thus some of the validation of information has already taken place through the selection process.

This is not the case with Internet sites. Individuals or organisations can, at almost negligible cost, upload information to websites which are then accessible throughout the World. Such sites may present information which is out of date, biased to one point of view or just plainly wrong. So all information found on the Internet must be critically evaluated. This is an important role for the information professional. Non-{}specialists are less likely to query the information found on the Internet – perhaps they assume that it has been vetted in some way, just like the reference books in our libraries.
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\subsubsection{Reliability}
\label{88}


There are a number of criteria which can be used to give you confidence in the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries reliability of the information} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} on a website.
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Before proceeding, list what you think are the criteria for establishing the reliability of a website.



\subsubsection{Reliability criteria}
\label{89}


We think that the following three points are very important:


\begin{myitemize}
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\subsubsection{Expertise and reputation}
\label{90}
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Another more trivial example is that you would expect to find reliable recipes at {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Delia Smith’s} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} website \myplainurl{http://www.deliaonline.com/} 

\subsubsection{Lack of bias}
\label{91}
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Many websites by their very nature present information from only one viewpoint and are thus biased.  While such information need not necessarily be excluded from the results presented to the client, you must indicate any identified bias and, if possible, provide information from other sources which present opposing points of view. This is particularly important when the client is seeking information on {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries potentially contentious matters} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} such as politics, religion, race or issues related to pressure groups.
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As an exercise in looking for bias in websites, search for a pair of websites giving opposing points of view on the following topics.


\begin{myitemize}
\item{} 	keeping a monkey as a house pet
\item{} 	the need for the UK Monarchy
\item{} 	the greenness of nuclear fuel
\item{} 	the usefulness of homeopathy
\end{myitemize}





\subsubsection{Opposing views}
\label{92}


The following example sites were available at the time of the latest review of this section.


\begin{myitemize}
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\end{myitemize}



Although the exercise and the results may seem a little trivial, it is useful.  The problem when you are faced with queries about these sort of contentious issues is that you will initially retrieve a site as a result of your information search which gives only one side of the case.  You must then search for the opposite, just as you have done here.
\subsubsection{Equal emphasis}
\label{93}
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You should be aware that {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries emphasis can be more difficult to detect than bias} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  A solution is to apply the technique of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries cross checking} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} with other sites on the same topic.
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Look at the government website for the Department for Education \myplainurl{https://www.gov.uk/government/organisations/department-for-education} . Education is a devolved responsibility and thus varies considerably between the four UK nations. Much of the information on the DfES website applies only to England and sometimes Wales.


Compare the information about literacy strategy in schools with that given on:


\begin{myitemize}
\item{} \myplainurl{http://www.deni.gov.uk}   	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Department of Education Northern Ireland} 
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\item{} \myplainurl{http://www.learning.wales.gov.uk}\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Welsh Assembly Government Education and Skills} 
\end{myitemize}
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\subsubsection{Accuracy}
\label{94}


When you are looking for factual information you can usually assume that a reliable site based on the points above will attempt to provide correct data.  However, mistakes can be made and you should cross check data using more than one reliable site wherever possible.

\subsubsection{Currency}
\label{95}


In using the Internet you often come across websites which are seriously out of date.  In fact some of them are actually abandoned and will never be updated again.  When you use websites in your information searching, you must make sure that the information is current.  Of course with a reference book you can look at the publication date.  However for websites it is not just so easy.
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Before proceeding, list some points you could look for on a website to establish its currency.



\subsubsection{Establishing currency}
\label{96}


We can think of a few possible ways of establishing the currency of a website.  Obviously they depend on finding date information.  This can be explicit:

\begin{myitemize}
\item{} 	You can check the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries “Last revised”} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} date on a website.  This is usually found on the first screen. Note that this may only indicate the last time a change was made to a particular part of the website and that it does not imply that {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries all} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} the content was updated on that date. 
\item{} 	You can look to see how recent are the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries publication dates} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of the documents referred to on the site
\item{} 	You can look out for {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries dates quoted} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} within text and make an estimate of currency
\item{} 	You might find a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries “Forthcoming events”} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} list where all dates should be in the future, or in the very recent past.
\end{myitemize}



In the absence of any explicit date information you may need to look at Indirect methods of establishing currency

\subsubsection{Indirect methods of establishing currency}
\label{97}


If there are no actual dates mentioned, you will need to look for more subtle indications that the site is regularly updated.

\begin{myitemize}
\item{} 	You can look for {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries regulations or laws} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} mentioned in the site and find their dates of introduction.
\item{} 	You can look for the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries names of institutions or Government departments.} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}  These do change name and can be used to give a date range.
\item{} 	You can look for the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries names of personalities} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} involved in the topic which can show currency.
\item{} 	Finally you can simply look for reference to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries recent news items} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} which will date the site’s information.
\end{myitemize}
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Look at \myplainurl{http://www.bbc.co.uk/comedy/littlebritain/}   This is a reputable site and it clearly states whether the site has been recently updated.


\subsection{Measuring the success of a search}
\label{98}


At the start of the enquiry process, during the reference interview you should have determined clearly the client’s requirements.  At the end of the enquiry process you must review the results of the search against these requirements in order to check that the search has been fully successful. 

In some cases you may not be able to fully satisfy the client’s requirements. If this happens, the reasons for this must be explained to the client e.g.: information does not exist in the format specified. You should propose some {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries alternatives} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} if these are possible.
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\subsubsection{Sufficiency}
\label{99}
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\subsubsection{Format}
\label{100}
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\subsubsection{Language}
\label{101}
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\subsection{Structuring and saving of search results}
\label{102}


The raw data should be presented in a structured way which facilitates understanding by the client. In particular, it is important for the client to be informed of the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries source(s)} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of the information found.

For {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries simple searches} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, the result is likely just to be a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries short statement of fact} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. Here all that is required is that the information is presented {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries clearly} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries unambiguously} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. However simple the information, we do recommended that it is given to the client in writing and that you keep a copy. That way there can be no argument later about the results. And having a written record means that the client does not have to depend on their memory to recall the information.

For searches which result in a considerable amount of information, you should present the results in some sort of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries logical order} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. Different orders suit different types of enquiry. 

\subsubsection{Ordering results}
\label{103}


You might adopt one or a combination of:


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Following the progress of the search} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} – “First I looked at the Food Standards Agency site and this told me….., then I moved on to the Association of Farmers Markets where I found…. etc.
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Geographical order} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} – grouping information from a country together
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Chronological order} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} – to show how a topic developed
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Alphabetical order} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} – if the result of the search is a list of references
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries By point of view} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} – information on one side of the argument, then the opposing side.
\end{myitemize}



These are only some possibilities and you should not feel compelled to choose one of these. The important thing is that your structure for presenting the information suits the topic and is helpful to the client.

\subsubsection{Bibliographic references}
\label{104}


If the results of your search include {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries bibliographic references} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, these should be quoted in a consistent and accepted style. You can find advice on this on the websites of most universities. A good example is Anglia Ruskin University \myplainurl{http://libweb.anglia.ac.uk/referencing/harvard.htm} or you could try the University of Warwick at  \myplainurl{http://www2.warwick.ac.uk/services/library/main/help/guidespublications/bib_cit/} 

It is important to realise that your search and its results represent useful work, which does not simply end when the results are handed over to the client.  We can think of two straightforward cases where reference will be made to your work in the future.
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Before proceeding write down two possible reasons for archiving searches for future use.


\subsubsection{Archiving searches}
\label{105}


Ignoring the possibility that the first client loses the data and wants another copy of it (this can happen!), the most likely scenario is that another client comes into the library and asks the very same query.  Here, if you have stored the enquiry information properly, you can simply go to the search and produce a copy of the results.

In this case, the search results should be archived in such a way that the search can be retrieved by appropriate key terms. These will be subject key words.

Ideally the library should have a formal system for recording the results of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries frequently asked questions} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. You should be aware if your library service does this and, if so, make sure that you know how to add your information search results to this.

\subsubsection{Frequently asked questions}
\label{106}


One good example of a library database of frequently asked questions is Edinburgh University’s “Previously AnsweRed Questions – PARQs”.
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{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries ACTIVITY 4.4} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}


Examine Edinburgh University’s “Previously AnsweRed Questions – PARQs” site on \myplainurl{http://www.lib.ed.ac.uk/faqs/parqs.shtml} and find the answer to the question “How much did the Forth Bridge cost?”



We think you will agree that this facility is very easy to use. Note how, in addition to answering the questions, the site points the enquirer to further sources of information by means of hyperlinks.

If your library service does not have a formal service-{}wide system like this, you should consider setting up a simple version for yourself and colleagues at your service point. This is relatively simple to do using a database package available in your library.
\subsubsection{Updating data}
\label{107}


Another situation where you may wish to revisit your search is where the same client reappears and wants you to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries repeat the enquiry} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} at a later point in order to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries update the data} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} or {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries include new developments} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} which have taken place since the original search was undertaken.

In this case it is important to save not just the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries search results} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} but also the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries search strategy} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  You will need to repeat the strategy in order to update the information found the first time.

You may find that certain enquiries have a habit of repeating at the same time each year. An example would be where pupils always undertake a school project on a particular topic at the beginning of each academic year. You know that every September a group of 12 year olds will descend on your library desperately seeking information on young people and drugs in the locality. In this case, you can even prepare yourself in advance by repeating your search {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries before} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} the question is posed, so that you are prepared to assist the young people with their information needs.

\LaTeXNullTemplate{}\chapter{Supporting Reader Development}
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\chapter{Objectives of reader development}

\myminitoc
\label{110}

In recent years libraries have moved towards fostering reader development, a more reader-{}centred approach. A good definition of reader development is: 
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\begin{myitemize}
\item{}  increase people’s confidence and enjoyment of reading 
\item{}  open up reading choices 
\item{}  offer opportunities for people to share their reading experience 
\item{}  raise the status of reading as a creative activity{\bfseries } 
\end{myitemize}


(See \myplainurl{http://www.openingthebook.com/reader-centred-library)}

Add alternative definitions below.
\chapter{Reader development techniques}

\myminitoc
\label{111}

Reader development is not about reading “better” books, in the sense that these are more worthy literary titles -{} the objective is that the reader relishes the reading experience and reads the books with a sense of satisfaction. Reader development can involve:

\begin{myitemize}
\item{}  reading promotions
\item{}  use of genres
\item{}  literacy initiatives 
\item{}  reader centred selection skills
\end{myitemize}

\section{Reading promotion}
\label{112}

It is important at the outset to distinguish between reading promotion and reader development.

A reading promotion aims to market a small number of titles while reader development sells the whole reading experience and what it can do for you, rather than promoting individual books or writers. 

That said, however, reading promotions can still play an important role as part of a wider reader development programme, as they can alert readers to titles which they might otherwise remain unaware of.

Reading promotions may be local (within the library or local authority library service), national or even international. Reading promotions focus on small or moderate numbers of book titles which are grouped together and marketed as a list or reading pathway for the client group. This group might be adults, younger clients or clients with special needs or specific language requirements. Sometimes, language, subject or publisher links them together. 

Although reading promotions are not reader-{}centred (their objective is to increase sales or issues), they do bring books to the attention of readers and may attract new readers because of their display and supporting print materials. Grouping books together in a promotion centres the reader’s attention on them and will lead to increased client use of this stock.
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\section{Current book promotions}
\label{113}

There are so many book promotions that we could not attempt to give a comprehensive listing. However, here are three examples of current book promotions which could be applicable to public libraries, together with our comments on these. Maybe some of them were included in your list.
\subsection{Richard and Judy’s Summer Reads}
\label{114}	

\myplainurl{http://www.richardandjudybookclub.co.uk/}

Celebrities Richard and Judy promote reading through their Summer Reads and Book Club. Whilst this is a small range of titles, these titles receive a high profile in the media and outlets like supermarkets, bookshops, stations and airports. It is always important to be aware of what is in the media spotlight, as requests from clients will follow. Richard and Judy’s titles are contemporary paperback fiction.
\subsection{Welsh Book Council}
\label{115}		

\myplainurl{http://www.cllc.org.uk/hafan-home}

This website promotes access to books by Welsh publishers and contains useful reading suggestions for readers. It is important that local/national authors and publishers are promoted to encourage and sustain the growth and development of the local/national cultural industry. In addition Welsh/Gaelic language material should be made available to meet the needs of readers.
\subsection{Mills and Boon}
\label{116}				

\myplainurl{http://www.millsandboon.co.uk}

Mills and Boon publishers are well known for their range of romantic fiction. Their website includes a large number of titles but it will only appeal to a limited group of readers and has a commercial rather than reader-{}centred objective.
\chapter{Genre}

\myminitoc
\label{117}

A genre is a “family” group of books which share style, form, or content, e.g.: crime fiction.

{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Activity:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} List other fiction genres which are common in public libraries.
\section{Fiction genres}
\label{118}

When you look round any bookshop or library, you see that it is possible to group fiction into many genres. New genres emerge all the time – a few years ago, for instance, “chick lit” was unheard of; now it is one of the best selling fiction genres. The most common fiction genre groupings are:

\begin{myitemize}
\item{}  literary fiction
\item{}  crime
\item{}  romance
\item{}  fantasy and sci-{}fi
\item{}  blockbusters
\item{}  historical
\item{}  short stories
\item{}  westerns
\item{}  defined by country,  e.g.: Canadian literature
\end{myitemize}

\section{Arranging collections by genre}
\label{119}

Many libraries organise part of their fiction collection by genre and the identifying spine labels for the different genres (e.g.: a gun for crime) will be familiar to many library clients. Libraries do this to help clients who habitually read, for example, crime novels. This means that clients regularly go to the same area of stock for their reading material and can miss out on wider reading choices.

Some might argue that arranging the non-{}fiction stock using a classification system removes the need for genres in this area of the library. However, many libraries use genres for some of their non-{}fiction stock. Common examples are biographies and travel books. 

For the client who is completely focused on one genre it is undoubtedly helpful if they find all the books in this genre in one place in the library. But the disadvantage of this approach is that it can discourage more adventurous reading. 

The client may never look beyond the few shelves which contain the selection of “his/her books”, even though other books elsewhere could be of interest to them. While some clients will always limit their reading choices to a particular genre, others can, with support, can be led to enjoy reading across a wider range.
\chapter{Literacy initiatives}

\myminitoc
\label{120}

Literacy initiatives can make a significant contribution to reader development. Such initiatives exist at both local and national level.
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\section{Examples of literacy initiatives}
\label{121}
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The Reading Agency runs an annual literacy initiative -{} the \textquotesingle{}Six Books Challenge\textquotesingle{}  aimed at adults and learners in further education. 

You can find out more at \myplainurl{http://readingagency.org.uk/adults/quick-guides/six-book-challenge/}
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\chapter{Reader-{}centred stock selection}

\myminitoc
\label{122}

When choosing stock it is important that you consider the reading preferences of clients.  Using reader-{}centred selection skills in general stock selection is good practice. You will keep your clients’ reading preferences in mind as you take account of current demands, gaps in stock, levels and formats of stock and the condition and currency of stock. You may need to think about developing specific areas of stock. You may also need to select specific items or generate lists for individual clients and their meeting  their needs should be the focus. 

Later we’ll discuss what is involved in carrying out an interview with the client to establish their reading history and preferences and in building a reader-{}profile. Following on from that you will draw on your knowledge of the reading resources available in order to develop a reader-{}centred list or pathway. Here we discuss some of the resources which are available to assist you in stock selection.

Activity: Make a list of the range of resources which are available to you when you are selecting stock to recommend to a reader whose reader-{}profile you have established. Remember you can be accessing stock which already exists in your library service or you may be ordering new stock for the client.
\section{Resources}
\label{123} 

For stock within your library service you will use the library catalogue and themed lists such as the Quick Reads collection for emergent readers:

\myplainurl{http://www.quickreads.org.uk/}

To identify new stock you can use online sources – there are many online selection tools which are useful in locating resources which your own service does not have. Examples include:

Scottish Bibliographies Online: 		\myplainurl{http://www.scotlandsculture.org/sbo/sbo.htm}

\myhref{http://www.openingthebook.com/whichbook/}{Which Book} -{} for widening fiction choice (with reviews from library staff) 

Other resources for assisting in stock selection include:

\begin{myitemize}
\item{}  catalogues of other libraries 
\item{}  bibliographies
\item{}  review journals   
\item{}  publishers’ lists
\item{}  pre-{}publication lists
\item{}  specialist suppliers
\item{}  showroom and bookshop visits
\item{}  trade publications
\end{myitemize}

\subsection{Library catalogues}
\label{124}

Online library catalogues can assist you in your search for appropriate material. Most UK library catalogues can be searched via the Internet. 

The UK Public Libraries Page \myplainurl{http://dspace.dial.pipex.com/town/square/ac940/weblibs.html} is a useful resource, linking to the web-{}available catalogues. 

Some services “clump” together the catalogues of several libraries. A single-{}search interface is used to cross-{}search multiple catalogues in a single search action, such as \myplainurl{http://www.ni-libraries.net/} for Northern Ireland or CatCymru for Wales \myplainurl{http://library.wales.org/catcymru/}
\subsection{Bibliographies}
\label{125}

A bibliography is a list of materials on a particular subject or by a particular author.

The publication, in either printed or electronic format, is usually arranged by author, date or subject, and provides information such as author, title, publisher and date of publication. This can then be used to identify sources and place orders for clients. 

Activity: Find out which bibliographies are held in hard copy in your library service and consider how each might be of use to you for reader-{}centred stock selection.
\subsection{Review journals}
\label{126}  

Review journals offer more information about books, articles or research than is found in bibliographies. A review will summarise the contents and make an evaluative statement about its contribution within its context. Good examples include newspapers such as: 

The Sunday Times 	\myplainurl{http://www.timesonline.co.uk}  

The Guardian 		\myplainurl{http://www.guardian.co.uk/}

Remember though, however respected the journal or reviewer, reviews are the views of one individual and so need to be evaluated carefully.
\subsection{Publishers’ lists}
\label{127}

Publisher’s websites and lists offer useful information. Caution must be exercised when using these to select material as publishers and booksellers have a commercial imperative. So you must always apply your selection criteria.

Books from Scotland  (\myplainurl{http://www.booksfromscotland.com)} is supported by Publishing Scotland’s website and highlights new books as does their Facebook page (\myplainurl{http://www.facebook.com/pages/BooksfromScotlandcom/28776550495)} and Twitter feed (\myplainurl{http://twitter.com/scottishbooks).} They also have an RSS news feed.
\subsection{Pre-{}publication lists}
\label{128}

These lists offer useful information about forthcoming publications. 

However, library staff know that they must be especially careful when using information from pre-{}publication lists as these lists may be produced many months before an item is actually published. In the interval between the pre-{}publication list and the actual publication of the item, the date of publication, length, format and price may change.
\subsection{Specialist suppliers}
\label{129}

Specialist suppliers are used to ensure that range and depth is developed within collections. This might be a particular interest, specialist language material, dual language material, or alternative formats such as Braille or for emergent readers.
\subsection{Showroom and bookshop visits}
\label{130}

Visits to showrooms and bookshops offer the opportunity to browse through the books. The downsides are that the range is limited to what is available in stock and that it takes considerable time and travel to select from a wide range of stock effectively and efficiently.
\subsection{Trade publications}
\label{131}

The Bookseller is a weekly trade publication, which lists new publications and forthcoming titles \myplainurl{http://www.thebookseller.com}
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\section{ICT competence and learning goals}
\label{134}

\subsection{Establishing client competence in use of hardware and software}
\label{135}
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Before proceeding:	


\begin{myitemize}
\item{}   List the hardware items you would enquire about.
\item{}   Note down what you would want to know about each of these items.
\end{myitemize}





\subsubsection{Client competence in using hardware}
\label{136}


The main items of hardware which the client is likely to have to use are the:


\begin{myitemize}
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We look at each of these in turn, giving some specific pointers about what you should ask the client.


\subsubsection{The mouse}
\label{137}


You might want to start by finding out the following information:


\begin{myitemize}
\item{} 	Has the client used a mouse?
\end{myitemize}


\begin{myitemize}
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\begin{myitemize}
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\begin{myitemize}
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\begin{myitemize}
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\end{myitemize}



\subsubsection{Keyboard}
\label{138}


You might want to start by finding out the following information:


\begin{myitemize}
\item{}   Has the client used a keyboard?  
\end{myitemize}


\begin{myitemize}
\item{}   Does the client know how to use:
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\end{myitemize}

\end{myitemize}
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\subsubsection{Printer}
\label{139}


You might want to start by finding out the following information:


\begin{myitemize}
\item{} 	Has the client used a printer?
\end{myitemize}


\begin{myitemize}
\item{} 	Is the client aware of any printer processes which are {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries specific to your library{\itshape \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbi.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbi.ttf}\bfseries \itshape ?}} 
\end{myitemize}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
\item{} 	Is the client aware of the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries cost per page} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of printing (monochrome and colour)?
\end{myitemize}



\subsubsection{Scanner}
\label{140}


You might want to start by finding out the following information:


\begin{myitemize}
\item{} 	Has the client used a scanner?
\end{myitemize}


\begin{myitemize}
\item{} 	Is the client aware of the routine of pre-{}scan, select area and scan?
\end{myitemize}


\begin{myitemize}
\item{} 	Is the client aware of the importance of selecting an appropriate scanning resolution?
\end{myitemize}



\subsubsection{Removable media}
\label{141}


Use of removable media, such as floppy disks, CD-{}ROMs and USB storage (also known as Flash Drives or Pen Drives) will be governed by library rules.  If these are allowed you might want to start by finding out the following information:


\begin{myitemize}
\item{} 	Can the client {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries insert a disk} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} (or other media) properly?
\end{myitemize}


\begin{myitemize}
\item{} 	Is the client aware of when it is appropriate to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries remove} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} it?
\end{myitemize}


\begin{myitemize}
\item{} 	Can the client access media in {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries different drives} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}?
\end{myitemize}


\begin{myitemize}
\item{} 	Can the client save to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries writable media} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}?
\end{myitemize}




\subsubsection{Operating systems}
\label{142}

We use the term {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries operating system} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to describe the basic software, such as {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Microsoft Windows} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, which makes the computer work.  When a computer is switched on, the operating system starts running before any application package such as Word will run.  The operating system involves {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries managing applications and data} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. 
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Before proceeding:

\begin{myitemize}
\item{} 	List the aspects of the operating system you would enquire about.
\item{} 	Note down what would you want to know about each aspect.
\end{myitemize}





\subsubsection{Previous experience}
\label{143}


You might want to start by finding out the following information:


\begin{myitemize}
\item{} 	Is the client {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries familiar with the operating system} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} on the computers in your library? 
\end{myitemize}



Note that, even within the same library, different computers may have different operating systems. Most of the common operating systems are supplied by Microsoft:


\begin{myitemize}
\item{} 	Windows 98
\item{} 	Windows NT
\item{} 	Windows 2000
\item{} 	Windows Millennium
\item{} 	Windows XP
\end{myitemize}



There are some significant differences in the practical operation of these, so you should determine whether the client can carry out the tasks we outline below for the operating system on the computer which will be used to work through the chosen learning packages.


\subsubsection{Operating system tasks}
\label{144}

You might want to start by finding out the following information:
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\begin{myitemize}
\item{} 	Does the client know {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries where to look} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for the applications or packages?
\end{myitemize}


\begin{myitemize}
\item{} 	Does the client know the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries names and icons} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for the applications required?
\end{myitemize}
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\begin{myitemize}
\item{} 	Can the client {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries open} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} an application?
\end{myitemize}


\begin{myitemize}
\item{} 	Can the client {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries close} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} an application correctly? (This often involves saving information.)
\end{myitemize}
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\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}
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\begin{myitemize}
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\end{myitemize}




\subsubsection{Using the Internet}
\label{145}


A great deal of information to support learning as well as complete learning packages can be accessed via the Internet. It is therefore important to gauge the client’s competence in Internet use.
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Before proceeding:

\begin{myitemize}
\item{} 	List the aspects of Internet use you would enquire about.
\item{} 	Note down what would you want to know about each aspect.
\end{myitemize}






\subsubsection{Common Internet tasks}
\label{146}
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\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
\item{} 	Is the client aware of the variable quality of websites found on the Internet?
\end{myitemize}



{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries E-{}mail:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}
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\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}



{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Groups:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}


\begin{myitemize}
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\end{myitemize}




\subsubsection{Using applications packages}
\label{147}


You need to know about the client’s existing experience with common applications packages.  This will help to confirm the information gleaned so far.
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Before proceeding, list some applications packages you might want to ask about.




\subsubsection{Applications packages}
\label{148}


Word processing is the most likely example of an applications package.  Almost all computer users will have done some word processing.  But many will have used other packages as well.
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\begin{myitemize}
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\end{myitemize}
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\begin{myitemize}
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\end{myitemize}
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\begin{myitemize}
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\end{myitemize}
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\begin{myitemize}
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\end{myitemize}
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\begin{myitemize}
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\end{myitemize}
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\begin{myitemize}
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\end{myitemize}
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\subsubsection{Using learning packages}
\label{149}
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It is good practice to make a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries written record} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of what you have established about the client’s ICT competence.  Some libraries have checklists for this purpose. 
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Find out if your library service has checklists of this nature.  If not, why not create one for yourself and your colleagues to use?




\subsubsection{Establishing learning goals}
\label{150}
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Before proceeding outline the different areas you would need to ask about to find out the client’s learning goals.  There are quite a few of them!


\subsubsection{Determining learning goals}
\label{151}


Here are some possible areas to look at with the client to determine the learning goals:


{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries General subject area:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

What is the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries general subject area} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} in which the client wishes to undertake the learning? 
E.g.: the Spanish language.
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Does the client possess any existing relevant competence in the subject? E.g.: the client has picked up a basic knowledge while living in Spain for six months last year.
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\subsubsection{Additional factors}
\label{152}


You may need to consider the following additional factors:
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Find out if your library service has checklists of this nature.  If not, why not create some for yourself and your colleagues to use?


\subsection{The UK education and training system}
\label{153}
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In particular, it is essential that you appreciate the ways in which the education and training systems of the four UK nations differ from one another (the Scottish system displays the largest divergences from the others) and the implications of this for the client. 
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Here are the official government websites for the education departments in England, Northern Ireland, Scotland and Wales:


\begin{myitemize}
\item{} England:		\myplainurl{http://www.dcsf.gov.uk/}
\item{} Northern Ireland:	\myplainurl{http://www.deni.gov.uk/}  and \myplainurl{http://www.delni.gov.uk/}
\item{} Scotland:		\myplainurl{http://www.scotland.gov.uk/Topics/Education/}
\item{} Wales:			\myplainurl{http://www.learning.wales.gov.uk/}
\end{myitemize}



Familiarize yourself with the information provided on these sites, especially that related to the country in which you are resident. Note that much of the information on the English site applies also to Wales and some is also applicable to Northern Ireland.Each of these sites provides links to sites giving information on more specialised aspects of education.  Note the addresses of such sites which are particularly relevant to yourself and summarise the sort of information which you can gain from them.
\subsection{Ascertaining special needs}
\label{154}


You should establish any special needs (in the widest sense) of the client which will have a bearing on the learning they are proposing to undertake. 




\includegraphics[width=0.12500\textwidth,height=6.5in,keepaspectratio]{../images/28.\SVGExtension}
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Before proceeding:

\begin{myitemize}
\item{} 	Make a list of the different types of special needs which could have a bearing on the learning.
\item{} 	For each case note the steps you can take to enable the learning.
\end{myitemize}





\subsubsection{Types of special needs}
\label{155}


It is difficult to compile a comprehensive list of special needs.  Here are some of the most common with some suggestions as to how the library can facilitate learning for such clients.


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Motor disabilities} 
\end{myitemize}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Visual impairment} 
\end{myitemize}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Hearing impairment} 
\end{myitemize}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Special learning needs} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} (including literacy, numeracy and English as a second language)
\end{myitemize}



\subsubsection{Motor disabilities}
\label{156}


This can cover a wide range of disabilities, ranging from a paraplegic learner in a wheelchair to someone with mild Repetitive Strain Injury (RSI).  Some common examples of library facilities for this group are:


\begin{myitemize}
\item{} 	a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries flexible computer desk} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} at a height which can be adjusted to suit varying dimensions of wheelchairs
\end{myitemize}


\begin{myitemize}
\item{} 	a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries joystick or specially adapted mouse} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for clients who cannot operate a standard mouse
\end{myitemize}


\begin{myitemize}
\item{} 	a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries specialised “big keys” keyboard} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} etc. for clients who cannot operate a standard keyboard
\end{myitemize}


\begin{myitemize}
\item{} 	a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries mouse tray} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} so that clients can use the mouse on their lap
\end{myitemize}


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries touch screens} 
\end{myitemize}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries programmable keypads} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to reduce the number of keystrokes required for common inputs
\end{myitemize}



\subsubsection{Visual impairment}
\label{157}


Many manufacturers produce software specifically to enable use by {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries visually impaired users} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  It is possible for the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries users} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to hear what appears on the screen.  Some software produces output in {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Braille} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.

Sometimes {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries simple measures} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} can be effective in facilitating use by visually impaired clients, such as:


\begin{myitemize}
\item{} 	changing the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries text size} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} on the screen
\end{myitemize}


\begin{myitemize}
\item{} 	altering the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries colour settings} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} (It is usually easiest for clients with visual impairments to read black text on a white background)
\end{myitemize}


\begin{myitemize}
\item{} 	using {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries “text only”} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} versions where graphics are removed.
\end{myitemize}






\includegraphics[width=0.12500\textwidth,height=6.5in,keepaspectratio]{../images/29.\SVGExtension}
 
{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries ACTIVITY 1.10} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

Make sure that you can carry out the three “simple measures” listed above.

Useful information can be found on the website of the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Royal National Institution for the Blind} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. Go to \myplainurl{http://www.rnib.org.uk/} and search for “internet”.




\subsubsection{Hearing impairment}
\label{158}


Again much {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries specialist software} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} is available.  Libraries can install systems which pick up sound from the computer through an amplifier and radio microphone which is then transmitted by infrared around the room.  The hearing impaired person hears this amplified sound through a lightweight headset. There is no need for users to wear their hearing aids. 


\myplainurl{http://www.deafclub.co.uk} is a useful site with a search engine, which is specifically designed to help deaf people find information.  It can also lists sites giving advice on ICT adaptations for clients with hearing impairment.  


\myplainurl{http://www.rnid.org.uk/}  is the site of the Royal National Institute for Deaf People.


\subsubsection{Special learning needs}
\label{159}


Public libraries have always played an important role in assisting clients in these groups and recent {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries disability and discrimination legislation} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} has laid even more emphasis on this role.  
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Your library service will have staff who specialise in assisting these user groups.  These colleagues can advise you of how best to provide for individual clients. 
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\subsection{Sources of careers information}
\label{160}


In order to match the client’s learning desires with work goals, it may be necessary to have information about which {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries workplace qualifications and competences} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} are useful in a particular job role or career.  You are not expected to know this information but you should to be able to access it efficiently, most probably by use of the Internet.
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Before proceeding, find websites which will give you information on the following careers:

\begin{myitemize}
\item{} 	nursing
\item{} 	clockmaking
\item{} 	actuarial work
\item{} 	farriery
\end{myitemize}




\subsubsection{Careers information sites}
\label{161}


There are several different sites which will produce the required information. There is usually a dedicated site for each {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries sector of employment} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.

Here are some examples for the jobs we asked about:
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An NHS site  \myplainurl{http://www.nhscareers.nhs.uk/careers/nursing/} 
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The British Horological Institute   \myplainurl{http://www.bhi.co.uk/} 
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Prospects the graduate careers website has a section at: \myplainurl{http://www.prospects.ac.uk/cms/ShowPage/Home_page/Explore_types_of_jobs/Types_of_Job/p!eipaL?state=showocc\&idno=329\&pageno=1} 
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The Farriers Registration Council has a section on careers at:
\myplainurl{http://www.farrier-reg.gov.uk/}
\subsubsection{General careers information}
\label{162}


There are several useful on-{}line sources of general careers information, such as:


\begin{myitemize}
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\end{myitemize}


Web 2.0 sources
University of Glamorgan YouTube			\myplainurl{http://www.youtube.com/careersglamorganuni}
Foreign and Commonwealth Office Twitter links 	\myplainurl{http://web.archive.org/20090804213504/www.fco.gov.uk/en/twitter/}
Energy careers on Facebook				\myplainurl{http://www.careerenergy.co.uk/?facebook}
CILIP Graduate Trainee Opportunities on Facebook	\myplainurl{http://www.facebook.com/group.php?gid=13484212748\&ref=nf}
\section{Select a range of ICT-{}based packages to support learning}
\label{163}

\subsection{Selection criteria}
\label{164}
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\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
\item{} 	Does the learning package address any {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries special needs} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of the client?
\end{myitemize}


\begin{myitemize}
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\begin{myitemize}
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\end{myitemize}



\subsection{Learning packages available within own organisation}
\label{165}


You need to be aware of the range of learning packages which are available within your own library service.  Some of these will be at your own service point.  Others will be held elsewhere within the service.
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Familiarise yourself with all the catalogues and lists of ICT learning packages in your library service.  Note what sort of information they provide for each item.




\subsubsection{Restrictions on the use of learning packages}
\label{166}


You must be able to determine any restrictions on the use of ICT learning packages, e.g.:


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}



When working in this area you will pick up useful information through the experience and comments of clients.  If several clients recommend a particular package on keyboarding techniques, for instance, you can feel confident in recommending it to other clients with similar learning goals.  Additionally you can gain information and advice through discussions with experienced colleagues.
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Here is an exercise to familiarise yourself with some learning packages available within your own library service.For each subject area given below, find two packages and note the differences between them:


\begin{myitemize}
\item{} 	Business studies
\item{} 	French language
\item{} 	Basic mathematics
\item{} 	Word processing
\end{myitemize}





\subsection{Sourcing learning packages outside own organisation}
\label{167}


Your library cannot duplicate all the learning packages which will exist locally outside your library service.  You must have an awareness of what is available out there.
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Before proceeding make a list of the types of organisation in your locality which produce and/or deliver learning packages.




\subsubsection{Sources of learning packages}
\label{168}


Here are some examples of where learning might be found in the locality:
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Here is an exercise to increase your familiarity with local sources of learning material outside the library service.  


Choose four of the types of provider given in the preceding list.  For each type, find the website of a named organisation in this category and choose two different study packages offered. Note the differences between the packages at each organisation and the differences between the organisations.




\subsubsection{Differences between sources}
\label{169}


We expect that you will find the following points of difference:
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In fact, you should come up with the very points which might be criteria gleaned from a client seeking learning.
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Before proceeding, find and note down five websites where learning is available on the Internet.


\subsection{Learning on the Internet}
\label{170}
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\subsubsection{BBC learning materials}
\label{171}
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You should be familiar with websites applicable to your own home nation’s educational curriculum, such as Learning and Teaching Scotland (\myplainurl{http://www.ltscotland.org.uk).}  However, do not consider that support learning should be confined to these educational web sites.  Rather be prepared to assist clients to find appropriate support material for their learning from any suitable Internet source.  This applies especially when the client is seeking information to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries enhance a course} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of study undertaken elsewhere.  They may come to the library looking for company financial performance data to include in a presentation on marketing, literary criticism of T S Eliot for a university essay or information on the breeding habits of dolphins for A level biology.  
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\subsection{Devising a learning plan}
\label{172}


You can give the client additional help in the form of a motivational learning plan to guide the learner through the package(s) you have sourced.
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Before proceeding, make a list of points which you might include in the plan.




\subsubsection{Contents of a learning plan}
\label{173}


A suitable set of features to be included in the learning plan is:


\begin{myitemize}
\item{} 	the overall learning goal
\end{myitemize}


\begin{myitemize}
\item{} 	specific learning objectives which contribute to the learning goal
\end{myitemize}


\begin{myitemize}
\item{} 	a deadline for completion of the learning
\end{myitemize}


\begin{myitemize}
\item{} 	a schedule for learning
\end{myitemize}


\begin{myitemize}
\item{} 	any support which the library staff have agreed to provide for the client
\end{myitemize}


\begin{myitemize}
\item{} 	a specification of the responsibilities and involvement of any outside provider
\end{myitemize}



The learning plan is best expressed in SMART (Specific, Measurable, Achievable, Realistic, Timebound) objectives.  It need not be a complex piece of documentation.  Often it can simply be a checklist.

This plan should be created with and agreed by the client.  Usually it will be signed by both the client and a member of library staff.

The use of such a learning plan avoids confusion and can also be motivating to the learner. Where the client is returning to learning after a gap, or has had prior negative learning experiences, it can be helpful to break the learning into “bite sized chunks” and produce a series of shorter learning plans.  Thus the client has a positive experience of successfully completing a small amount of learning which engenders a sense of achievement and spurs them on to further efforts.


\subsubsection{Example of a learning plan}
\label{174}



\begin{minipage}{1.0\linewidth}
\begin{center}
\includegraphics[width=1.0\linewidth,height=6.5in,keepaspectratio]{../images/37.png}
\end{center}
\raggedright{}\myfigurewithoutcaption{37}
\end{minipage}\vspace{0.75cm}


\subsection{Progression opportunities}
\label{175}
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Before proceeding note down how you might explore progression opportunities for a client.




\subsubsection{Exploring progression opportunities}
\label{176}


You could explore the following possibilities:


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
\item{} 	Revisit the client’s {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries original reasons} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for undertaking the learning.  Are these motivations still the same or has the experience of learning awakened the client’s ambition to broader horizons?  It is not uncommon, for example, for a learner who has embarked on a short language package, with a view to being able to order food and ask directions on holiday, to be seized with enthusiasm and wish to carry on to GCSE or Standard Grade qualifications in the language.  Based on this discussion you can consider any or all or the following:
\end{myitemize}


\begin{myitemize}
\item{} 
\begin{myitemize}
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\end{myitemize}

\end{myitemize}


\begin{myitemize}
\item{} 
\begin{myitemize}
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\end{myitemize}

\end{myitemize}


\begin{myitemize}
\item{} 
\begin{myitemize}
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\end{myitemize}

\end{myitemize}


\begin{myitemize}
\item{} 
\begin{myitemize}
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\end{myitemize}

\end{myitemize}
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\subsubsection{Concluding the learning experience}
\label{177}
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\section{Provide appropriate ICT support to the client}
\label{178}

\subsection{Using in-{}house learning packs to develop ICT skills}
\label{179}
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Select three in-{}house packages which develop basic ICT skills such as:


\begin{myitemize}
\item{} 	Using PC hardware
\item{} 	Using files and folders (directories)
\item{} 	Using the Internet
\item{} 	Keyboarding skills
\end{myitemize}



Try out each of the three packages to evaluate:


\begin{myitemize}
\item{} 	Level (absolute beginner to expert user)
\item{} 	Duration (how many hours to work through whole package)
\item{} 	Approach (friendly to overly formal)
\item{} 	Ease of use
\item{} 	Presentation (is it attractive and encouraging for the learner?)
\end{myitemize}





\subsection{Front-{}line client support}
\label{180}
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You must be able to assist with straightforward trouble shooting e.g.: printing problems.  We stress the word “straightforward”.  There is no suggestion that you should possess sophisticated trouble shooting skills: this is the responsibility of ICT technical staff.  Rather you should be acquainted with typical, straightforward difficulties which can arise and be able to suggest how these can be overcome. 
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You probably have had experience of this already.
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Before proceeding, note down a few possible problems which may be encountered by clients using computers. (If this is outside your own experience ask colleagues to suggest computer problems they have solved for clients.)




\subsection{Typical problems}
\label{181}


Here are some of the problems you are most likely to encounter.  


\begin{myitemize}
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\end{myitemize}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
\item{} 	A client has difficulty reading off the monitor because the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries print is too small} 
\end{myitemize}
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\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
\item{} 	When saving data from an Office application like Word, the message comes up that the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries disk is full} 
\end{myitemize}
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\begin{myitemize}
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\end{myitemize}
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Before proceeding, jot down any ideas you have about the help you would be able to give in each of the above cases. You can compare this with our suggestions on the following screens.

You will find that with experience and in discussion with your colleagues you will build up a fund of solutions for these types of problem.

Once again, as in Outcome 2, you must take full cognisance of any special needs of the client and offer appropriate technical support to address these.




\subsubsection{Resolving problems}
\label{182}
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Note that with the first two faults (monitor blank, computer hanging), if they require forcing an application to end or indeed resetting or restarting the computer, it will always mean {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries any data not saved will probably be lost} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  It is important to explain this to the client. 

It is even more important to explain before any incident occurs that {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries data should be saved at regular and frequent intervals} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} just in case something goes wrong!


\subsubsection{The monitor appears blank}
\label{183}


\begin{myitemize}
\item{} 	Check to see if the computer has {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries gone to sleep} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} by pressing the space bar on the keyboard.
\item{} 	Check that the monitor is {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries switched on and connected} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to the mains, i.e.: is the power light illuminated?
\item{} 	Check that the monitor is correctly {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries connected to the computer} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.
\item{} 	Check to see if the system works after the computer is {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries reset} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} or switched off at the mains and on again.
\end{myitemize}


\subsubsection{The computer hangs}
\label{184}


Sometimes, after using the computer for some time, it {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries hangs} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, and neither keyboard nor mouse appears to operate. If this happens you can try the following


\begin{myitemize}
\item{} 	Wait a while to see if the computer is performing some {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries intensive task} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and recovers.
\item{} 	Try {\itshape \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunti.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunti.ttf}\itshape Ctrl-{}Alt-{}Del} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  If you are lucky it will bring up a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Task Manager} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} window which will show you which application is not responding and allow you to close down only that application.
\item{} 	Use the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries reset button} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to restart the computer.
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Switch the computer off} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} at the mains and then on again.
\end{myitemize}



\subsubsection{A client has difficulty reading off the monitor because the print is too small}
\label{185}


\begin{myitemize}
\item{} 	If this is confined to a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries particular application} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, it is usually possible to adjust the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries zoom setting} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  If this does not appear in a box near the top of the window, it will be found in the menu system under View: {\itshape \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunti.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunti.ttf}\itshape Zoom} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} or {\itshape \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunti.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunti.ttf}\itshape View: Text size} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.
\end{myitemize}


\begin{myitemize}
\item{} 	If this applies to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries everything on the monitor} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, then, if you have access rights, you can change the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries monitor settings} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  Right click with the mouse on the desktop, choose {\itshape \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunti.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunti.ttf}\itshape Properties} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} from the resulting menu, choose the {\itshape \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunti.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunti.ttf}\itshape Settings} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} tab from the dialogue box, reduce the {\itshape \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunti.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunti.ttf}\itshape Screen resolution} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} setting and {\itshape \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunti.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunti.ttf}\itshape OK} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  Unfortunately, the lower the screen resolution, the less can be displayed on the monitor.  This often results in an uneasy compromise for people with problems with their sight.
\end{myitemize}



\subsubsection{Nothing comes out of the printer}
\label{186}


\begin{myitemize}
\item{} 	Check that the printer is {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries switched on and connected to the mains} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, i.e.: is the power light illuminated?
\item{} 	Check that the printer is correctly {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries connected to the computer} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.
\item{} 	Check that the printer has {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries paper} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} in it.
\item{} 	Check the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries ink supply} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.
\item{} 	Try printing a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries test page} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.
\item{} 	Check the print settings in both the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries operating system} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries application} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to see that the computer is looking for the correct printer and that the correct size of paper has been selected and that manual/auto (as appropriate) is chosen.
\end{myitemize}



\subsubsection{Print layout is incorrect}
\label{187}


Sometimes the printer does not seem to use the whole of the sheet of paper or the layout is not the same as on the monitor.

\begin{myitemize}
\item{} 	When using a word processor like Word, it is possible to set the paper size in the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries application} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  However there is also a setting for the printer itself.  If these two settings are different, then the output will not appear correctly on the page.  The driver for a newly connected {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries printer} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} may default to US legal for the paper size.  It is normal to use A4 in this country and applications will use this as default.  Go to the printer properties and check the paper size.  {\itshape \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunti.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunti.ttf}\itshape Start: Settings: Printers} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}: right click on the printer concerned, choose {\itshape \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunti.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunti.ttf}\itshape Properties} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and select the {\itshape \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunti.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunti.ttf}\itshape Device settings} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} tab.
\end{myitemize}



\subsubsection{The disk appears to be full}
\label{188}


Sometimes, when saving data from an Office application like Word, a message comes up that the disk is full.

\begin{myitemize}
\item{} 	It may be that the client’s {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries floppy disk or pen drive is full} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  This is quite likely for any sizable word-{}processed document especially if it contains graphics or other embedded items.
\end{myitemize}


\begin{myitemize}
\item{} 	A fault condition can arise concerning interaction between the application and the operating system which results in a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries false reporting} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of the disk full error.  This is irretrievable and requires the computer to be rebooted.  If the client will lose a fair amount of unsaved data, it is worth opening a new document and copy and pasting from the original to the new document and then trying to save that.  You may be lucky!
\end{myitemize}


\begin{myitemize}
\item{} 	A similar problem can occur regarding the computer {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries running out of memory} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  Again only rebooting the computer will correct the situation.
\end{myitemize}



\subsubsection{The printer jams}
\label{189}


\begin{myitemize}
\item{} 	There is no universal solution for this problem as each printer has its own unique mechanism.  The best you can do is to familiarise yourself with the various types of printer in your library and how to un-{}jam each.
\end{myitemize}



\subsection{Referring clients to sources of support external to library}
\label{190}


Where no suitable in-{}house packages are available, you will need to refer the client to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries external sources} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  These are likely to be hands on, practical courses from local providers.  The knowledge of local provision outlined under Outcome 2 will enable you to suggest appropriate referral agencies.
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Before proceeding, make a list of the types of packages which are not available from your library service and would need to be sourced from outside.




\subsubsection{External sources of support}
\label{191}


As in Outcome 2 you will find ICT skills packages in the locality from:


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Schools} 
\end{myitemize}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Colleges} 
\end{myitemize}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Universities} 
\end{myitemize}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Private trainers} 
\end{myitemize}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Local learning partnerships} 
\end{myitemize}
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\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Community learning} 
\end{myitemize}
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\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Voluntary organisations, e.g.: Workers’ Educational Association} 
\end{myitemize}
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Here is an exercise to increase your familiarity with sources of ICT skills materials outside the library service.  

Choose four of the types of provider given in the preceding list.  For each, find the organisation’s website.  Locate at each two different ICT skills packages being offered. Note any differences between the packages at the different organisations.

You should repeat this exercise for ICT learning packages available over the Internet from providers outside your own locality. 
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You should have a good knowledge and understanding of the system and its workflows.   As an exercise, taking a typical item, such as a work of fiction, draw up a flow chart which lists what happens at each stage from stock selection, through the ordering and acquisitions process, to the point when the item is made publicly available and is visible on the catalogue.




\subsubsection{Borrower information}
\label{194}
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Before proceeding, jot down the different classes of borrower you are aware of, and what the key differences are between them as far as the automated system is concerned.




\subsubsection{Types of borrower}
\label{195}
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\begin{myitemize}
\item{} adult
\item{} teen
\item{} junior
\item{} concession (e.g.: senior citizen, person in receipt of benefits)
\item{} disability (e.g.: visually or hearing impaired)
\item{} housebound
\item{} temporary (e.g.: transient worker)
\end{myitemize}



You may have noted others.  


The key differences are likely to be:
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\end{myitemize}



\subsubsection{Registering and removing borrowers}
\label{196}


The precise details of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries registering and removing borrowers} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} can vary significantly depending on the system in use at your location.
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Note down the steps you need to go through to:

\begin{myitemize}
\item{} register a borrower with the system.
\item{} remove a borrower from the system.
\end{myitemize}




In addition to the borrower details which are permanently on the system, it may be necessary from time to time to add a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries temporary message} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to alert members of staff to something connected with a particular borrower. Some of these messages may be added automatically by the system. Typical would be information about money owed by or due to the borrower.


Staff will also be able to add specific messages. 
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Before proceeding, jot down some examples of messages which you might wish to add about borrowers.




\subsubsection{Messages about borrowers}
\label{197}


You might want to ask for some of the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries borrower data} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to be verified, e.g.: if you have tried unsuccessfully to contact the borrower by telephone, you could add a note asking for the telephone number to be checked. Other data which sometimes changes (and borrowers neglect to inform the library) are home address and e-{}mail address.


Messages could be of a more {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries personal} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} nature “Mrs Jones left her umbrella in the library on her last visit. It is in the lost property cupboard.” Or “Tell Mr O’Neill that we have got some good new stock in about the Atkins diet.”  With these sorts of messages, do be careful to keep them factual. Data protection legislation means that borrowers are entitled to read any information stored in a computer about themselves. 


Remember to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries delete} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} these messages once they are no longer applicable. Mr O’Neill will be pleased to be told once about the Atkins diet books but he will not appreciate being reminded of them on every visit to the library!
\subsection{The circulation module}
\label{198}
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However, you have to be able to explain the actions of the system to the borrower.  This requires both an excellent understanding of the library authority rules (which guide the system) and the ability to access quickly the required screens of the system to find the reasons for the system’s decisions.
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This is the basic action of entering the issuing details, i.e.: borrower and item barcodes on to the system.  
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Before proceeding, jot down problems that may occur with this task.




\subsubsection{Problems with issuing}
\label{199}


We can think of several problems, such as:


\begin{myitemize}
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\end{myitemize}
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\subsubsection{Discharging items}
\label{200}
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Before proceeding, jot down problems that may occur when discharging items.




\subsubsection{Problems with discharging items}
\label{201}


We can think of several potential problems, such as:


\begin{myitemize}
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\end{myitemize}



\subsubsection{Other circulation tasks}
\label{202}


\begin{myitemize}
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\end{myitemize}
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Make a list of the charges your library make to borrowers which must be administered via the library\textquotesingle{}s automated system.




Data provided by the circulation control module of the automated management system can make a significant contribution to the successful management of stock. Used properly, the system can provide data on usage for managers to support their decisions in areas such as stock selection policy, opening hours, staffing levels, distribution of stock and information for statutory and local performance indicators. A particular use of the library management system is in monitoring the performance (levels of issuing of resources) of existing stock.

\subsection{The acquisitions module}
\label{203}
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Find out the procedures for placing and receiving stock orders on your automated library system and how this interfaces with the system’s monetary reporting facility.
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\begin{myitemize}
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\end{myitemize}
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Of course there is also {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries non-{}financial information} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} in the data.  For instance, it can also give information on the performance of the various suppliers used by the library. This allows the library managers to select the best performing suppliers for future orders.

\subsection{The cataloguing and stock management modules}
\label{204}


A library catalogue has two main functions:


\begin{myenumerate}
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\end{myenumerate}
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From the user’s point of view the cataloguing module of the automated library system is the most powerful and useful part of it.  Of course the user has to learn how to use it to advantage, as indeed do those who work in the library.


\subsubsection{The advantages of automated catalogues}
\label{205}


The advantages of automated catalogues are twofold:


\begin{myenumerate}
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\end{myenumerate}
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In your administrative work related to the catalogue, i.e.: stock management, you are most likely to be locating items whose details are known.  You will be searching on author, title or accession number.  Having found the item, you may need to withdraw it, thus deleting its entry in the catalogue.
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Note down the procedure to withdraw an item from the catalogue module of the automated library system.




\subsubsection{Withdrawing items}
\label{206}
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Ascertain the policy in your library if an item being withdrawn is shown to be the last copy of this title held within the library service.


\subsubsection{Adding items}
\label{207}


You also need to understand how resources are added to the catalogue.  In some library services, library staff undertake much of the work related to cataloguing and classifying items to be added to stock. In many other services this is done {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries automatically} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} using records from the supplier or downloaded from elsewhere during the order process.  However, even here, with certain items, such as donations to the library, it may be necessary to create a new record and enter all its data manually. 
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Note down the procedure to manually add an item to the catalogue module of the automated library system.




Of course, having found the item after successfully searching the catalogue depends on knowing the layout and organisation of the particular library.  The catalogue entry will include a shelf mark.  
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Before proceeding, note down how fiction items are arranged in your library.




\subsubsection{Shelving items}
\label{208}


Fiction is usually arranged by author surname in alphabetical order.  Then, within any one author, by title.  Where no author exists, the editor’s surname or title is used alphabetically.


A popular method of shelving fiction is by the use of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries genres} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  Essentially a set of genres are decided upon, e.g.: crime, fantasy, science fiction, romance and the books are labelled correspondingly and placed on the shelves in their appropriate genre.  The catalogue entry will indicate this.
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Whichever methods are used, stock items are always organised according to agreed principles by libraries in order to aid the swift retrieval of resources either physically from the shelved collection or virtually from the library catalogue.
\subsection{Inter Library Loan module}
\label{209}


You should be familiar with the steps associated with the ILL process.


It may be that the borrower has a specific item in mind, in which case you must get a precise description of the item.


What information about a book would you ideally wish to have before placing an ILL request?


To satisfy the British Library ILL form, a considerable amount of information is required, indeed the full bibliographic details. In the case of a book, these are the following:


\begin{myitemize}
\item{} 	Author
\item{} 	Title
\item{} 	Year of publication 
\item{} 	Edition 
\item{} 	ISBN
\item{} 	Publisher \& place of publication 
\item{} 	The source of the reference
\end{myitemize}



And remember you also need to record the name and contact details of the borrower.


If, as is likely, the borrower cannot supply you with full bibliographic details of the item being requested, you will need to ascertain these using appropriate bibliographic tools.


It may be that from the nature of the borrower request (they cannot find an item to satisfy their quest) you may need to follow the reference interview process, described in Unit 1 so that you have a clear definition of the subject area required by the borrower.    

\subsubsection{Inter Library Loan procedures}
\label{210}
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Check out your library authority’s procurement procedures for securing an item which might be subject to an ILL.




Let us assume that an ILL will be required. The automated library system will allow the following steps to be carried out:


\begin{myitemize}
\item{} 	The initiation of an ILL request
\item{} 	Tracking the progress of an ILL request
\item{} 	Informing the borrower of the arrival of an inter-{}loaned item
\item{} 	Issuing the inter-{}loaned item
\item{} 	Discharging the inter-{}loaned item
\item{} 	Recalling an inter-{}loaned item
\item{} 	Recording the return of an inter-{}loaned item to its home library
\end{myitemize}




\subsubsection{Using Inter Library Loans}
\label{211}


You should be familiar with all aspects of the Inter Library Loan system in use at your own location.
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Make yourself familiar with the Inter Library Loan module of your automated library management system for:

\begin{myitemize}
\item{} Initiating an ILL request
\item{} Monitoring progress of an ILL request 
\item{} Carrying out internal ILL procedures for issue, discharge, recall of ILL items to client
\item{} Carrying out procedures for receipt of and return of ILL item from/to home library.
\end{myitemize}





You will find that the rules governing the use of ILL items will vary from those for stock items found in your own library.  It is important to be aware of these conditions and to be able to explain them to the borrower.
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Before proceeding, jot down some points which you think might be different for ILL items.




\subsubsection{Rules governing Inter Library Loans}
\label{212}


Three important points are as follows:
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\section{Use ICT sources in stock selection}
\label{213}

\subsection{Criteria for stock selection}
\label{214}
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Before proceeding, jot down the information you think you would need to make decisions on which stock to purchase.




\subsubsection{Selecting stock}
\label{215}


The two main drivers in stock selection are the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries current demands of the borrowers} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries current stock available} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.


The current demand has to be {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries audited} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  This is relatively simple when an automated library system is being used.  In fact, it is possible to be overwhelmed by the available statistics from an automated system.  So a careful approach is required in deciding which categories, fiction genres and authors to run statistics on.


This information on borrowing can be compared with the current stock provision.  Broadly speaking there should be a match between the two.  Thus looking at the detective genre, if the books by two popular authors show a great disparity such that the books by author X are on loan five times as much as author Y, there may be a good case for purchasing more copies of the books by author X.
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Before proceeding, think of circumstances where this may not be valid


\subsubsection{Factors affecting demand}
\label{216}


It would be important to take into account any {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries reading promotions} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} carried out by the library on author X. Another factor might be that author Y’s books are shelved in an inaccessible place. Perhaps X’s books are paperback and Y’s are hardback and your borrowers prefer the paperback format.


The conclusions on the previous page are made under the assumption that the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries stock levels, display methods} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries format} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} are roughly the same for both authors


You also need to be aware of reading promotions external to your library which might drive a boom in borrowing books by author X.  Although it may still be valid to increase your stock because there is a genuine and sustainable increase in interest in reading author X as a result of rave reviews on a television arts programme, you do need to question the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries sustainability} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. You do not want to be left six months later with a shelf full of author X’s books which are no longer being borrowed.
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Before proceeding, think of other reasons for choosing items for stock apart from balancing stock and demand.




\subsubsection{Additional criteria for stock selection}
\label{217}


Apart from this {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries balancing of stock and demand} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, we think that the following points will drive stock choice. 

{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Gaps in stock} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} which need to be filled.  Obvious examples are new novels by favourite authors, or earlier novels which have never been in the stock of the library. There will also be a need for {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries replacement copies} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} due to poor condition or because material is out of date in the case of reference items for instance.


There will also be some form of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries stock development plan} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for your library.  This may cover the need for more diverse formats, including non-{}book resources, as well as new directions of book materials.
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Note down the stock development plans for your library.   If necessary ask other library colleagues.




All the above points go to making up the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries stock selection policy} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for your library. From this policy, it is possible to identify criteria for selection of new stock items.


It is now possible to use {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries online selection tools} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to find possible new items and assess them against the agreed stock selection criteria.


\subsection{Online library catalogues}
\label{218}


Of the possible ways of finding suitable material for stock selection, the use of online library catalogues of other libraries has the advantage that the materials ought to be properly catalogued and so easy to find using keywords.


QUESTION TextEntry1: 
Online library catalogues


This ability to search other library’s catalogues is increasingly possible because it is becoming commonplace for libraries to have catalogues which can be searched via the Internet. The {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries UK Public Libraries Page} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} is a useful resource, linking to the web-{}available catalogues.

\myplainurl{http://dspace.dial.pipex.com/town/square/ac940/weblibs.html}  


Some services {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries combine} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} together the catalogues of several libraries. A single-{}search interface is used to cross-{}search multiple catalogues in a single search action. In Wales there is \myhref{http://library.wales.org/catcymru/}{CatCymru} which enables the searching of library catalogues across all public, FE and HE libraries in Wales 
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Go to the UK Public Libraries Page and find examples of public library services with combined catalogues. (There are several examples of this.)




\subsubsection{Combined catalogues}
\label{219}


Some websites combine catalogues of collections with a common theme. Here are some more examples of catalogues to explore:


\begin{myitemize}
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\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Birmingham} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}		\myplainurl{http://www.birmingham.gov.uk/libcat}
\end{myitemize}

\subsubsection{Differences between catalogues}
\label{220}


The catalogues we looked at on the previous page vary in the details they provide and in the range of functions which can be performed. They do however offer the opportunity to trace resources.  Here you are using the existing systems for inter-{}library loan as a helpful way of allowing library staff to view each other’s collections.


Some services may have automatic links to bibliographic service providers such as {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Talis} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} or subscriptions to services such as {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Whittaker’s Books in Print} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.




\includegraphics[width=0.12500\textwidth,height=6.5in,keepaspectratio]{../images/64.\SVGExtension}
 
{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries ACTIVITY 2.3} 
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}
Go to the Northern Ireland catalogue \myplainurl{https://opac.librariesni.org.uk/} and search under author for Dan Brown’s “The Da Vinci Code”. Look through the list and select the correct author. Follow the links and note that you can clearly see format, availability and reserve the item online. Compare this to the information available for the same book from your service.




QUESTION TextEntry1:
\subsection{Publishers’ and booksellers’ websites}
\label{221}


The most obvious place on the Internet to look for new stock items is of course the library booksellers’ and publishers’ websites.  These companies aim to sell the items and so one would expect that they contain the most {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries up to date information} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} on things like prices and publication dates for the items.
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Before proceeding, think of other more negative points about the use of such websites.




\subsubsection{Negative aspects to commercial sites}
\label{222}


Well, you have to bear in mind that publishers and booksellers have a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries commercial imperative} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and thus the content may be biased or might not provide full information. 


You must exercise {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries caution} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} when using these websites to select material and you must therefore ensure that any selected materials do properly match the agreed selection criteria. 


\subsubsection{Example sites}
\label{223}


Here is a small selection of useful sites:


\begin{myitemize}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Askews} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}				\myplainurl{http://www.askews.co.uk/site/default_askews.asp}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Bertram Library services} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}		\myplainurl{http://libraryservices.bertrams.com/BertramLibraryServices/}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Booksellers Association} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}		\myplainurl{http://www.booksellers.org.uk/}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Scottish Bibliographies Online} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}	\myplainurl{http://www.scotlandsculture.org/sbo/sbo.htm}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Welsh Books Council} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}		\myplainurl{http://www.cllc.org.uk/}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Books from Scotland} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}		\myplainurl{http://www.booksfromscotland.com} 
\end{myitemize}
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{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries ACTIVITY 2.4} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

Go to the Harper Collins website (\myplainurl{http://www.harpercollins.com)} and follow links from the home page to New Releases, Forthcoming Titles and Best Sellers. Look for a favourite author in these sections and note the information you can find about the author, forthcoming events, full list of titles in print, range of formats titles are available in and links to author’s websites. NB: You can also register for an author tracker facility and to find out about new writing.


\subsubsection{Services offered}
\label{224}


Some of the websites offer a range of sophisticated services – pre-{}publication ordering facilities, EDI (Electronic Data Interchange) information, download facilities of MARC (Machine Reading Catalogue) records and tracking systems for current orders.
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{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries ACTIVITY 2.4} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

Choose one of your own library suppliers, view their website and make a note of the services apart from straight forward sale of items which they provide.  Find out how well they integrate with your automated library management system. You may find it useful to ask your colleagues about this.




\subsection{Online reviews and personal evaluations}
\label{225}


The Internet provides a great potential for reviewing potential new stock items.  There are many websites which will provide this sort of service.  An obvious choice is the bookseller Amazon 


However there are many others’ including sites linked to newspapers. Here are some examples:


\begin{myitemize}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries The Guardian book review site} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}  	\myplainurl{http://books.guardian.co.uk/reviews/} 
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries The Independent book review site} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}	\myplainurl{http://www.independent.co.uk/arts-entertainment/books/reviews/}  
\end{myitemize}
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Before proceeding, think of more negative points about the use of such websites.




\subsubsection{Negative aspects of online reviews}
\label{226}


You have to treat reviews which have been posted on the Internet with some caution. They often include only part of the entire review and the views of the individual reviewer are unlikely to have been through a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries rigorous editorial process} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, unlike print journals.


It is also possible to review extracts of audio/visual materials using the Internet, again candidates should return to the stock selection policy for guidance prior to purchase.
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{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries ACTIVITY 2.4} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

Go to the Guardian’s website \myplainurl{http://books.guardian.co.uk/reviews/}  and compare one of the reviews with the book blurb on the publisher’s website or another review on the same title. Look at style, content, detail and overall conclusion of the reviews with a view to their helpfulness within stock selection.


\section{Use ICT in continuing library practice and professional development}
\label{227}

\subsection{Discussion lists}
\label{228}


Online discussion lists (sometimes called groups, newsgroups or forums) are the Internet version of electronic {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries bulletin boards} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, popular among computer users long before Internet. A user can post comments on a topic and other users can respond. Messages are visible to all members of the group and some services provide extensions such as file storage and calendaring. The original newsgroup service, {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Usenet} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, is now available via Google Groups (\myplainurl{http://groups.google.co.uk).} Other services include  {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Jiglu} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} (\myplainurl{http://www.jiglu.com/)} and {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Yahoo Groups} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} (\myplainurl{http://groups.yahoo.com).}


Discussion lists are a useful tool for both individual professional development and solving specific problems. Lists work in the following way. You have to sign up as a member, giving your e-{}mail address. Any of the members can send in an e-{}mail with information of interest to the group or a question. All these e-{}mails are forwarded automatically to all list members. This usually generates a flurry of helpful responses.


Some lists are {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries moderated} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} so that the e-{}mails are only posted after they have been vetted.  For the lists you use, you should be aware which are vetted and which allow e-{}mails to be sent instantaneously.  


We can classify discussion lists into three broad categories: 


\begin{myitemize}
\item{} 	professional discussion lists run by or for the professional library bodies
\end{myitemize}


\begin{myitemize}
\item{} 	government or local government sponsored lists 
\end{myitemize}


\begin{myitemize}
\item{} 	ad hoc lists run by interested people or groups. 
\end{myitemize}



\subsubsection{Professional discussion lists}
\label{229}


JISC mail (the service provided by the Joint Information Systems Committee) is one of the key providers of discussion lists and has a number of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries public library, special interest} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries library profession groups} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. The home page is \myplainurl{http://www.jiscmail.ac.uk/.} You can search for different lists based on topic and there are many related to libraries.


You can see a list of library categories on this page: 

\myplainurl{http://www.jiscmail.ac.uk/mailinglists/category/Library.html} 


Three specific examples of lists which can be used for professional matters by library staff are:



\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries LIS-{}PUB-{}LIBS:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} is a forum for discussion of issues relating to UK public libraries.  See the joining page at: \myplainurl{http://www.jiscmail.ac.uk/cgi-bin/webadmin?A0=lis-pub-libs} 
\end{myitemize}


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries LIS-{}SCOTLAND:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} is a forum for discussion of issues relating to Scotland.  See the joining page at: \myplainurl{http://www.jiscmail.ac.uk/cgi-bin/webadmin?SUBED1=lis-scotland\&A=1} 
\end{myitemize}


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries LIS-{}Wales:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} is a forum for discussion of issues relating to Wales.  See the joining page at: \myplainurl{https://www.jiscmail.ac.uk/cgi-bin/webadmin?A0=lis-wales}
\end{myitemize}



CILIP has a range of professional discussion lists which are targeted at supporting members of library staff who share particular professional interests or working environments. Visit \myplainurl{http://www.jiscmail.ac.uk/mailinglists/category/Library.html}  to browse the library dicussion lists (you can search for the CILIP sponsored discussion lists using \textquotesingle{}LIS-{}CILIP\textquotesingle{}).
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Select an appropriate online discussion group on a subject that interests you e.g. information literacy, youth library work or mentoring. Join a group (you will find more at \myplainurl{http://www.jiscmail.ac.uk/mailinglists)} and read some of the recent discussions. 


\subsubsection{Government sponsored lists}
\label{230}
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\myplainurl{http://wales.gov.uk/?lang=en} 
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Search the Internet for a discussion list for your geographic area, perhaps run by your local authority.


\subsubsection{Ad hoc groups and lists}
\label{231}


There is a range of commercial service providers such as:



\begin{myitemize}
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\end{myitemize}



They provide discussion groups (lists) free of charge.  These offer simple, alternative ways to start discussion lists for groups, e.g. Community Services Group (Scotland) at: \myplainurl{http://groups.yahoo.com/group/csgscotland/}  Of course this also means that you can also easily set up a group to discuss any topic you choose.  This approach can allow you to share ideas in the professional field.

Social networking websites have a huge potential for useful exchanges of news, information and ideas. Many of them have established areas for library interests. The main problems are the quality of the content and access from within local authority firewalls. Here are some sites to look at, if you can access them.
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\end{myitemize}
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Taking any one of the three group providers mentioned above, explore how to set up a group for your own use.For all three use the group index or search system to find groups related to library work.


\subsection{Professional websites}
\label{232}


You should be familiar with and able to access a range of key professional websites to support you in your professional practice.
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Before proceeding, jot down any websites you can think of which fall into the above category.




\subsubsection{Types of professional website}
\label{233}


The websites you have listed are likely to fall into one of three categories: 
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\subsubsection{Websites of the strategic agencies}
\label{234}


Each of the 4 UK home nations has its own strategic agency for libraries. These are:
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\end{myitemize}
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Look at each of these 4 websites and compare the information given.


\subsubsection{Websites of professional associations and special interest groups}
\label{235}
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Many relevant special interest groups have websites.  These can be particularly useful as they often act as portal sites, collecting links to other websites based on the same or similar topics. Examples are:
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\end{myitemize}

\subsubsection{Websites of local agencies}
\label{236}
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Simple client enquiries made at the library counter or over the telephone can often be answered from these sources and it is useful to be well informed regarding content and layout so that site navigation takes the minimum amount of time.
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Spend some time making yourself familiar with the website run by your own local authority.




\subsection{Online professional journals}
\label{237}
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Look at the latest issue of CILIP Update at \myplainurl{http://www.cilip.org.uk/publications/updatemagazine}  Familiarise yourself with the layout and content. Is there anything in this issue which is of interest to you in your current job role?




You should get into the habit of regularly checking on-{}line journals to gather information and ideas which are relevant to your own continuing professional development.
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\section{Safe practice relating to the use of ICT for communication}
\label{240}

\subsection{Using ICT for communication}
\label{241}
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The use of e-{}mail exploded some years ago, encouraged by the fall in prices of home PCs and the introduction of free Internet access in libraries and schools. Since then despite the rise of social media email use has continued to increase and is predicted to continue. Email is an essential method of communication both socially, commercially and professionally.

There are many advantages:


\begin{myitemize}
\item{} 	the speed of delivery 
\item{} 	the ability to send to multiple recipients
\item{} 	the flexibility of using web-{}based e-{}mail accounts for sending e-{}mails for various locations 
\item{} 	the ability to attach other types of files, such as images. 
\item{}        the low cost involved in sending mail in bulk.
\end{myitemize}



\subsubsection{Electronic mail}
\label{242}


You should have an in-{}depth knowledge of electronic mail including:


\begin{myitemize}
\item{} 	local e-{}mail software, systems and protocols 
\item{} 	the structure of e-{}mail addresses
\item{} 	tracking e-{}mail messages -{} delivered, read etc.
\item{} 	using importance flags
\item{} 	changing setting for preferred presentation
\end{myitemize}



Yo may be asked to set up e-{}mail accounts for clients …
\subsubsection{Setting up e-{}mail accounts}
\label{243}
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\subsubsection{Free e-{}mail services}
\label{244}


Popular free e-{}mail services include the following:


\begin{myitemize}
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For some tips on email providers and the pros and cons associated with each one have a look at this link

\myplainurl{http://www.pcadvisor.co.uk/features/internet/3448241/whats-best-free-email-service/}
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If you are not already familiar with the process, log on to one of the e-{}mail services above and follow the instructions to create an account for yourself, e.g.: joe\_bloggs@hotmail.co.uk. As you do this, note down any points which you would wish to make to clients when demonstrating how to set up an email account. 

You will use this account or one of your own existing ones in subsequent activities. 


\subsubsection{Sending and receiving e-{}mails}
\label{245}


Using e-{}mail is a big step for the uninitiated and assumptions should not be made about how quickly clients can absorb technical details and instructions.


If you are in any doubt, you can find out how to send and receive mail from the help pages of the relevant e-{}mail services. You’ll usually find a link to this on the opening page of any web based e-{}mail service.
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Select one of the web-{}based e-{}mail services listed above and show a client how to carry out the following tasks: 

1. create a new e-{}mail

2. add content to an e-{}mail

3. send an e-{}mail to a recipient

4. check for new e-{}mails sent to them

5. open received  e-{}mails 

6. reply to e-{}mails received

7. forward a received e-{}mail to another recipient. 


If you send e-{}mails to one of the accounts you created earlier, you’ll be able to check that they’ve been received correctly and demonstrate this to the client.




Once your clients have mastered the basics of e-{}mail, they’ll probably want to move on to more complex tasks. Let’s start by looking at sending, receiving and saving attached files …
\subsubsection{Using attached files}
\label{246}


One of the particularly useful things about e-{}mail is the ability to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries attach files} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and thus send, say, copies of photographs to the recipient.  This is particularly useful for older clients staying in touch with their family when they stay at a distance.  Any sort of file can be attached and sent with an e-{}mail.  Another common file type attached to e-{}mails is a word processed document
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One area where clients may run into difficulties involves the size of attached files


\subsubsection{Size of attached files}
\label{247}
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To resize a photograph, the client needs access to image processing software.  A free example may be found in \myhref{http://www.irfanview.com}{Irfan View}On the other hand many e-{}mail programs offer automatic compression of photographs.
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Using one of the e-{}mail programs listed above, demonstrate to a client how to send both a word-{}processed document and a photograph as attached files. If you send e-{}mails to one of the accounts you created earlier, you’ll be able to check that they’ve been received correctly and demonstrate this to the client.


\subsubsection{Using zipped files}
\label{248}
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If you are using certain operating systems, for example most versions of Linux and Windows ME/2000, file zipping is built in to the operating system. If you are using an earlier version of your operating system, you may need to install a third-{}party program such as WinZip. You can download an evaluation copy from \myplainurl{http://www.winzip.com} 
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Using one of the e-{}mail programs listed above, demonstrate to a client how to compress or “zip” documents and attach them to an e-{}mail. If you send e-{}mails to one of the accounts you created earlier, you’ll be able to check that they’ve been received correctly and demonstrate this to the client. You should also show the client how to decompress or “unzip” files and save or print them.




Another area your clients will need to know about is virus checking
\subsubsection{Virus checking}
\label{249}
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Anti virus facilities, and the degree to which they can be automated, vary between e-{}mail service providers. You can find out how to configure anti-{}virus facilities from the help pages of the relevant e-{}mail services, which you can access from the opening pages.

It might be worth noting that several providers limit sending or receiving of certain attachments (such as .exe, .bat or .com which are all Windows executables) -{} this can be useful in preventing the spread of viruses but it might hinder you should you wish to send such files legitimately over the system.
\subsubsection{Implementing virus checking}
\label{250}


Now try some activities relating to implementing anti-{}virus software.
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Go to the Lycos web-{}mail site at \myplainurl{http://mail.lycos.com/lycos/Index.lycos} and find out which type of virus protection is implemented.


Alternatively, try searching for any email providers anti virus protection. e.g. type gmail virus protection into Google.




In order to show clients how to check that the virus checking is turned on in their web-{}based e-{}mail service, you must be familiar with this facility in the commonly used services.
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Log on to any of the new e-{}mail accounts you created in the first exercise and make sure that automatic virus checking is turned on, as far as permitted by the e-{}mail service provider.


\subsubsection{Anti-{}virus software}
\label{251}


It is also worth informing clients about general antivirus software, which will protect against viruses from any source not just e-{}mails e.g. files brought in by a client on a floppy disk. AVG is a free anti-{}virus program which can be downloaded from \myplainurl{http://www.grisoft.com}


Evaluation versions of subscription anti-{}virus programs can often be found on computer magazine cover CDs or they can be downloaded from:
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\end{myitemize}



Once clients start to build up a collection of sent and received e-{}mails, they may need to learn how to manage them so that they can be located easily when required, so let’s have a look at Managing e-{}mails …


\subsubsection{Managing e-{}mails}
\label{252}


The key to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries effective management of e-{}mails} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} is always to have an almost empty in-{}box.  In other words, when you receive e-{}mails you should be able to deal with them promptly and either delete them afterwards or store them in other folders which you have prepared in your e-{}mail program.

You have to show your clients how to do this with their web-{}based e-{}mail account. We suggest that you spend a little time with the client, getting an idea of the likely categories for their e-{}mails, setting up one folder for them and then allowing the client to do this for themselves for the other categories.

Google mail (Gmail) utilises Labels rather than folders. Labels work in a similar way but can take some getting used to especially as emails can be given more than one label.
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Before proceeding, think of a typical client and  jot down a list of folder names which might accommodate the majority of their e-{}mails.


\subsubsection{E-{}mail folders}
\label{253}


We can think of the following:


\begin{myitemize}
\item{} 	Family members
\item{} 	Friends
\item{} 	On-{}line shopping
\item{} 	Holidays
\end{myitemize}



You may also have thought of others.
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Using one of your web-{}based e-{}mail accounts, set up folders for the four categories we have listed above.  Note down any specific points you would want to alert a client to when demonstrating this procedure to them.




As well as trying to prevent viruses, clients will also need to take steps to protect themselves against other online threats and nuisances. Let’s take a look at Combating spam …


\subsubsection{Combating Spam}
\label{254}
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You should make clients aware that accessing some websites and responding to messages where they are required to type in their e-{}mail address may aggravate the problem by signing them up to more junk mail.  This is a particular problem with unsolicited e-{}mails which have a link purporting to remove you from the mailing list but in fact confirms that the account is active and will result in more spam.
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A good suggestion is to have two email accounts, one for personal emailing and another for use when purchasing online. Online shopping is a common way for spammers to find email addresses to pester!



\includegraphics[width=0.12500\textwidth,height=6.5in,keepaspectratio]{../images/85.\SVGExtension}
 
{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries ACTIVITY 1.8} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} 

Log on to each of the new e-{}mail accounts you created in the first exercise and make sure that the spam filters are turned on.    


\subsubsection{E-{}mail etiquette}
\label{255}


The term “netiquette” is used to describe the rules that govern polite use of the Internet when interacting with other users.  Clearly, a large part of this centres round the use of e-{}mails.  
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Before proceeding, jot down any points you can think of relating to courteous and effective use of e-{}mail.




\subsubsection{Netiquette}
\label{256}


Simple points of e-{}mail netiquette are:


\begin{myitemize}
\item{} 	properly describing the purpose of the e-{}mail in the subject field
\item{} 	using spell checking
\item{} 	avoid using solely capital letters.  Using capital letters in an e-{}mail is seen as the equivalent of shouting at someone.  
\end{myitemize}
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Look at the exhaustive set of e-{}mail etiquette rules at \myplainurl{http://www.emailreplies.com} and make a list of the most obvious ones which you can then demonstrate to clients using e-{}mail in the library.




Clients may also want so send e-{}mail to news groups, so we’ll look briefly at Using news groups
\subsubsection{Using news groups}
\label{257}


When using news groups there is a protocol in replying to the various discussions/threads:


\begin{myitemize}
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\end{myitemize}
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Sometimes clients will want to send an e-{}mail to several people at the same time, so we’ll look next at Sending e-{}mail to multiple recipients… 


\subsubsection{E-{}mailing multiple recipients}
\label{258}


One of the time-{}saving features of using e-{}mail is to be able to send the same information to several people with little more effort that sending to only one recipient.  This, of course, is the reason for the existence of spam.

You should be able to show clients how send e-{}mail to multiple recipients, including replying to all, adding additional recipients and forwarding files. They should know how to send e-{}mails to multiple recipients without displaying the e-{}mail addresses of all recipients, a facility often known as {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries blind carbon copies} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} (Bcc:).   This last point is important netiquette as it is very impolite to broadcast the e-{}mail addresses of others without their permission.


You can find out how to send e-{}mail to multiple recipients from the help pages of the relevant e-{}mail services. You’ll find a link to this on the opening page of the service.


A more efficient way of emailing multiple recipients is to create groups. The benefit of using groups is that once created you just type the group name and the email will go to everyone in the group AND you will never miss anyone (as long as you created the group correctly in the first plaace!)
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Log on to one of the new e-{}mail accounts you created in the first exercise and send an e-{}mail message to multiple recipients, i.e.: send the message to Account No 2, copy it to Account 3 and blind copy it to Account 4. Log on to the three recipient accounts and check that the messages have been received correctly.





Sometimes clients will reach the stage where an e-{}mail account is no longer required, so we’ll take a look now at Closing an e-{}mail account
\subsubsection{Closing an e-{}mail account}
\label{259}


You should warn clients that most web-{}based free e-{}mail accounts {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries expire} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} if not accessed by the user for a specified period of time, sometimes as short as 30 days.  In this way the e-{}mail account will close itself.  However, it is netiquette that e-{}mail accounts should be closed when they are no longer required. This avoids the problem of people sending e-{}mails to what appears to be a valid address, when no-{}one is checking the account.


You can find out how to close an e-{}mail account from the help pages of the relevant e-{}mail services. You’ll find a link to this on the opening page of the service.
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Log on to each of the four e-{}mail accounts you created in the first exercise and close each of them. (Assuming you no longer want to use them).




Clients will often want to use Internet facilities other than e-{}mail, so we’ll look next at Using chat rooms


\subsubsection{Using chat rooms}
\label{260}
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As with most of the Internet, younger clients are often very savvy with the technology and are keen on using chat rooms to communicate with others of the same age and with similar interests.  It is easy to see the attraction for young people of being able to access this ‘secret’ world of anonymous communication where their parents cannot see what they are doing and in principle no holds are barred regarding ‘bad’ language. 

You should be able to inform clients about Acceptable practice in chat rooms

Chat rooms have largely been superceded by other social networking services (Facebook, Twitter and Google hangouts etc) but they are still a feature of many peoples online lives.
\subsubsection{Acceptable practice in chat rooms}
\label{261}
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You must make adult users of chat rooms aware of what is acceptable when they are using computers in the library – this may be more restrictive than when using home PCs.
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Find out your library authority’s policy and procedures regarding acceptable use of chat rooms and safeguarding young clients.


\subsubsection{More about chat rooms}
\label{262}


You can find useful information on this, and other topics at:


\myplainurl{http://publib.boulder.ibm.com/infocenter/sametime/v8r0/index.jsp?topic=/com.ibm.collaboration.realtime.help_80/c_stadv_uim_whatis_chatrooms.html}


You can find Chat services at:

\begin{myitemize}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Lycos Chat} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}	\myplainurl{http://chat.lycos.co.uk/}
\end{myitemize}
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Social networking websites and Chat rooms share similar concerns about safety and vulnerable groups. Social networking websites are very popular because they bring together friends and friends of friends who share a common interest. The illusion that it is a community of friends sometimes means that natural  caution is abandoned and private details are shared. In many local authorities and organizations access to social networking websites are blocked by firewalls. These website can offer valuable professional tools and there are some examples of these in Unit 4.
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The ICTL units Digital Culture: Online Communication and Digital Culture: Online Collaboration cover social networking in far greater depth.
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Log on to the Lycos chat service listed above and see if you can find a chat room where readers discuss books they have read. Check the Help pages for full details of how to use the service. OR try using a search engine and type \symbol{34}book reading chat room\symbol{34} one example is \myplainurl{https://bookclubreading.com/chat-rooms/}


Clients may experience difficulties in carrying out certain tasks due to security restrictions placed on servers, so let’s take a look at Secure servers


\subsubsection{Secure servers}
\label{263}
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Secure servers also have restrictions on adding new software or on downloading executable files.

It may also be worth pointing out to library clients the importance of checking the security of the sites they use when making purchases online. Vendors should always use secure servers for the parts of their systems where customers will be typing in personal and financial details, such as credit card numbers. There are two ways a client can check whether their details are secure:
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Check your authority’s policy on secure servers and prepare a brief explanatory note for clients.




Clients may wish to convert paper-{}based materials, such as photographs, to digital images so they can be sent as e-{}mail attachments, so let’s have a look at Scanning images and saving to disk…
\subsubsection{Scanning and saving images}
\label{264}
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You should be able to demonstrate to a client how to scan an image – either of text or pictures -{} and save it to disk.

(Note that the scanned files will often be large and may need to be reduced in size if they are to be attachments to e-{}mails.)

Since there is such a range of types of scanner and associated software, we cannot realistically give instructions for use here.
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Practice using your locally-{}available scanner and software to scan and save both text and images.  Find out how to reduce the resulting file by compressing it so that it will be acceptable as an e-{}mail attachment. Note down any points which you will want to make your clients aware of.


\section{Using ICT to support clients with special needs or specific language requirements}
\label{265}

\subsection{Introduction}
\label{266}
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Many of the clients in this group will be {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries mature and capable} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} with the same information needs as everyone else and could benefit from some of the assistive technologies to enable them to access the wide range of resources. 
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\subsubsection{Websites for those with special needs or specific language requirements}
\label{267}


When dealing with clients having special needs or specific language requirements, special care should be given to the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries appropriateness} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of recommended websites. As well as the criteria applied to assessing the appropriateness of websites in general, you should exercise care to ensure that clients are directed towards accessible sites with appropriate content and format. For example, visually impaired people may be unable to access websites which are incompatible with software which they rely on. 
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Some web sites will not work well with a screen reader.
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Before proceeding, can you think of features on a website page which would cause difficulties for a client with impaired vision using a screen reader?




\subsubsection{Problems for clients with impaired vision}
\label{268}


The main problems are caused by screens which have no text. If it is not possible to read meaningfully only the text on the website page, then the screen reader will not be successful.

So the following are the problem areas:


\begin{myitemize}
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\end{myitemize}
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\subsubsection{Screen readers}
\label{269}


Some problems have been reported in using screen readers with early version of Adobe Acrobat, but these have been overcome in later versions. You can find more information about this at:

\myplainurl{http://www.adobe.com} (type screen readers in the search window)


A good example of a screen reader which is well liked by users is JAWS for Windows. You can find more information about it at: \myplainurl{http://www.freedomscientific.com/fs_products/JAWS_HQ.asp} 
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The Royal National Institute for the Blind (RNIB) site gives a useful list of access software at:
\myplainurl{http://www.rnib.org.uk/professionals/softwareandtechnology/softwareaccesscentre/Pages/software_access_centre.aspx}
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To get a better feel for screen reader software and especially to assist those clients with visual impairment, visit the RNIB site mentioned above and follow the links to some of the sites listed. Download evaluation copies of a few of the software packages and try them out. 


\subsubsection{Colour blindness}
\label{270}


Colour blindness is another factor which can affect a client’s ability to use a website. There are software packages which:
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Go to \myplainurl{http://colorfilter.wickline.org/} and try the procedure on some webpages which you commonly use. How readable would they be to a client with colour blindness?

An alternative colour blindness simulator just for images is \myplainurl{http://www.color-blindness.com/coblis-color-blindness-simulator/}

The SLIC website (\myplainurl{http://www.slainte.org.uk/accessandequity/webdesign.htm)} provides information on webpage design support and PC accessibility issues.


\subsubsection{Clients with specific language requirements}
\label{271}
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Use the Google language tools to: 

a) translate a favourite web page into another language; 

b) translate a foreign-{}language web page into English.

Another site which offers translation facilities for text and web pages is: \myplainurl{http://www.babelfish.com/} 

c) Try the two tasks above using Babelfish as well. Which site do you think gives the best translations?

d) It\textquotesingle{}s important to note that the translation might be a little rough around the edges. Try translating a simple phrase to another language, and then back into English. You might notice quite a change in the meaning of the phrase!


\subsection{Evaluating websites against best practice guidance}
\label{272}


Websites which can help assess the suitability of website material include:


\begin{myitemize}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries World Wide Web 3 Consortium} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}	\myplainurl{http://www.w3.org/WAI/}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries WAVE Web Accessibility Evaluation Tool} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}	\myplainurl{http://wave.webaim.org/}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries SLIC} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}	\myplainurl{http://www.slainte.org.uk/accessandequity/equityindex.htm}
\end{myitemize}



Look at the World Wide Web 3 Consortium pages and find out exactly what Best Practice in terms of web accessibility means.
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Follow the link to WAVE given above and use the tool to check the accessibility of a few of your favourite websites.


\subsection{Assistive technologies}
\label{273}


Technology can help to balance the difficulties encountered by some client groups. For example, those with motor impairment can access PCs with the aid of a large t{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries rack ball mouse, touch screens, adapted keyboards} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries special software} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. 


You can find a number of companies which specialise in supplying assistive technology equipment.  An example is Inclusive Technology at:  \myplainurl{http://www.inclusive.co.uk/.} 
They have an online catalogue which groups the various items in broad headings.  
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Browse the Inclusive Technology catalogue. This will give you a good overview of what is available in hardware assistance. 
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Find out what is available within your own library and library service which would support clients requiring assistive technology. Make a note on each item for future use.




\subsubsection{Assistive technologies for clients whose first language is not English}
\label{274}


You should also be able to use software or keyboard adaptations for people whose first language is not English. It is important for you to know about both what is available locally and organisations to whom clients can be referred. 


{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Adaptive furniture} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} can be of great use to help clients. You can see an on-{}line catalogue on the website of Synapse Adaptive here: \myplainurl{http://www.synapseadaptive.com/} 

They cover many adaptive technologies but if you look for hardware and then ergonomics, you will find a number of desk and chair items.


\subsection{Changing software and keyboard settings}
\label{275}


Although assistive technologies are widely available, sometimes all that is required to improve access for a client is to change the keyboard or software settings. This can allow the enlargement of text, icons and the speed of a mouse click to the client’s comfort.
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The Microsoft website has details of these at: \myplainurl{http://www.microsoft.com/enable/}


Windows has an accessibility wizard which can take the client through the various PC settings.
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If you are using Windows 8 visit \myplainurl{http://www.microsoft.com/enable/products/windows8/} for help. Try the features.
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If you are using an earlier version of Windows, or another Operating System, check your local help files to find out what options are available.
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\subsection{Voice synthesis and voice recognition}
\label{276}


Voice synthesis software can be used as an alternative to keying in and outputting in text format. 
There are two types of software required for this.  
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Find out which of these types of systems are available in your own library service.




\subsubsection{Voice synthesis and voice recognition products}
\label{277}
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\end{myitemize}


There are of course many others

Some operating system versions have voice synthesis built in.  Again the AbilityNet MyWay site at: \myplainurl{http://www.abilitynet.org.uk/search/node/myway}  has information on this topic


Of course many people now use mobile devices to access information and people using iPods or devices running on the Android operating system have a built in Voice Commands (iPod voice Control, Android Voice Actions) functionality.
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Select a voice recognition package and a voice synthesis package available to your library service.  In each case set up the package and get practice at using it.  Jot down sufficient notes so that you can demonstrate it to a client in the future.


\section{Legislation relating to the use of ICT for storage, manipulation and access of information}
\label{278}

\subsection{Introduction}
\label{279}
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\subsection{Data Protection Act}
\label{280}
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The Data Protection Act 1998 seeks to strike a balance between the rights of individuals and the sometimes competing interests of those with legitimate reasons for using personal information. 
We will look at the following useful sections:


\begin{myitemize}
\item{} 	The eight principles of good practice
\item{} 	The six conditions for fair data processing
\item{} 	Sensitive data 
\item{} 	Rights under the Act
\item{} 	Criminal offences created by the Act	
\item{} 	Unsolicited electronic communications
\item{} 	The role of the Information Commissioner’s Office 
\end{myitemize}



\subsubsection{The eight principles of good practice}
\label{281}
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\begin{myitemize}
\item{} 
\begin{myitemize}
\item{} 1. 	fairly and lawfully processed
\item{} 2. 	processed for limited purposes
\item{} 3. 	adequate, relevant and not excessive
\item{} 4. 	accurate and up to date
\item{} 5. 	not kept longer than necessary
\item{} 6. 	processed in accordance with the individual’s rights
\item{} 7. 	secure
\item{} 8. 	not transferred to countries outside European Economic area unless country has adequate protection for the individual
\end{myitemize}

\end{myitemize}

\subsubsection{The six conditions for fair data processing}
\label{282}


At least one of the following conditions must be met for personal information to be considered fairly processed:


\begin{myitemize}
\item{} 
\begin{myitemize}
\item{} 1.	the individual has consented to the processing
\item{} 2.	processing is necessary for the performance of a contract with the individual
\item{} 3.	processing is required under a legal obligation (other than one imposed by the contract)
\item{} 4.	processing is necessary to protect the vital interests of the individual
\item{} 5.	processing is necessary to carry out public functions, e.g. administration of justice
\item{} 6.	processing is necessary in order to pursue the legitimate interests of the data controller or third parties (unless it could unjustifiably prejudice the interests of the individual)
\end{myitemize}

\end{myitemize}



\subsubsection{Sensitive data}
\label{283}
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For personal information to be considered fairly processed, at least one of several extra conditions must be met.  These include:


\begin{myitemize}
\item{} 	Having the explicit consent of the individual
\item{} 	Being required by law to process the information for employment purposes
\item{} 	Needing to process the information in order to protect the vital interests of the individual or another person
\item{} 	Dealing with the administration of justice or legal proceedings
\end{myitemize}



\subsubsection{Rights under the Act}
\label{284}



There are seven rights under the Data Protection Act.


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}

\subsubsection{Criminal offences created by the Act}
\label{285}
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\subsubsection{Unsolicited electronic communications}
\label{286}
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\end{myitemize}



\begin{myitemize}
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\begin{myitemize}
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\end{myitemize}


\subsubsection{The role of the Information Commissioner’s Office}
\label{287}


The ICO has specific responsibilities for the promotion and enforcement of the DPA.
Under the Data Protection Act, the Information Commissioner may:


\begin{myitemize}
\item{} 	serve information notices requiring data controllers to supply him with the information he needs to assess compliance.
\end{myitemize}


\begin{myitemize}
\item{} 	where there has been a breach, serve an enforcement notice (which requires data controllers to take specified steps or to stop taking steps in order to comply with the law). Appeals to these notices may be made to the Information Tribunal.
\end{myitemize}


\subsubsection{Other Useful DPA websites}
\label{288}


There are several websites which give more details and explanations.  We have listed some below:
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\end{myitemize}



\begin{myitemize}
\item{} The website of the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Information Commissioner} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} is at: \myplainurl{http://www.informationcommissioner.gov.uk/} 
\end{myitemize}



\begin{myitemize}
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Useful information on this topic can also be found on the CILIP website.
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Search the CILIP website at: \myplainurl{http://www.cilip.org.uk}  for ‘data protection act’. Make a note of any aspects of data protection which are particularly relevant to your own work.
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\subsection{Copyright legislation}
\label{289}
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The purpose of copyright is to ensure that the creator (person who holds the intellectual property right) or owner of the copyright can:


\begin{myitemize}
\item{} 	derive any financial benefit relating to their material  
\end{myitemize}


\begin{myitemize}
\item{} 	have control over the way in which their material is used. 
\end{myitemize}



Regular revisions of copyright legislation take place so information professionals must keep their knowledge up to date. 


Copyright law is very complex but it is important that you have a sound knowledge of what is permissible and the role of library staff in enforcing copyright.
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\subsubsection{Ownership and duration of copyright}
\label{290}
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The following are useful websites providing information on copyright:


\begin{myitemize}
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\end{myitemize}

\subsubsection{Copyright and the Internet}
\label{291}
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The Internet provides text and illustrations in electronic format, making it easy for the unscrupulous user to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries cut and paste} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} web material into their own documents. You will already be familiar with copyright law restrictions on copying material from books and journals. Similar provisions apply to material from the Internet. It is important to make clients aware that they should check the legality of making multiple copies of textual material from Internet sites.
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\subsubsection{Digital Rights Management (DRM)}
\label{292}


This is a large area but the greatest and most visible use is (and will be even more so in the future) the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries prevention of copying of films} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} (movies) from DVDs.  This requires mechanisms to be active in one or both of the DVD disk itself and the DVD player or computer used.  Examples are:


\begin{myitemize}
\item{} 	the need to keep a Satellite Television receiver box connected to the public telephone network
\item{} 	certain high definition film disks can only be played back on a computer which is connected to the Internet
\item{} 	the very latest large screen television displays will need a special module to display the coming high definition DVD films.  Absence of the module disables the output from the DVD player.  The existence of the module guarantees that the incoming digital signal is not being copied.
\item{} 	the regional coding of DVDs which does not allow a DVD disk purchased in the USA to be played on a European region DVD player.
\end{myitemize}



You can find additional information at: \myplainurl{http://en.wikipedia.org/wiki/Digital_rights_management}
and at: \myplainurl{http://www.ipo.gov.uk/types/copy/c-other/c-protect.htm}
\subsubsection{Digital watermarking}
\label{293}


This is a computer encryption which is inserted into the image. It is of particular use with images which are placed on websites and thus easily copied.  It is invisible to the casual user but provides a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries tracking mechanism} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for owners. It is a digital code, which can be unique to the image or shared across the owner’s other images. You can find additional information at: \myplainurl{http://en.wikipedia.org/wiki/Digital_watermarking} and \myplainurl{http://www.webopedia.com/TERM/D/digital_watermark.html}

{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Digital fingerprints} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} are unique labels inserted into different copies of the same content (e.g.: an e-{}book, video or music file) prior to distribution. Each digital fingerprint is assigned to a specific recipient, and thus provides the capability to trace the culprits who use their content for unintended purposes. Fingerprints should be closely associated with the content and difficult to remove.
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Visit \myplainurl{http://www.steganos.com}  and download the test version of Steganos Security Suite. Install the program and try using it to hide watermarks (or other messages) in GIF pictures. 


\subsection{Intellectual Property Rights (IPR)}
\label{294}
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Clients should be aware that they should not use library computers (or any others) to do anything which infringes someone else’s intellectual property rights, e.g.: by copying content from someone else’s website into their own document, or illegally copying music files.


You can find lots of additional information at The Intellectual Property Office \myplainurl{http://www.ipo.gov.uk/}
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\subsection{Freedom of Information legislation}
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Freedom of Information legislation was introduced across the United Kingdom at the beginning of 2005. The Freedom of Information (FOI) legislation is different for {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Scotland} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} from that in the rest of the UK, but the information given here is generally applicable throughout the UK. However you should always check the precise details against the relevant website for your own country. 


You can find a comprehensive description of the act and its implications at the website of the Information Commissioner at: \myplainurl{http://www.ico.org.uk/for_organisations/freedom_of_information} and for Scotland at the websites of the Scottish Information Commissioner at: www.itspublicknowledge.info 


The FOI legislation provides a right of access to the information of public bodies by individuals. Information can be in print, electronic, video or audio format. 


Working in a library you need to be aware of the procedures so that you can assist a client to make an information request on the basis of FOI legislation.  You should also be aware of the position regarding your own local authority and its requirements to disclose information.
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A client approaches you with a request involving the FOI legislation.  He wishes to find out how much money is spent by the local authority on traffic calming measures.Go to the website appropriate to your geographical location and make notes on the process of requesting information which will be useful for clients in the future.





\subsubsection{Freedom of Information Act}
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The Information Commissioner is the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries independent regulator} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of the Act, with responsibilities to promote the legislation and enforce compliance with its provisions. This includes making decisions as to whether a public authority has dealt with requests properly.
\subsection{Acceptable Use Policies}
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If you select the People\textquotesingle{}s Network Internet Acceptable Use Toolkit  there are several examples of local authority AUPs.
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Search the internet to find examples of local authority AUPs.
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Obtain a copy of the AUP for your own library.  Read it over and make a set of notes to enable you to explain the various points to a client new to the library computer facilities.


\subsection{Content filtering}
\label{299}
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The filtering system is a software package which can be installed on a PC or a server (to regulate multiple machines).  The software can use one or both of two principles. 


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}
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Before proceeding, think of a disadvantage for each of the above methods.




\subsubsection{Approaches to content filtering}
\label{300}


Although a useful tool, Internet filtering systems are not foolproof.
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The second method suffers from the difficulty of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries placing keywords into context} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  An example being, it has difficulty in distinguishing between the names of body parts used in a pornographical or medical context. Another example is that access may be blocked to sites containing innocuous words, one component of which may be of a sexual or profane nature e.g. Essex (though more complex filters are now sometimes able to recognise such cases).  Also, this method checks only for unaccepatble text, not unacceptable images or speech.


Any blocking system can be potentially over-{}ridden by users with technical knowledge, or by using one of the many proxy sites which allow you to circumnavigate blocks by browsing through a proxy server.



reporting websites is another way of controlling what is available, see \myplainurl{http://www.iwf.org.uk/}
\subsubsection{The Family Online Safety Institute (formerly The Internet Content Rating Association (ICRA))}
\label{301}


FOSI provide a set of categories and levels within each category:


\begin{myitemize}
\item{} 	The presence or absence of nudity 
\item{} 	The presence or absence of sexual content 
\item{} 	The depiction of violence 
\item{} 	The language used 
\item{} 	The presence or absence of user-{}generated content and whether this is moderated 
\item{} 	The depiction of other potentially harmful content such as gambling, drugs and alcohol
\end{myitemize}
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Since there are weaknesses in each approach, filtering can not replace vigilance or simple common sense from library staff. 


For more information visit \myplainurl{http://www.fosi.org/icra/}
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Find out the filtering policies in place in your local authority and what your own responsibility is. 


\subsubsection{Walled Gardens}
\label{302}
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Social networking websites, such as \myplainurl{http://www.facebook.com} and \myplainurl{http://www.flickr.com,} can also be regarded as walled gardens. This is because the owner can control the range of people who view their messages and updates. Another aspect of walled gardens is the barriers which prevent the free flow of information and this is also true of social networking sites with their custom language and proprietary nature. This means that information can’t be transferred or access from one platform to another.
\subsubsection{Suppliers of filtering software}
\label{303}
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\begin{myitemize}
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\end{myitemize}



Trial versions of several of these can be downloaded from the relevant website.
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Download an evaluation copy of CyberPatrol and try it out.


\subsection{Internet safety with younger clients}
\label{304}
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Find out what is the situation in your own library with regard to the reserving of particular PC’s for restricted access to Internet materials.

Undoubtedly, the younger clients will have the most restricted access. There are serious risks to younger clients with the possibility of someone being hurt, exploited or abused as a result of personal information being posted online or falling victim to “grooming” (covered in Outcome One of this unit).

There are many useful websites which promote safe use of the Internet to younger clients, their parents and teachers.  Here are three we would recommend you look at:

\begin{myitemize}
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\subsubsection{Illegal material}
\label{305}


Much material exists on the Internet which it is a criminal offence to access. The catchphrase is ‘If it is illegal off-{}line -{} it is illegal on-{}line’. Three types of Internet content are generally regarded as illegal in the UK:


\begin{myitemize}
\item{} 	images of child abuse hosted anywhere in the world 
\item{} 	criminally obscene images hosted in the UK  
\item{} 	criminally racist content hosted in the UK
\end{myitemize}
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Here are two scenarios involving a client accessing illegal materials. Consult your library service’s Acceptable Use Policy and/or staff manual and make notes of what action you would take in each case.

1. An adult client is observed systematically accessing criminally racist content on a public access PC.

2. An adult client accidentally accesses images of child abuse whilst carrying out a genuine information search on another topic.


\subsubsection{Sources of further information}
\label{306}
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This website points to helpful websites for young people and parents containing information about staying safe online at: \myplainurl{http://www.thinkuknow.co.uk/} .
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 CHANGES TO THE QUALIFICATION 
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\section{Define the detail of a complex enquiry in conjunction with the client}
\label{309}


\subsection{Reference interview techniques for complex enquiries}
\label{310}



In this outcome we will explore how you should tease out the details of a complex enquiry posed by a library client.  We define a complex enquiry as one where:
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\end{myitemize}
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\subsubsection{Defining the nature of the enquiry}
\label{311}
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You may use e-{}mails as part of the process, but we would recommend that, with complex enquiries, the bulk of the reference interview is oral.  With a detailed and complex enquiry, you would find it difficult to gather from the client the level of detail which you require from the client through e-{}mails alone.
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And finally, do remember to record {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries contact details} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for the client.  In the excitement of exploring the enquiry and establishing the client’s precise needs, it is all too easy to forget this important information.  So check at the end of every reference interview that you have a record of the client’s name, address, telephone, fax and e-{}mail details, as appropriate.  If you will be phoning the client, it is also polite to note {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries when} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} it is convenient for the client to receive your call.


\subsubsection{Communication skills}
\label{312}
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\begin{myitemize}
\item{} 	Appropriate spoken language
\item{} 	Appropriate body language
\item{} 	Good feedback, especially on the telephone
\item{} 	Note taking 
\item{} 	Clear and grammatical e-{}mails 
\end{myitemize}



We will briefly examine each of these.

\subsubsection{Spoken language}
\label{313}
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QUESTION TextEntry1: 
Explain Dark Internet
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\subsubsection{Body language}
\label{314}


In face-{}to-{}face situations, use appropriate body language designed to set the client at ease and promote effective communication.  Smile and greet the client by name if possible.  Lean forward slightly and use eye contact to show your interest in the conversation.  Try to carry out the interview in a place where both you and the client are sitting comfortably and at the same level, preferably side by side.


\subsubsection{Feedback}
\label{315}
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\begin{myitemize}
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\end{myitemize}
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\subsubsection{Note taking}
\label{316}


In both face to face and telephone interactions, it is essential to take {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries written notes} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of the main points of the conversation.  These notes are your reference for checking that you have fully understood the details of the client’s enquiry.  Full notes are also useful if you have to put the query on one side for actioning later or pass it on to a colleague to deal with.  The more complex the enquiry, the more comprehensive your notes should be.


\subsubsection{Writing e-{}mails}
\label{317}
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\subsubsection{Open and Closed Questions}
\label{318}
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Closed questions prompt yes/no or {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries short factual answers} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, such as:


\begin{myitemize}
\item{} Q. What is the deadline for my getting this information for you? 
\item{} A. Next Tuesday
\end{myitemize}



\begin{myitemize}
\item{} Q. Have you checked this reference already? 
\item{} A. Yes
\end{myitemize}



Open questions encourage {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries longer answers} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, such as:


\begin{myitemize}
\item{} Q. Can you explain briefly what my colleague did last time? 
\item{} A. She started with Yahoo and then tried a couple of other search engines as well.  I think she was looking it up under something like pagan religions in Wales.  We got quite a lot of useful stuff.
\end{myitemize}
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Before proceeding, explain at what points during the reference interview and for what purposes you are likely to use:

\begin{myitemize}
\item{} a) closed questions
\item{} b) open questions.
\end{myitemize}



\subsubsection{Using open and closed questions}
\label{319}


Closed questions prompting yes/no or short factual answers are mainly used in the reference interview context to:


\begin{myitemize}
\item{} 	elicit {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries specific pieces of information} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} from the client  
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\end{myitemize}



You are likely to use closed questions 


\begin{myitemize}
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\end{myitemize}



Open questions encourage longer answers and their main uses in the reference interview context are to:


\begin{myitemize}
\item{} 	establish {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries rapport} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} with the client, especially in the initial stages of the interview and with clients who are not already known to you
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\end{myitemize}



So you will use both open and closed questions at appropriate times.  When framing a question, always think of the type of response you hope to generate and word the question so as to encourage either a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries brief} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} or an {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries extended} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} answer.


\subsection{Eliciting information and advice from knowledgeable clients =}
\label{320}


The interview is likely to begin with the client asking you a question.  Your task is to probe further until you are fully satisfied that you are clear {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries exactly what the client wishes to find out} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  Remember to ask for clarification from the client about the topic e.g. ask them to spell uncommon words, expand on the topic under investigation etc.  This is particularly important with clients who may be subject experts.


While recognising that some clients may be unwilling to give this information, it is helpful if you can establish in some detail the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries reasons} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} why the client wishes the information requested. One important point to establish is whether they require the information for themselves or whether they are enquiring on behalf of someone else.



\subsubsection{Determining the starting point}
\label{321}


It is important to ascertain the “starting point” of the enquiry in order to avoid wasting time on finding information which the client already knows.  This is particularly important with {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries complex enquiries} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for knowledgeable clients, where it may be relatively easy to access information at a simple level, when the client actually requires more sophisticated results.


In a complex enquiry from a specialist enquirer, it is likely that the enquirer has already undertaken some basic searching on their own behalf.  Equally a well-{}informed enquirer may well be familiar with some or all of the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries sources of information} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} in their field.  You should therefore try to determine what research the client has already undertaken on the topic and what results were obtained.  It is often helpful to ask the client’s opinion on the usefulness or otherwise of particular sources. 


A knowledgeable client may also be able to give you some guidance on successful and unsuccessful information searching approaches.  However, do not make the assumption that, because the client is knowledgeable about the topic to be investigated, they are well informed about information sources and search techniques.  Remember that you are the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries information-{}searching specialist} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} (while the client is the subject specialist) and so you should critically evaluate any advice on sources and information searching techniques provided by the client.
\subsection{Determining the nature of detailed information to be provided}
\label{322}


Apart from the actual topic of investigation, there are other factors which need to be taken into account before a member of library staff will embark on the information search, e.g.: the quantity, level and format of the required information.


\subsubsection{Quantity}
\label{323}


We tend to think that our problem in information searching will be an inability to find {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries enough information} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  This can indeed sometimes be the case.  But using the Internet often results in the reverse situation – an overabundance of results.  Providing too much information is just as unhelpful as providing too little.  You must clarify the scale of information required by the client in order to fully satisfy their needs.  


If the search produces a large amount of information, you should determine whether the client wishes you to undertake any {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries filtering} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} on their behalf before presenting the information or whether they wish to see the full search results.  If filtering is requested, you must establish with the client the criteria which are to be applied.  Conversely, if the search results are meagre, you should seek guidance from the client as to the possibility of broadening out the search.


\subsubsection{Level}
\label{324}
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The following points give you some guidance as to the likely level of complexity of information required:


\begin{myitemize}
\item{} 	the client’s age (But remember age does not automatically bring wisdom! Remember too that some young people can display astonishing knowledge and expertise in subjects which interest them.)
\item{} 	the client’s educational attainment
\item{} 	the client’s display of specialist knowledge
\item{} 	the client’s linguistic ability
\end{myitemize}



Tactful questioning can be used to make an estimation of the points listed above.
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Before proceeding, outline a situation where you know all of the above but this knowledge does not tell you the level of complexity of information required.




\subsubsection{Other factors affecting level}
\label{325}


The most obvious example is where the client is making the enquiry on behalf of someone else. Typical examples would include:


\begin{myitemize}
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You have probably thought of other similar examples.


\subsubsection{Format}
\label{326}


The results may include information in various formats. There are many formats available, including several as a result of the introduction of ICT.  


\begin{myitemize}
\item{} 	Your search may direct the client to items of library stock, to be used in the library or borrowed for home use.  This could include:
\end{myitemize}


\begin{myitemize}
\item{} 
\begin{myitemize}
\item{} 	Printed reference sources or information CD-{}ROMs
\item{} 	Books, audio or video material for home borrowing
\item{} 	Magazines and journals
\item{} 	Pamphlets or leaflets
\end{myitemize}

\end{myitemize}



\begin{myitemize}
\item{} 	The search results may be bibliographies or lists of website references for the client to follow up.
\item{} 	The results may be viewed on screen by client, in the form of text, audio or video.
\end{myitemize}
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If the client wishes to view the results on screen on a computer outside the library, what must you ascertain before directing the client to websites with audio or video content?




\subsubsection{Other factors affecting format}
\label{327}
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\subsection{Constraints}
\label{328}


There may be a number of constrains on the material required. These include:  


\begin{myitemize}
\item{} 	deadlines for completion
\end{myitemize}


\begin{myitemize}
\item{} 	currency of information 
\end{myitemize}


\begin{myitemize}
\item{} 	language
\end{myitemize}


\begin{myitemize}
\item{} 	special needs
\end{myitemize}



\subsubsection{Deadlines for completion}
\label{329}
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If you cannot meet the deadline for completion of the enquiry, clearly it is important to explain to the client the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries reasons} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for this.  Perhaps the enquiry has turned out to be much more complex than was originally envisaged. A specialist member of staff who would normally have handled the enquiry may be absent through sickness. Technical problems resulting in Internet access being temporarily unavailable can also throw your enquiry off schedule. 
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You have explained to the client the reasons for not meeting the deadline.  What else should you discuss with the client?




\subsubsection{Difficulties in meeting deadlines}
\label{330}


Although the client may well feel more accepting of the situation if you explain the reasons for your failure to meet the agreed deadline, to some extent this is water under the bridge.   More important to the client is the action you propose to take in order to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries rectify} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} the situation. With this in mind you should raise the issue with the client at the earliest possible stage i.e. as soon as you realise that it is unlikely that the original deadline will be achieved.  This gets the client on side and enables you and the client to jointly work out how to make the best of the situation.  It could be that it is possible to complete part of the enquiry within the deadline, in which case you must agree with the client which aspects should be prioritised.  Or perhaps you could arrange for some or all of the information to be provided by another organisation. 
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\subsubsection{Currency of information}
\label{331}



In your search you will be dealing with two kinds of information:

\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}
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QUESTION TextEntry1: 
Static and dynamic information


\subsubsection{Language}
\label{332}
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Go to \myplainurl{http://www.easyjet.com/en/book/index.asp} and view the site in Italian.Look at \myplainurl{http://www.artis.nl/} and change the site from Dutch to English.
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\subsubsection{Special needs}
\label{333}


The reference interview provides the opportunity to establish any special needs of the client.
Some of the most common examples are:
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For clients with learning difficulties you might have to look for material of a simpler nature, perhaps with more visual or audio content
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These clients may prefer material which is not in English.  This might mean having the enquirer at your side while you carry out the search so that they can provide assistance with vocabulary.  Alternatively, you may be able to pass the enquiry over to a colleague with language skills. (See earlier guidance on language)
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Any material found must be accessible to the client e.g.: websites must be accessible to a visually impaired client. (See Outcome 4 for more details of this.)


If you wish to find out more about the skills and knowledge required for this outcome, the following website may prove helpful.


\begin{myitemize}
\item{} \myplainurl{http://www.hals.lib.tx.us/ref123/2interview.htm}
\end{myitemize}

\section{Demonstrate knowledge of search logic, search engines and features of the Internet}
\label{334}

\subsection{Introduction}
\label{335}


This outcome looks at a number of aspects relating to web searches, including the following:


\begin{myitemize}
\item{} 	Boolean logic
\item{} 	Truncation and wildcards
\item{} 	Non-{}obvious search terms
\item{} 	Grammar of the Internet
\item{} 	Search engine operation
\item{} 	Search terms
\item{} 	How ranking works
\item{} 	Ownership of the web
\item{} 	Dark internet and invisible web
\end{myitemize}



\subsubsection{Boolean logic}
\label{336}
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Before proceeding, can you name the three Boolean operators?




\subsubsection{The Boolean operators}
\label{337}
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In fact the expressions are pretty close to what you would say in natural speech:


\begin{myitemize}
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\end{myitemize}



Sometimes this is easier to understand in diagrams, so let\textquotesingle{}s have a look at Logic diagrams …


\subsubsection{Logic diagrams: the AND operator}
\label{338}
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\begin{center}
\includegraphics[width=1.0\linewidth,height=6.5in,keepaspectratio]{../images/122.\SVGExtension}
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\raggedright{}\myfigurewithoutcaption{122}
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The shaded area represents the records which have information on both girls’ clothing and boys’ clothing.
\subsubsection{Logic Diagrams: the OR operator}
\label{339}
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\raggedright{}\myfigurewithoutcaption{123}
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The shaded area represents the records which have information on only girls’ clothing, only boys’ clothing or on clothing for both boys and girls.
\subsubsection{Logic Diagrams: the NOT operator}
\label{340}
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The NOT operator excludes all records with information on boys’ clothing, and the shaded area represents the records which have with information about girls’ clothing only.
\subsubsection{Using multiple Boolean operators}
\label{341}
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QUESTION TextEntry1: 
Boolean Search

QUESTION TextEntry1: 
Boolean Search 2


You can see how the use of Boolean operators allows a very precise search statement to be constructed.  This should produce a smaller number but a better focused set of hits from a search engine.
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\subsubsection{Constructing precise Boolean searches}
\label{342}


It is important to consult the search engine help pages to understand how you can create a precise Boolean search.


There are three approaches:


\begin{myitemize}
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\end{myitemize}



We have already covered this. Altavista (\myplainurl{http://www.altavista.com/)} is a search engine which permits this.


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
\item{} 3.	There is an Advanced search facility.
\end{myitemize}



\subsubsection{Search engine assumptions}
\label{343}


If the search engine makes certain assumptions about what you mean when you enter search terms in a particular way. You must understand the implications of these assumptions.


Basically when you enter more than one term in the search box, the search engine turns this into a Boolean search. The two possibilities are that the engine defaults to an AND or an OR.  
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Using + and – in this way is not as predictable as you might expect in many search situations.  We recommend that they should be used only when there is no alternative.  You can find out more here \myplainurl{http://www.google.co.uk/help/basics.html}

There are more features of search engines you can utilise have a look at Googles help pages on Punctuation and symbols \myplainurl{https://support.google.com/websearch/answer/2466433} and on Search Operators \myplainurl{https://support.google.com/websearch/answer/136861?hl=en}
\subsubsection{Advanced search facility}
\label{344}


Many search engines have an advanced search facility.  This allows many refinements, such as specifying the language, format and age of the sites returned.  Most advanced search facilities however have a set of choices which allow a Boolean search to be created.  




\includegraphics[width=0.12500\textwidth,height=6.5in,keepaspectratio]{../images/125.png}
 
Before proceeding, take a look at the advanced search facility on Yahoo:  \myplainurl{http://search.yahoo.com/search/options?fr=fp-top\&p}  

What expressions are used instead of the Boolean operators AND, OR and NOT?


\subsubsection{Advanced searching on Yahoo}
\label{345}


Yahoo uses
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By placing search terms in one or more of these categories, you can set up most Boolean statements you will need in your searching.


Note that it is not only search engines which provide these advanced search facilities. They may also be found within a site.  The Houses of Parliament site is an example:

\myplainurl{http://www.parliament.uk/business/publications/}
\subsubsection{Other points on Boolean searching}
\label{346}


A good website covering Boolean searching can be found at: \myplainurl{http://searchenginewatch.com/2155991}

A final point about the grouping of terms is that if you want to find results which include an exact phrase, most search engines let you do this by placing the phrase in quotes.  e.g. 
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This is particularly useful when searching for names where the forename and surname may not be kept together and in order by a search engine.
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\subsection{Truncation and wildcards}
\label{347}


Traditionally on-{}line database searching allowed the use of truncation of search terms. This used a symbol such as \~{} to represent one or more letters at the beginning or end of a word. For example, \~{}fuse could lead to refuse, defuse or infuse and refus\~{} could lead to refuse, refuses, refused or refusing.


In Internet searching this symbol would be called a Wildcard. Two types of Wildcard exist, commonly represented by ? and *.


\begin{myitemize}
\item{}  ?  indicates the replacement of one character 
\end{myitemize}


\begin{myitemize}
\item{}  * indicates the replacement of any number of characters.
\end{myitemize}
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Of course the search engines have their own rules.  Google for instance does not have this feature. It carries out its own version of using extensions of words automatically.  Many search engines use complex algorithms to produce their results which makes the use of wildcards or truncation inappropriate.    


Most sites which permit wildcard searching will indicate in their Help section which symbols are to be used for these. One search engine which does allow this is Exalead at \myplainurl{http://www.exalead.com/search/} 

\subsubsection{Non-{}obvious search terms}
\label{348}
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Another means of finding non-{}obvious search terms is to browse in directories and portals and see what terms appear in associated sites.


You might like to ask your experienced colleagues to give examples of non-{}obvious search terms which they have used in the past.
\subsection{Grammar of the Internet}
\label{349}
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(see \myplainurl{http://novemberlearning.com/educational-resources-for-educators/information-literacy-resources/)}
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The first part of the domain name may yield useful clues.  Is it a well-{}known name?  If you come up with a page on the site \myplainurl{http://www.bbc.co.uk/history/} it has the authority of being on the BBC website.  Is it a ‘personal’ site giving the opinion of only one person?  The name of the person may be explicit in the domain name e.g. \myplainurl{http://www.jamieoliver.com/} 


BUT be terribly careful here.  An individual may set up a website to promote their own ideas and then a rival may set up a website with an equally convincing domain name.  Remember anyone can set up a domain name of their choice and load any sort of rubbish onto the website.


\subsubsection{Using WHOIS}
\label{350}


It is often possible to find the owner/publisher of a website by doing a WHOIS search on the domain name. An easy route to this can be found as a facility on many website providers sites e.g.: \myplainurl{http://www.networksolutions.com/en_US/whois/index.jhtml} 
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Any site with a similar name attempting to fool users into thinking it is the UNO can be checked out in this way.


The UK site for WHOIS searches is: \myplainurl{http://www.nominet.org.uk/uk-domain-names/about-domain-names/domain-lookup-whois/whois-tool}

or go to www.nominet.org
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Use WHOIS to decide which of the following is the official site of Glasgow Celtic football club.

\begin{myitemize}
\item{} \myplainurl{http://www.celticfc.co.uk} 
\item{} \myplainurl{http://www.celtic-mad.co.uk/}
\end{myitemize}



\subsubsection{URL extensions}
\label{351}
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Taking Amazon as an example:


\begin{myitemize}
\item{} www.amazon.com No national identifier signifies the United States
\end{myitemize}


\begin{myitemize}
\item{} www.amazon.co.uk  .uk signifies the United Kingdom
\end{myitemize}


\begin{myitemize}
\item{} www.amazon.de .de signifies Germany
\end{myitemize}


\begin{myitemize}
\item{} www.amazon.fr .fr signifies France
\end{myitemize}


\begin{myitemize}
\item{} www.amazon.co.jp .jp signifies Japan
\end{myitemize}
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There are many websites which list these geographical extensions. One of these is\myplainurl{http://www.iana.org/cctld/cctld-whois.htm} Use this or any other appropriate site to find the geographic extensions for the following countries:Indonesia, India, Netherlands, Latvia, South Africa




Let us look further into www.amazon.co.uk   The extension between the company name and the geographical extension describes the type of organisation involved. “co” is for UK commercial companies.


Each country has its own method for the domain name extensions.  Most of the sites you will be dealing with will be UK or USA based, so let us look at the most common extensions for these countries.
\subsubsection{United Kingdom extensions}
\label{352}
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There will be other domain extensions produced in the future.  A recent introduction is .me.uk which is presumably meant for individuals.


However you must note that only some of these extensions can be relied upon.  Only .gov, .ac and .ltd are strictly controlled.  Anyone can set up a website with a .co or .org extension.   In summary, you can use the domain name extensions as good CLUES (which are watertight for .ac.uk and .gov.uk) but be very careful.


\subsubsection{United States extensions}
\label{353}


Remember sites registered in the US have no geographical extensions.
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Not all countries use these descriptive extensions.  Germany and France, for example, only have the country extension. Thus we saw: 


www.amazon.de for Germany and www.amazon.fr for France.


Another point to remember is that there is no requirement to register your site under its country of origin. Some British organisations use the US extensions of .com or .org:


www.debenhams.com/ -{} the well-{}known retailer


www.rsc.org/ -{} the Royal Society of Chemistry


are just two examples.
\subsection{Search engine operation}
\label{354}


There are essentially three stages involved in search engine operation.  


\begin{myitemize}
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\subsubsection{Search terms}
\label{355}


When the user enters the chosen search terms, the search engine uses complex and proprietary methods to select resulting websites which should satisfy the search -{} basically the engine is trying to match your search terms against its keywords. 


Each search engine has its own ‘secret’ methods, giving weight to particular words, including extensions to search terms such as plurals and so on.  These algorithms may change with time and so different results for the same search terms may be obtained if the search is repeated at a later date.


\subsubsection{How ranking works}
\label{356}
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A useful exercise is to look at the information pages of search engines to understand how they work.  There is usually a section on how to notify the search engine about your website which will have interesting clues as to how the search engine treats new websites.

For each of:

\begin{myitemize}
\item{} 	Google \myplainurl{http://www.google.co.uk/} 
\item{} 	Teoma \myplainurl{http://www.teoma.com/} 
\item{} 	Yahoo \myplainurl{http://www.yahoo.com/} 
\end{myitemize}



look for the “about” pages and find out how the engine works and how you submit a website to it.



It is important to remember that a search carried out by a particular search engine will return only a sub-{}set of all the possible results.  This is because, due to practical constraints, the engine cannot index all the pages available in the web.  An issue here is also how quickly the engine reacts to new or altered web pages.  Thus it is always worth using several different search engines for any particular reference enquiry.  Of course, there are sites returned in a search, which when clicked upon do not appear at all because the website has been rearranged or removed since the last indexing.  


\subsection{Ownership of the web}
\label{357}


The questions ‘Who owns the Web?’ or ‘Who owns the Internet?’ come up from time to time.  The implications of the answers are crucial to a good understanding of the nature of information on the Web.


First, let’s get the nomenclature correct.  The Internet is the physical network over which information can flow.  The World Wide Web (WWW) is a collection of sites where we can access information via the Internet.


So the question is now in two parts.  Who owns the Internet? (i.e.: the physical network) and Who owns the Web? (i.e.: the collection of information we can access)?


\subsubsection{Who owns the Internet?}
\label{358}


The Internet is an enormous network which has spread throughout the world.  One could say that it is owned by many, many organisations but that is not quite correct.  It would be more accurate to say that many, many organisations own their particular part of it.  


Consider how the Internet evolved.  There were a number of scientific {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries research organisations} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} each with a network of computers and terminals.  It was agreed to connect these together.  Each organisation owned its own network.  Gradually more and more commercial and organisation networks were created and joined together.  The idea can be likened to the road network on the European Continent.  Each country builds and pays for its own roads but it is possible to drive between any two points on the continent because the road network of each country is connected to the next country.


Luckily it is worthwhile for each part of the Internet to pay its own way to get the benefit of being connected to the whole network.


\subsection{Who owns the Web}
\label{359}
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So Governments will want to have websites to put up information for their citizens to be able to access.  Commercial organisations will want to put up websites with information about their products to encourage sales.  Other information providers will similarly create sites to distribute knowledge.  Then there are millions of websites which are paid for and run by individuals who want to present information about their hobbies, favourite pop stars, family history etc.


So there is no one person or body responsible for what exists on the web.  It is really quite difficult then to enforce laws proscribing offensive matter because there is no overall control and the offensive site can be situated anywhere in the World.
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However you should be aware of the very different forces influencing what is seen in the search results.  There are individuals, organisations and companies attempting to present their own version of the truth, often in an even-{}handed way, but occasionally in an insidious and very dangerous manner.  


You must hone your validation techniques so that you can recommend websites which really are what they purport.  The concepts of the ‘grammar of the internet’ can be put into practice here.  Note that there are some truly shocking websites which lurk under the most inoffensive names. We are not going to supply any examples of these!


\subsection{Dark internet and the invisible web}
\label{360}


Search engines have become the main means of accessing information on the Internet.  In the early days directories were used but these have now relinquished first place to the search engines.  This is due to the enormous number of websites.  Their number has grown exponentially and Google tells us that today there are over eight billion of them.  There is no way that all these sites could be viewed by a human reviewer and placed in a directory.  Our ability to find information on the Internet is now very much dependent on the qualities of the chosen search engine.  
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If the search engines are not able to find the information then the only hope of finding its existence is by using a Directory.  There are specialised portals to ‘invisible’ websites. One example is www.invisible-{}web.net which includes a directory of some of the best resources the Invisible Web has to offer. 


You can read more about the Invisible Web here:

\myplainurl{http://oedb.org/ilibrarian/invisible-web/}

\myplainurl{http://www.lib.berkeley.edu/TeachingLib/Guides/Internet/InvisibleWeb.html}
\section{Create and implement a complex search strategy}
\label{361}

\subsection{Designing a complex search strategy}
\label{362}


In Outcome 2 we looked at the theory of search logic – Boolean logic, wildcards, non-{}obvious search terms, grammar of the Internet, search engine operation and syntax, ranking, ownership of the web, the Dark Internet and invisible web. In Outcome 3 we consider how to apply all of this knowledge in order to design the best strategy for any inquiry.  If you are not confident of your knowledge and understanding of the Outcome 2 topics, you will find in beneficial to revise that section before proceeding further with Outcome 3.  You can return to the ICTL home page by clicking on the ICTL logo at the top left of the page and navigate to Outcome 2 from there.


Complex searches fall into two broad categories:


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}



\subsubsection{Locating a piece of specific information}
\label{363}
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\subsubsection{Retrieving everything on a topic}
\label{364}
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The skill lies in designing your search so that it results in a number of the most useful and representative sites, which present sufficient, but not too much, information in the format and style best suited to your enquirer.
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\subsubsection{Useful Search Techniques}
\label{365}


The key to efficient searching is to construct an appropriate search statement by choosing and combining search terms. You will develop your skills in this with practice. Here are some tips from experienced Internet searchers.


1.	Enter what you consider to be the most important search terms first. For example, {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries rover cars} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} rather than {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries cars rover} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}




\includegraphics[width=0.12500\textwidth,height=6.5in,keepaspectratio]{../images/130.\SVGExtension}
 
{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries ACTIVITY 3.1} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

Enter {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries rover cars} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries cars rover} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} into a search engine and compare the first 20 sites listed. You will find the results differ, although some sites appear in the top 20 listed in both searches. {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries rover cars} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} is more likely to lead to sites which deal solely with Rovers.




2.	Enter phrases in quotes (or the equivalent syntax as specific by the search engine). 
Quotes instigate a search for the exact phrase e.g.: {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries “internet search techniques”} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} will search only for these three words next to each other and in this order. Without quotes, your search will also look for all three words but they could be anywhere in the document e.g.: {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries internet search techniques} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} could lead to sites discussing police {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries search techniques} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for suspected {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries internet} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} crime. 


3.	If you are specifically seeking UK information, either ask to search UK sites only (if the search engine permits this) or add {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries uk} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} as a search term


4.	Do not limit yourself to what we, as library staff, think of as indexing terms. Searching the Internet is different from consulting a printed index. So enter as search terms words that you would expect to find in the text. For example, in a search on teenage health problems, you might use search terms such as {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries bulimia, anorexia} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, or {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries eating disorder} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.


\subsubsection{More useful search techniques}
\label{366}


5.	Look for distinctive, specific words or phrases which apply to your search topic. This is the best way of narrowing the search to relevant sites. {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries agoraphobia, English madrigals} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries peregrine falcon} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} are examples.


6.	Remember synonyms and variant spellings. As much of the Internet content originates from the United States, it is particularly important to remember Americanisms e.g.: {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries trunk} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} instead of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries boot} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of a car; {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries checking account} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} instead of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries current account} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. 


7.	When searching on names of individuals or organisations, put these in quotes so that they are a phrase – {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries “Melvyn Bragg”;  “Royal Society for the Prevention of Cruelty to Animals”} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}


8.	When searching for information on an organisation, especially commercial companies, using the organisation’s name as a search term often does not lead to the organisation’s own web-{}site but to other sites in which the company is mentioned. (This is a result of the ranking methods used by search engines.)  You may be more successful by using the organisation’s {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries postcode} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and/or {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries telephone number} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} as search terms.


9.	Use {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries nouns} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} rather than verbs as search terms, wherever possible. The reason underlying this is that nouns are frequently more specific than verbs.


10.	If you are aware that one of your search terms is ambiguous, add additional terms which define the area in which you are interested. You will find that {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries “michael jackson” “wine critic” uk} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} leads to sites which are less likely to have a connection with the well-{}known pop singer.


\subsection{Reviewing search terms in the light of results – broader/narrower/related terms}
\label{367}


It is important to keep reviewing your search strategy and, in particular your search statement, as the search is underway.  Ask yourself: Am I finding too much or too little information?


\begin{myitemize}
\item{} 	Is the search generating a number of sites which are unconnected, or only loosely related, to the topic?
\item{} 	Is there a slant to the topic which my search does not appear to be including?
\end{myitemize}



In order to refine your search, you must be able to use terms which are broader or narrower than or related to your original search term.  The words broader, narrower and related are self-{}explanatory.  A good example which clearly illustrates the concept is:


initial search term -{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Great Britain} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}


broader term -{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries United Kingdom} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} (The United Kingdom includes Great Britain)


narrower terms – {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries England, Scotland, Wales} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} (Great Britain includes these three nations)


related term -{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Northern Ireland} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} (Northern Ireland is related to Great Britain in that GB and NI make up the United Kingdom)


QUESTION TextEntry1: 
Search term terriers


At each stage you should review the search statement, considering if it is appropriate to change the search terms. 


\subsubsection{Changing search terms}
\label{368}


Where the key terms selected initially are yielding too much information, you should move to the use of narrower terms.  A knowledgeable client might be able to advise you here.  


Where the key terms selected initially are not yielding sufficient information, you should move to the use of broader or related terms. 


Using a directory may help you identify broader, narrower and related terms within its structure. 
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Enter aeroplanes into the search box on Surfwax. When the next screen appears which summarises the search results, click on {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Focus} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and this will show you a selection of Similar, Narrower and Broader terms for {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries aeroplanes} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.


\subsection{Collection and presentation of results}
\label{369}


The results of your search should be presented in a structured way which facilitates understanding by the client. 


This may require you to extract or summarise information from one or more sites.  If you do this, it is important for the client to be informed of the source(s) of the information found so that the client may explore the information further if they wish. 


The result of the search might be a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries bibliography} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of web references or references to information sources in print, audio or video formats.  You must quote any such references using a recognised format, for example, as in ISO 690.  ISO 690-{}2 specifies the elements to be included in bibliographic references to electronic documents.  It sets out a prescribed order for the elements of the reference and establishes conventions for the transcription and presentation of information derived from the source electronic document.  


Here is an example of an electronic citation.

Monibot, George (2014) \symbol{34}How we ended up paying farmers to flood our homes\symbol{34}.

Accessed via \myplainurl{http://www.theguardian.com/commentisfree/2014/feb/17/farmers-uk-flood-maize-soil-protection} (19 February 2014).
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Before proceeding, state what you think the elements in this citation mean:

Monibot

George

2014

How we ended up paying farmers to flood our homes

\myplainurl{http://www.theguardian.com} 

19 February 2014




\subsubsection{Electronic citations}
\label{370}


The elements of the citation are as follows: 


Monibot -{} Author’s surname

George -{} Author’s forename 

2014 -{} Date of publication of item

How we ended up paying farmers to flood our homes -{} Title of item

\myplainurl{http://www.theguardian.com} -{} URL for website on which item was found. 

19 February 2014 -{} Date this site was accessed 


Note that because web pages change constantly and can disappear it is important to give the date on which the site was accessed.


\subsubsection{Presenting information to the client}
\label{371}


You should devise a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries logical structure} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for presenting the information to the client. The most commonly used structures are based on these arrangements:


\begin{myitemize}
\item{} 	Alphabetical
\item{} 	Chronological
\item{} 	Geographical (grouped by country, region or town)
\item{} 	Topical (grouped by sub-{}topics)
\item{} 	Categories (e.g.: type of organisation – public, private, voluntary)
\item{} 	Accepted hierarchies (e.g.: biological taxonomy)
\item{} 	Sites presenting one point of view, followed by sites presenting the opposing arguments
\end{myitemize}



QUESTION TextEntry1: 
Traffic Congestion Search
\section{Evaluate websites located in a complex search}
\label{372}

\subsection{Evaluating websites}
\label{373}


Information on the Internet presents greater {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries problems} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} regarding reliability than information found in reference books and other materials in public libraries which have undergone a rigorous selection process.  So ALL information found on websites must be {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries critically evaluated} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. The more complex the search, the more necessary it is to apply sophisticated evaluation techniques.
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Before proceeding, make a list of criteria you might apply to assess the suitability of a website found as a result of carrying out a complex information search




\subsubsection{Evaluation criteria}
\label{374}


We have noted the following nine criteria:


\begin{myitemize}
\item{} 	Authority
\item{} 	Credibility
\item{} 	Accuracy
\item{} 	Bias
\item{} 	Emphasis
\item{} 	Currency
\item{} 	Clarity of presentation
\item{} 	Use of multimedia 
\item{} 	Ease of use for visually impaired clients
\end{myitemize}



We shall now look at each of these in more detail.


\subsubsection{Authority}
\label{375}


Here you need to consider the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries expertise and reputation} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of the organisations or individuals connected with the website.  When the information is explicitly attributed to an author, you can assess their reputation.  Thus information supplied by an acknowledged expert in a field or found on the website of a well-{}known and respected organisation carries a lot of weight.


Of course a website may give no direct clues as to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries authorship} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and hence authority.  In this case you can try to find out who owns the site.  In Outcome 2 of this unit, we covered examining the URL of the website and carrying out a WHOIS search to find out this type of information.  


In searching for information about horse breeds you might come across this site:
\myplainurl{http://www.ansi.okstate.edu/breeds/horses/} 

Remembering Outcome 2, what type of organisation does this URL suggest?

.edu tells us that this site belongs to an educational institution in the Unites States. In fact, the site is that of the Department of Animal Science of Oklahoma State University and therefore you can expect an amount of authority. Note that some colleges and universities allow their students to create home pages which are not authoritative in the least.  You can usually spot this by the name of the student in the URL.


\subsubsection{Tracing website ownership}
\label{376}


If you were obtaining information about travelling in South Africa, you might come across this site \myplainurl{http://www.springbokatlas.co.za/}


From the two domain name extensions you can see that it should be a commercial site (.co) and it is registered as a South African site (.za)  You need to access the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries whois} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for South Africa.  You can do this by searching for it.  You can find it here: \myplainurl{http://co.za/whois.shtml}
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Carry out this whois search.You can see that \myplainurl{http://www.springbokatlas.co.za/}  is registered by the travel company and at the same address as the travel site in Cape Town.  That gives a bit of confidence that it is a real company and not a fraudulent ‘front’.




Of course it is pretty rare that a respected organisation’s website would not very explicitly feature its own name.


You may have to either omit the information found on a non-{}attributable website or give a strong {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries health warning} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to the client regarding its usefulness.


\subsubsection{Credibility}
\label{377}


If the author or organisation is unknown to you, you have to check out their credibility.  Regarding a named but unknown author:


\begin{myitemize}
\item{} a)	there may be a section on the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries author’s credentials} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, giving qualifications etc. – you can check out these details.
\item{} b)	if no credentials are supplied you can simply carry out a search on the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries authors’ name} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.
\end{myitemize}



What would you look for in the search results?


You might be convinced by such things as:

\begin{myitemize}
\item{} 	positive references to their names in other articles on respected sites
\item{} 	biographical information showing that they have relevant qualifications or work experience
\end{myitemize}
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When carrying out a search on the history of nuclear physics, you have found a site which quotes extensively from the research of someone called {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Norman Feather} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. Carry out a search to determine who this person was and whether or not he was a respected scientist of his time.
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\subsubsection{Evaluating credibility}
\label{378}


You can evaluate a site to some extent by looking for {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries references} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to it on other reputable websites.  You can check which sites link to or reference the website being validated simply by searching on its URL.  Enter the URL into a search engine and it should return a list of websites where the URL is found.
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Try this out by searching on www.qca.org.uk  which is the URL for Qualifications and Curriculum Development Agency www.qcda.gov.uk. You will find links to many respectable curriculum related sites, including government departments.
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\includegraphics[width=0.12500\textwidth,height=6.5in,keepaspectratio]{../images/137.\SVGExtension}
 
{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries ACTIVITY 4.4} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

Check reliability of each of the following web pages for authority and credibility:


\begin{myitemize}
\item{} \myplainurl{http://www.nasa.gov} 
\item{} \myplainurl{http://blogs.sun.com/roller/page/dcb/?anchor=rocket_science_open_standards}
\item{} \myplainurl{http://www.apogeerockets.com/}
\item{} \myplainurl{http://www.bbg.org/gar2/pestalerts/}
\item{} \myplainurl{http://www.rbgsyd.nsw.gov.au/plant_info/pests_diseases}
\item{} \myplainurl{http://www.care2.com/channels/solutions/outdoors/444}
\item{} \myplainurl{http://webarchive.nationalarchives.gov.uk/20060711093022/http://www.met.police.uk/history/ripper.htm}
\end{myitemize}



\subsubsection{Accuracy}
\label{379}


Verifying the accuracy on information in a complex search has particular problems for the information professional who cannot be a subject specialist for every search area.  
The accuracy of factual information can usually be assumed to apply to reputable sites but even then you need to cross check using more than one site wherever possible.
You certainly cannot supply information from sites with dubious authority/credibility without a caveat.
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\subsubsection{Bias}
\label{380}


Here you are looking to see if only one side of an argument is given.  Many websites by their very nature present information from only one viewpoint and are thus biased.  It is worth examining the URL and whois information.   A commercial site is not going to criticise its products negatively.  If the site is a personal one, you may be looking at the one-{}sided views of a ‘crank’.  If the site is sponsored by a dubious organisation, you may only be able to find this out by looking at the whois data. Of course even well known experts can be biased in their opinions.  
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One of the most obvious areas where bias is shown is {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries health information} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  Some sites are simply promoting dubious or unproven therapies with a view to selling their own “medicinal” products. You must make doubly sure that any sites found as a result of a search on a medical topic are reputable.
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As an exercise in looking for bias in websites, search for a pair of websites giving opposing points of view on the following topics:


\begin{myitemize}
\item{} 	Cats make better pets than dogs
\item{} 	HRT is the only way to go
\item{} 	Why wind farms are bad
\item{} 	Petrol is greener than diesel
\end{myitemize}



Have a close look at the arguments.  Note how convincing some of these one-{}sided views can be.


You may be lucky when searching for information in a contentious area in that your initial search results in several sites giving the different viewpoints.  However, if not, you must be prepared to actively seek out websites giving alternative views.




\subsubsection{Emphasis}
\label{381}


This differs from bias in that it is the omission of information rather than deliberate over-{}emphasis of one point of view.  For example, US sites may devote little space to British developments.  Another pertinent example is that sites for UK government departments may include information only for England on devolved issues. 


You should be aware that emphasis can be more difficult to detect than bias.  A solution is to apply the technique of cross checking with other sites on the same topic.


Health topics are an excellent example of where emphasis can creep in because of the differing approaches to medicine in different countries.
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\subsubsection{Currency}
\label{382}
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Before proceeding, jot down some points you could look for on a website to establish its currency.

 


\subsubsection{Establishing currency}
\label{383}


We can think of a few possible ways of establishing the currency of a website.  Obviously they depend on finding date information.  This can be explicit:


\begin{myitemize}
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\end{myitemize}



If there are no actual dates mentioned, you will need to look for implications of dates.


\begin{myitemize}
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\item{} 	You can look for the names of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries personalities} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} involved in the topic which can show currency.
\item{} 	Finally you can simply look for reference to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries recent news items} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} which will date the site’s information.
\end{myitemize}
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Look at the following websites which all provide dynamic information and note the evidence which indicates that each has been recently updated.


\begin{myitemize}
\item{} \myplainurl{http://www.bankofengland.co.uk} 
\item{} \myplainurl{http://mascotsuk.com/} 
\item{} \myplainurl{http://www.thisismoney.co.uk/} 
\item{} \myplainurl{http://easyjet.com/en/book/index.asp} 
\item{} \myplainurl{http://www.blenheimpalace.com/} 
\end{myitemize}



\subsubsection{Currency indicators}
\label{384}


We noted the following points:


{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Bank of England} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} – lists recent working papers, conference reports etc.


{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Mascot} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} – states on home page “Site last updated {$\text{[}$}date{$\text{]}$}”


{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries This is Money} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} – states on home page “latest news on {$\text{[}$}date{$\text{]}$}”


{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Easyjet} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} – the earliest date for booking is today’s date


{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Blenheim Palace} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} – the list of events is completely current.
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Before proceeding, can you think of a flaw with the method we used to check the currency of the Blenheim Palace site?




\subsubsection{Problems in establishing currency}
\label{385}


In our Blenheim Palace example, we have established that their events calendar is current.  This site also has a section on Properties to Rent.  We cannot assume from the fact that the Events information is up-{}to-{}date that this section too has been updated (although clearly it would make good commercial sense for Blenheim Palace to make sure that this is done!)



Previous versions of a Website

The {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries wayback machine} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} at \myplainurl{http://www.archive.org} allows previous versions of websites to be browsed so that the history of a site may be viewed.  This can allow you to get a feeling for how it has developed.  It also allows or will allow changes in thought or policy to be observed by looking at a website at different points in time.  You should, however, be aware that this site is by no means comprehensive.  It is possible for website publishers to opt not to be archived.  Also there is a limit to the amount of storage for the past websites.


In a complex search, it is likely that the results of the reference enquiry will consist of a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries list of websites} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  This differs from a simpler search which might only consist of information which you extract from a website.


Since the client will have to browse the resulting sites, some further points have to be considered as to the suitability of the websites.


\subsubsection{Clarity of presentation}
\label{386}


You need to choose sites where the information is clearly presented.
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Before proceeding, list the factors you would consider when assessing whether a site presents information clearly.




\subsubsection{Presenting information clearly}
\label{387}


You will want to make sure that the following points are satisfied:


\begin{myitemize}
\item{} 	Is it easy to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries glean specific information} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} from the site? 
\item{} 	Is the site easy to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries navigate} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} around?  
\item{} 	Does the site {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries avoid gimmicks} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} such as unnecessary and obscuring graphics?
\end{myitemize}



Unless you are in the position that very few websites provide the required information, you can select the best, which satisfy the above points.
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Look at \myplainurl{http://www.eca.ac.uk/} It is difficult to find information on the site because of its emphasis on visual gimmicks and use of multiple drop-{}down menus. Unfortunately a client seeking information on this institution will have little choice but to persevere in using the site.




\subsubsection{Use of multimedia}
\label{388}


The appropriate use of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries multimedia} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} can enhance understanding and indeed provide additional information.  However, some sites include multimedia such as Flash introductions, which at best are annoying and at worst put off the client due to the delays caused.  If the connection to the Internet is not fast broadband, then the delays can be intolerable.  
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Here is an example of a site from a firm offering web design services 

\myplainurl{http://www.transcena.co.uk} 

We think its Flash introduction is unnecessary and does not add anything to the information provided. See if you agree with us.




Some sites offer the option of a Flash and non-{}Flash version. Look at \myplainurl{http://web.archive.org/web/20050113090553/http://www.blackburn.ac.uk/}  and compare the operation of both versions. Which do you prefer?


For some searches, information in multi-{}media format is useful or even essential.  You can make this one of your selection criteria.  Often just typing video as one of your search terms will lead to sites which have video clips (It can, of course, also lead to sites which are selling videos).  We tried jfk, assassination, and video which led amongst others to
\myplainurl{http://www.courttv.com/onair/shows/kennedy/vintage_video.html} where video clips can be played.


If sound files or sound tracks of movie clips are used, these may require loudspeakers to be available or, more likely in libraries, headsets to be used.  Clearly sites where essential information is presented audibly are not appropriate for the hearing impaired.
\subsubsection{Ease of use for visually impaired clients}
\label{389}


There are two main areas which should be considered for the visually impaired client.  


It may be that a client can use text on the monitor screen if it is very clear and perhaps large size.  Here it is necessary to check that the website text is not partly obscured by background graphics such as a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries watermark effect} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  Other considerations are whether the text size can be increased by the user and if there is a text only version of the website. 


The colour of the text and the background can also influence visibility. It is generally accepted that bright orange, yellow and red backgrounds make text difficult to read. 
\myplainurl{http://web.archive.org/web/20040710220451/http://www.dundee.ac.uk/djcad/courses/details.php?s=3} is an example.


Another practice to be avoided is white or pastel coloured text on a dark background.
In a previous version \myplainurl{http://web.archive.org/web/20040101101704/http://battle1066.com/} the banner headline above the coat of arms in this site is difficult for even those with perfect vision. You can compare this with the latest version at \myplainurl{http://www.battle1066.com/}
\myplainurl{http://www.abelard.org/technology/net-searching.php} Much of the text here is almost illegible.


At the level where the client is unable to read text from a monitor screen a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries text to speech} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} accessory must be used.  For this to be a successful experience, the website must be clearly laid out.  Also it is important that all graphics have text descriptions.  This is vital when it comes to the use of graphics in navigation through the website.
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Two sites covering all accessibility issues:
\myplainurl{http://www.coi.gov.uk}
and
\myplainurl{http://www.becta.org.uk/}


A commercial site explains its approach
\myplainurl{http://www.santander.co.uk}


The RNIB site
\myplainurl{http://www.rnib.org.uk/xpedio/groups/public/documents/code/public_rnib008789.hcsp}
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\myplainurl{http://web.archive.org/web/20050503012040/http://www.egovmonitor.com/reports/rep11278.pdf}
\section{Reviewing the Effectiveness of a Search Strategy}
\label{390}

\subsection{Estimating the effectiveness of a search strategy}
\label{391}
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Think of any complex information searches which you have recently carried out.  Look back to your initial reference interviews with the clients.  Could these have been improved in any way?  Note down what you could do better next time.
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Before proceeding, outline the criteria which you would use to judge whether your search strategy has been successful.

 


\subsubsection{Criteria for success}
\label{392}


We suggest that you would consider:


\begin{myitemize}
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\end{myitemize}
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\subsubsection{Time spent searching}
\label{393}
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You should consider if your search strategy produced the results in the minimum possible time or whether any modifications of the search strategy would have yielded speedier results. Key to this is the choice of search engines, directories, search terms and logic.
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\subsection{Measuring the cost of a search}
\label{394}
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\begin{myitemize}
\item{} 	modify your search strategy
\item{} 	ask advice from a more experienced colleague 
\item{} 	ask a more experienced colleague to take over the search for you
\item{} 	abandon the search at this point, explaining the reasons for this to the client.
\end{myitemize}
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Before proceeding, note down any direct costs which you think could be associated with an information search on the Internet?




\subsubsection{Direct costs}
\label{395}


Direct costs could include:


\begin{myitemize}
\item{} 	Telecommunications charges
\item{} 	Fees for subscription sites
\item{} 	Charges to download particular documents
\item{} 	“Pay-{}per-{}view” costs for commercial sites
\end{myitemize}
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\section{Use ICT to set up current awareness and alerting services}
\label{396}

\subsection{Determining current awareness requirements of clients}
\label{397}
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The following information profile might suit a client who wants to be kept up to date on happenings in the Scottish Parliament:
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You can find an example of online profile form at:


\myplainurl{http://web.archive.org/web/20060705204606/http://sciweb.lib.umn.edu/general/profile.phtml} 


\subsubsection{Establishing an information profile}
\label{398}


Establishing an information profile uses essentially the same skills and techniques as the first part of this unit, i.e.:


\begin{myitemize}
\item{} 	Reference interview techniques 
\item{} 	Eliciting information and advice from clients
\item{} 	Determining the nature of detailed information to be provided– quantity, level, format
\item{} 	Constraints – deadlines for completion, currency of information and language
\item{} 	Special needs of the client
\end{myitemize}



If you want to review these topics, you can click the ICTL logo at the top left of the page to return to the Unit 6 home page and navigate from there to Outcome 1 of this unit.


In addition to establishing the nature of information required, what else would you need to agree with the client in order to provide a satisfactory current awareness service?

It is also essential that you should agree the update frequency with the client. e.g.: weekly, monthly, whenever a change occurs, on-{}demand etc.


\subsubsection{Costs}
\label{399}
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\subsection{News services}
\label{400}


A news service is one which provides regular updates on topics commonly regarded as news, i.e.: those topics covered in newspapers and television or radio news broadcasts, such as current events, politics, sport etc.
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Three {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries methods of delivery} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} may be distinguished:  


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries daily digest} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} via e-{}mail. This gives the subscriber a brief daily summary of newsworthy events, usually with links to more detailed stories.
\end{myitemize}


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries breaking news events} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} by e-{}mail. This lets you receive instant details of new stories, more or less as they break
\end{myitemize}


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries online news ticker} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} permanently visible on the computer monitor. This scrolls news headlines continuously across the bottom of the screen and is updated with new stories as they happen. It often provides hotlinks to more detailed coverage.
\end{myitemize}



All three have their own advantages and disadvantages. The daily digest is non-{}intrusive and allows you to follow up such stories as you choose, but you only receive updates once a day. The breaking events coverage lets you know as soon as something happens, but you have to check your email to see it. The online news ticker lets you know about new stories instantly, but some people find it an annoyance having it on the screen all the time.


Some e-{}mail delivery services allow the use of filters, which give an element of choice of news topics delivered. If you are setting up a news delivery service for a client, it is vital that you use this filtering in order to tailor the service to the client’s needs.


\subsubsection{Daily digests}
\label{401}


You can obtain a daily digest from the following sources:


\begin{myitemize}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries BBC:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}			\myplainurl{http://newsvote.bbc.co.uk/email/news} 
\end{myitemize}


\begin{myitemize}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Google:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}		\myplainurl{http://www.google.com/alerts?hl=en} 
\end{myitemize}


\begin{myitemize}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries The Scotsman:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}	\myplainurl{http://auth.jpress.co.uk/login.aspx?ReturnURL=http\%3a\%2f\%2fwww.scotsman.com\%2ftemplate\%2fEmailPreferences.aspx\&SiteRef=SCOT}
\end{myitemize}
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Choose one of the above services and sign up to receive a news digest. Remember, you can always cancel it later if you don’t like it.


\subsubsection{Breaking news}
\label{402}


You can obtain breaking news alerts from the following sources:


\begin{myitemize}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries BBC:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}			\myplainurl{http://news.bbc.co.uk/1/hi/help/3533099.stm} 
\end{myitemize}


\begin{myitemize}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Google:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}		\myplainurl{http://www.google.com/alerts?hl=en} 
\end{myitemize}
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Choose one of the above services and sign up to receive breaking news stories. Remember, you can always cancel it later if you don’t like it.

 

\subsubsection{Online tickers}
\label{403}


Online tickers are available from the following sources:


\begin{myitemize}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Reuters:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}	\myplainurl{http://www.microsite.reuters.co.uk/ticker/uk/godownload.htm?src=marketing} 
\end{myitemize}


\begin{myitemize}
\item{} {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries BBC:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}		Currently being upgraded, but check at \myplainurl{http://news.bbc.co.uk}  
\end{myitemize}



You can find a list of news tickers at: \myplainurl{http://www.journalismnet.com/choose/newstickers.htm} 


It’s unlikely that you could install these on library machines due to security restrictions, but you might have to explain to clients how to put tickers on their own PCs.
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Go to \myplainurl{http://www.journalismnet.com/choose/newstickers.htm} and look at the tickers. Which ones look as if they might be useful to you and why?




\subsubsection{News aggregators}
\label{404}


One relatively recent development is the use of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries news aggregators} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, using an XML format such as RSS, to receive relevant news headlines. 


{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries XML} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} stands for {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries eXtensible Markup Language} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and is a standard format for computer-{}readable documents which makes it straightforward to process them automatically. 


{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries RSS} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} stands for {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Really Simple Syndication} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. It\textquotesingle{}s a method of describing news or other Web content that is available for syndicating (i.e.: feeding or distributing) from an online publisher to Web users. The term “syndication” derives from the newspaper industry practice of sharing content between different papers. A column or a cartoon (such as Peanuts) which appears in numerous different papers is described as “syndicated”.


There is a useful introductory article at:


\myplainurl{http://www-106.ibm.com/developerworks/library/w-rss.html?dwzone=web} 


and another at:


\myplainurl{http://news.bbc.co.uk/1/hi/help/3223484.stm} 


A {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries news aggregator} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} is a software application that collects syndicated content from a variety of sources and displays it as a single web page. A website may incorporate aggregator features by republishing syndicated content on one or more of its pages. Aggregator features also can be added to other client software, such as Web browsers, e-{}mail clients, weblog creation programs, or media player programs, to allow these programs to display syndicated content.


You can get more information from: \myplainurl{http://en.wikipedia.org/wiki/News_aggregator} 


\subsubsection{News providers}
\label{405}


Another way to make the topic choice more focused is by the choice of provider.  The FT ticker would be a good choice for stock market data.  If you carry out a simple search on Google, an array of sites providing specialised news will be found, e.g.: www.bunkerworld.com  offers both an e-{}mail delivery service and a news ticker devoted to the happenings in the world of bunker fuel.
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Use Google to find specialised news providers on the following topics:


\begin{myitemize}
\item{} 	The Middle East
\item{} 	ComputingTake a note of the two most interesting ones in each category.
\end{myitemize}



The ones we found included the following:
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\begin{myitemize}
\item{} Globalvision News Network:	\myplainurl{http://www.gvnews.net/html/index.shtml} 
\item{} AME Info:			\myplainurl{http://www.ameinfo.com/45876.html} 
\item{} Gulf in the Media: 		\myplainurl{http://www.gulfinthemedia.com} 
\end{myitemize}
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\begin{myitemize}
\item{} SearchMobileComputing:	\myplainurl{http://searchmobilecomputing.techtarget.com} 
\item{} News.Com			\myplainurl{http://archive.is/20121208135346/http://news.com.com/} 
\item{} Network Computing		\myplainurl{http://www.networkcomputing.com/netnews/} 
\end{myitemize}





\subsection{Website updating services}
\label{406}


Some commercial websites offer an alerting service detailing new products.  Of particular interest to library professionals are the alerting services of journal and book publishers.  For journals, it is possible to get the table of contents and sometimes abstracts of the articles. One example is the content alerting feature in \myplainurl{http://www3.oup.co.uk/jnls/}  for Oxford University Press Journals.  
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Go to  \myplainurl{http://www3.oup.co.uk/jnls/}  and sign up for alerts for one or more of the OUP journals.




For book publisher alerting services it is possible to include filters to receive information on particular types of books. An example is the Mailing List feature on www.heinemann.com  Booksellers also offer alerting services, with www.amazon.co.uk  being an obvious example.
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Go to www.amazon.co.uk  and subscribe to their alerting service by clicking on the New for You link in the left-{}hand column.




You can find links to the website alerting services of many major publishers and vendors at: \myplainurl{http://www.lib.cuhk.edu.hk/information/publisher.htm} 





\includegraphics[width=0.12500\textwidth,height=6.5in,keepaspectratio]{../images/155.\SVGExtension}
 
{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries ACTIVITY 6.7} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

Go to \myplainurl{http://www.lib.cuhk.edu.hk/information/publisher.htm} and sign up for one or two alerting services which look useful to you.




Alerting services are not confined to books and journals. For example, Stay Smart Online (\myplainurl{http://www.ssoalertservice.net.au/view/80956e10461f4446acbcab5cae348a0c)} is a Australian Government service, designed to provide small businesses with accurate, plain English advice to help protect computers, mobile phones and other devices from malicious attack. 



\subsubsection{Monitoring websites}
\label{407}


The contents of websites change and often do so at unpredictable intervals.  If you want to be notified when the contents of a website change, without having to connect to it frequently to check, you can set up an {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries alert} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to notify you of any changes. If an alert can be set up it can solve two problems.  Firstly if there is a substantial change to an often-{}recommended site, you can check up to see if must be re-{}evaluated for recommendation.  Secondly, if data contained in a site is updated at say annual intervals, it is useful to know when the new data becomes available.  This is similar to knowing that a new edition of a reference work has been published and needs to be purchased.


Some websites offer to notify subscribers automatically if changes are made, but there are a number of tools available which allow you to monitor changes on any website, e.g.:


\begin{myitemize}
\item{} Website Watcher 	\myplainurl{http://www.aignes.com/features.htm} 
\end{myitemize}


\begin{myitemize}
\item{} Check and Get:		\myplainurl{http://activeurls.com/en/} 
\end{myitemize}
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Download an evaluation version of the software from one of the sites given above and use this to set up alerts fro two or three websites you visit frequently.
\subsection{Creating a current awareness system for your own organisation}
\label{408}
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You should be able to identify relevant print or non-{}print materials from journals, reports etc. Where such are available only in print format, you should give a reference and a brief description. You should be able to operate a system for e-{}mailing information to clients within the organisation at agreed intervals and set up web-{}sourced current awareness services for internal clients.


You can find lots of links relating to current awareness services for librarians at the following sites:


\myplainurl{http://www.city.academic.gr/special/libproject/LIBRARY_SITE/information_services/LIBRARY_SERVICES/alerting_services.htm} 


\myplainurl{http://www.lboro.ac.uk/departments/dis/disresearch/ascas.html}


Although these are university library sites, much of the content is applicable to public libraries.


You can find a long list of available current awareness and alerting services at the following location:


\myplainurl{http://www.tru.ca/library/guides/current_awareness/current_awareness_a-z.html} 
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Draw up information profiles for one or two of your colleagues and set up current awareness services for them by using some of the resources mentioned in the sites listed above.
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Further information can be obtained from {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries angela.lees@sqa.org.uk} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}
\section{Establishing ICT training needs for individuals or groups}
\label{411}\subsection{Training needs analysis}
\label{412}

Before embarking on designing and delivering any training programme you must establish your precise objectives. This means determining:

\begin{myitemize}
\item{} 1.	the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries existing} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} skills, knowledge and competences of each of the learners
\end{myitemize}


\begin{myitemize}
\item{} 2.	the skills, knowledge and competences the learners {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries require} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} in order to operate effectively in their existing work role or to progress to a different work role
\end{myitemize}


\begin{myitemize}
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\end{myitemize}


It will be the objective of your training that each participant learns enough to eliminate this gap.

This process is often called a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Training Needs Analysis (TNA)} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} or {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Learning Needs Analysis (LNA)} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  For Outcome 1 you must demonstrate that you can carry out a straightforward TNA for individuals and groups of learners. 

The first step then is to make an {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries accurate estimate} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of the learner’s current competence.
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Before proceeding, outline what may happen if you embark on delivering training without ascertaining the existing skills, knowledge and competence of your learners.




\subsubsection{TNA problems}
\label{413}

There are two equally damaging scenarios. 

At one extreme you may have {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries overestimated} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} the learners’ skills and knowledge.  You therefore pitch your training at too high a level.  If you are lucky, the learners will point this out to you and you may be able to think on your feet and do a quick redesign of the training. 

However, if you find yourself having to devote a considerable amount of time to bringing the learners’ skills and knowledge up to the point at which you thought you would be starting from, you will be unlikely to be able to achieve the final learning objectives in the original timescale.  

If you have overestimated the skills of only one or two members of a learning group, it is quite likely that they will not draw your attention to this.  Instead they will sit quietly, not wishing to appear foolish in front of their colleagues.  In this situation they will learn little and will become demotivated and disinterested.

At the other extreme you may have {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries underestimated} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} the learners’ skills and knowledge.  You will then find yourself delivering training which covers areas which they already know – “teaching Granny to suck eggs”.  

Your learners are likely to become quickly {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries disenchanted} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and possibly aggressive.  If this applies to only one or two in a learning group, these learners are likely to switch off and may distract other group members.

From these examples, you can see the importance of really knowing your learners before you start.


\subsubsection{Estimating ICT Competence}
\label{414}

Learners may have acquired differing {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries levels} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of ICT competence through:

\begin{myitemize}
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\end{myitemize}


Where skills and knowledge come from non-{}workplace environments, it is important to make sure that they are transferable into a workplace setting.  ICT skills and knowledge usually do transfer readily.  Thus your TNA should relate to competences from both work and non-{}work environments.

The obvious place to start is with the learners themselves. However, people are, depending on their personality, often inclined to underplay or alternatively exaggerate their ICT competence and experience.  So you will wish to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries corroborate} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} the learner’s estimates of their competence through hard evidence or the views of other people.
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Before proceeding, think of who else, apart from the learners themselves, might be able to provide you with useful information on a learner’s ICT competence.




\subsubsection{Sources of information regarding ICT competence}
\label{415}

You might usefully consult some or all of the learner’s:

\begin{myitemize}
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\end{myitemize}
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Before proceeding, note down as many techniques as you can which you might use to gather information on the learner’s competence from the learner themselves or from any or all of the people listed above.


\subsubsection{Information gathering techniques}
\label{416}

You might use some or all of:

\begin{myitemize}
\item{} 	direct observation of the learner using ICT in the workplace
\item{} 	examination of work samples or work records belonging to the learner
\item{} 	practical tests and assessments of the learner’s use of ICT
\item{} 	questionnaires or checklists covering key ICT competences
\item{} 	the learner’s staff appraisal reports
\item{} 	interviews or focus groups with learner, manager, colleagues, tutors, clients
\end{myitemize}



\subsubsection{Direct Observation}
\label{417}

This is one of the most reliable methods for you to gauge the learner’s competence.  You will see for yourself exactly what they can and cannot do.  You can supplement this by {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries questioning} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to extend to situations which occur rarely or would be emergencies.  Use questions like \symbol{34}What would you do if the system crashed at this point?” or “Can you think of an occasion when what you have just done would not be appropriate?”

There are a few {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries disadvantages} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} with direct observation.  The learner may feel nervous and so under-{}perform.  Alternatively, they may “play to the camera”, although this is usually easily spotted.  The main drawback is that observation must be done on a one-{}to-{}one basis.  It is therefore time-{}consuming.  Another difficulty can be that you have to arrange a time which is convenient to both you and the learner and when work conditions allow the learner to carry out the specified tasks.


\subsubsection{Examination of Work Products}
\label{418}

ICT tasks often produce {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries printed materials} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} or {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries electronic records} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} which are stored in the computer.  These demonstrate clearly what a learner has been capable of.


\subsubsection{Practical Tests and Assessments}
\label{419}

You may be able to devise a short pre-{}training assessment which all learners will undertake. Make sure that this assesses only the knowledge and skills which are directly relevant to the proposed training (and, it goes without saying, to the work to which this training is related). 

Devising assessment material is a skilled task.  It is always advantageous to have a dummy run with a couple of volunteers who will give you unbiased feedback and point out any ambiguities or deficiencies in the assessment.  You may be able to get assistance in devising assessment materials from your Training or HR Department. 

\subsubsection{Questionnaires or Checklists}
\label{420}

Questionnaires or checklists can be completed by the learner themselves or by other people who can give an {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries informed opinion} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} as to the learner’s competence.  It is important not to make these too detailed.  You should home in on the key competences only. 

Here’s an example of a checklist which might be used to establish a learner’s competence in using applications under Microsoft Windows.

Please tick the box which best describes your ability to carry out each of the tasks below:

{\scalefont{0.41100}\begin{longtable}{>{\RaggedRight}p{0.17270\linewidth}>{\RaggedRight}p{0.20931\linewidth}>{\RaggedRight}p{0.17270\linewidth}>{\RaggedRight}p{0.17270\linewidth}>{\RaggedRight}p{0.12974\linewidth}} 
\hspace*{0pt}\ignorespaces{}\hspace*{0pt}Task&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}I have done this often and am confident about my ability {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}I have done this quite a few times and I would probalby be able to do this in most situations {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}I have done this occasionally and would need some reminders about how to do it again&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}I have never done this {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}Run an application from the desktop or  by using the Start menu&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}Create a new folder	&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}Open a document and use the Save and Save As options&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}} &\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}Save a document in different formats &\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}Print a document&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}Cut, copy and paste within a document, between documents and between applications&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}} 
\end{longtable}
}
\subsubsection{Staff Appraisal Reports}
\label{421}

Staff appraisal documents are, of course, {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries confidential} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  However, with the agreement of the member of staff concerned you may be shown relevant extracts relating to ICT skills.


\subsubsection{Interviews or Focus Groups}
\label{422}

These an take place with learners, managers, colleagues tutors or clients and may be one-{}to-{}one or group interviews.  It is vital to obtain the consent of the learner before you invite opinions from others as to the learner’s ICT competence.  It is equally important to reassure others that the learner has agreed to your interview with them.  In some cases the learner may be able to suggest appropriate interviewees who could provide valuable insight into their ICT competence.

In all cases it is essential to start the interview by explaining the reasons why you are exploring the learner’s ICT competence.  It is good practice to use a checklist to ensure that you get all the required information from each interviewee.
\subsubsection{Areas of competence}
\label{423}

You can use these techniques to profile the learner’s {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries existing ICT} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} skills in the areas of:

\begin{myitemize}
\item{} 	hardware
\item{} 	operating system environment (e.g.: Windows)
\item{} 	packages used (e.g.: Word)
\item{} 	the library’s own ICT management system
\item{} 	the Internet
\end{myitemize}


In Outcome 1 of Unit 3 we discussed in some detail the areas which you would want to explore under each of these headings.  If you want to review this material, you can click the ICTL logo near the top left of the page to return to the Unit 7 home page and navigate to the relevant Outcome from there.


\subsubsection{Learning objectives}
\label{424}

The next stage is to determine your learning objectives, i.e.: the skills and knowledge which it is intended all learners should possess at the end of the training.  These will usually be related to: 

\begin{myitemize}
\item{} 	improving the learners’ {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries competence in their current job} 
\item{} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}	preparing for planned {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries new ICT devleopments} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} which will impinge on the learners’ current job
\item{} 	upskilling so that the learners can move on to a different job which requires {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries increased ICT competence.} 
\end{myitemize}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

To determine the required skills and knowledge, you can use the same or modifications of the methods for assessing existing ICT competence
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Before proceeding, look at this list again: 

\begin{myitemize}
\item{} 	direct observation of learner using ICT in the workplace
\item{} 	examination of work samples or work records belonging to the learner
\item{} 	practical tests and assessments of the learner’s use of ICT
\item{} 	questionnaires or checklists covering key ICT competences
\item{} 	the learner’s staff appraisal reports·	interviews with learner, manager, colleagues, tutors, clients
\end{myitemize}


Remembering that this time you are focusing on the end product of the training, amend the list to show the methods you could employ.




\subsubsection{Methods of gathering information}
\label{425}

We think that this time you will lay more emphasis than previously on evidence from people other than the learner.  Of course, it is still important to consult the learner in order to gain their views on the skills which they think they require.  However, at this stage you are likely also to consider:

\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries direct observation} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of others using ICT in the workplace, e.g.: staff already employed in a post to which the learner may aspire
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries examination of work samples or work records} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} belonging to others, e.g.: a colleague in a similar job to the learner who demonstrates greater ICT competence
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries questionnaires or checklist} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}s covering key ICT competences, e.g.: completed by managerial or supervisory staff
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\end{myitemize}


And finally having gathered all your evidence as to the existing skills and knowledge of your learners and the competence which are the end result of the training, you can design an appropriate training programme to upskill the learners to the required level.
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Before proceeding, consider what approach you might adopt if your training needs analysis establishes that the ICT skills of your small group of learners differ considerably.  




\subsubsection{Dealing with differing skill levels}
\label{426}

Your approach might be to design {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries individual learning programmes} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for each learner which they can work through independently of their colleagues. 

However, it is probably more cost-{}effective to bring the skills of all group members up to a common base level and then provide group training from that point on.  You might, for instance, arrange for three of the group to work through some basic ICT learning packages in the library before you delivered some group sessions on simple Internet searching.
\section{Selecting a delivery approach}
\label{427}\subsection{Learning styles}
\label{428}

We all learn in a variety of ways but each of us tends to have one learning style with which we feel most comfortable.  Many educational theorists have written about learning styles and the implications of these for delivery of training.  One well-{}accepted approach is that of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Honey and Mumford} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} who identified four main learning styles:

\begin{myitemize}
\item{} 	activists
\item{} 	reflectors
\item{} 	theorists
\item{} 	pragmatists
\end{myitemize}


According to Honey and Mumford, different learning activities are associated with each of the four learning styles.


\subsubsection{Activists}
\label{429}
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They tend to act first and consider the consequences afterwards. They are gregarious and like learning in a group with other people, although they can tend to try to centre all such group activities on themselves.


\subsubsection{Reflectors}
\label{430}
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They will listen to others’ opinions and experiences and learn from these. They are likely to adopt a low profile in group discussions but enjoy observing other people in action. 


\subsubsection{Theorists}
\label{431}
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They learn by thinking problems through in a step-{}by-{}step, logical way. They like to analyse and synthesise. They are uncomfortable with subjective judgements, lateral thinking and anything flippant. They are happy to learn alone without group support. 


\subsubsection{Pragmatists}
\label{432}
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As they are essentially practical, down to earth people who like making practical decisions and solving problems, they tend to dislike long-{}winded and open-{}ended discussions. 
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QUESTION TextEntry1: 
Different Learning Implications


\subsubsection{Other approaches to learning styles}
\label{433}

The approach of {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Honey and Mumford} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} is just one way of looking at different learning styles. If you wish to explore this further, you will find some good summaries of other approaches at: \myplainurl{http://www.learningandteaching.info/learning/experience.htm}

Another way of categorising learners is to measure their attributes in terms of:

\begin{myitemize}
\item{} 1.	Active vs reflective
\item{} 2.	Sensing vs intuitive
\item{} 3.	Visual vs verbal
\item{} 4.	Sequential vs global.
\end{myitemize}


You can learn more about these learning styles and their implications for design and delivery of training at: \myplainurl{http://www.engr.ncsu.edu/learningstyles/ilsweb.html} 
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That\textquotesingle{}s the end of this section. You can review any topic by using the menu at the left-{}hand side of the screen, or move on to the next section: Delivery approaches …
\subsection{Delivery approaches}
\label{434}
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Another equally important dimension to consider is matching the delivery method to the nature and content of the learning.




\includegraphics[width=0.12500\textwidth,height=6.5in,keepaspectratio]{../images/163.png}
 
Before proceeding, list the most common types of delivery method which you might be able to include in a programme of workplace training.




\subsubsection{Delivery methods}
\label{435}

Among the most common delivery methods are:

\begin{myitemize}
\item{} 	“chalk and talk”
\item{} 	demonstration
\item{} 	group problem solving
\item{} 	role playing and simulations
\item{} 	practical activities, individually and in groups
\item{} 	individualised learning,  e.g. from a book or an e-{}learning package
\item{} 	videos and other media.
\end{myitemize}

\subsubsection{“Chalk and Talk”}
\label{436}

This phrase is often used to describe {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries traditional teaching} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. The picture it conjures up is of the trainer in front of the group of learners, giving a talk on some topic. Nowadays, the “chalk” element is more likely to be a whiteboard, flipchart or a PowerPoint computerised presentation. This method is suitable where the trainer wishes to impart theoretical knowledge to the whole group of learners. 
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\subsubsection{Demonstration}
\label{437}

The trainer will demonstrate {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries how to carry out a practical activity} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to either a group of learners or to an individual. You might be able to incorporate demonstrations from other people – experienced colleagues or one of the group who is more skilled than the others. 

When group demonstrations are involved, it is crucial that every group member can observe the demonstration clearly and has the opportunity to ask questions of the demonstrator.
\subsubsection{Group Problem Solving}
\label{438}
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\begin{myitemize}
\item{} 	improving the learners team working skills
\item{} 	developing the particular competences related to the training topic
\item{} 	enhancing the core problems solving skills of the learners.
\end{myitemize}


Problem solving activities need to be carefully structured by the trainer. A useful approach is to encourage the learners to adopt a process of Plan–Do–Review. This ensures that they progress to the stage of evaluating their problem solving strategy and learning from it: not just designing and implementing a strategy for solving the problem.


\subsubsection{Role Playing and Simulations}
\label{439}

These offer the opportunity for participants to practice in a safe environment and to learn about situations which occur only rarely or which involve danger and emergency action. 

However, role-{}playing and simulations should be used sensitively, remembering that many learners feel apprehensive in artificially constructed situations.


\subsubsection{Practical Activities}
\label{440}
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In particular, it is unwise to double learners up on terminals to undertake computer-{}related tasks. This usually results in one (the more confident) learner carrying out all the tasks, while their partner passively watches.


\subsubsection{Individualised Learning}
\label{441}
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\subsubsection{Videos and other media}
\label{442}

It is common to use audio or video material in learning sessions. These provide the opportunity to engage the learner by introducing experiences from beyond the training room or the library service.  And they can provide a welcome change from the trainer’s voice!
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Before proceeding, complete the chart below.



Which learning activity(s) would be most suitable for the training topics listed?

{\scalefont{0.63025}\begin{longtable}{>{\RaggedRight}p{0.15167\linewidth}>{\RaggedRight}p{0.17422\linewidth}>{\RaggedRight}p{0.18280\linewidth}>{\RaggedRight}p{0.17422\linewidth}>{\RaggedRight}p{0.17422\linewidth}} 
\hspace*{0pt}\ignorespaces{}\hspace*{0pt} &\hspace*{0pt}\ignorespaces{}\hspace*{0pt}New health and safety regulations and their implications for the workplace&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}Dealing with awkward clients&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}Operating the new e-{}catalogue&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}Catching up for two learners who missed the previous learning session\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}“chalk and talk”&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}demonstration	&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}group problem solving&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}} &\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}role-{}playing/simulations&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}practical activities	&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}individualised learning	&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}Videos and other media&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}} 
\end{longtable}
}
\subsubsection{Choosing learning activities}
\label{443}

It is possible to think of a scenario when you might use each of the activities for any of these topics. However, we think the most fruitful choice is likely to be.

{\scalefont{0.63025}\begin{longtable}{>{\RaggedRight}p{0.15167\linewidth}>{\RaggedRight}p{0.17422\linewidth}>{\RaggedRight}p{0.18280\linewidth}>{\RaggedRight}p{0.17422\linewidth}>{\RaggedRight}p{0.17422\linewidth}} 
\hspace*{0pt}\ignorespaces{}\hspace*{0pt} &\hspace*{0pt}\ignorespaces{}\hspace*{0pt}New health and safety regulations and their implications for the workplace&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}Dealing with awkward clients&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}Operating the new e-{}catalogue&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}Catching up for two learners who missed the previous learning session\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}“chalk and talk”&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} X&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}demonstration	&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}X&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}X&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}X\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}group problem solving&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}X&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}role-{}playing/simulations&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}X&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}practical activities	&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}X&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}individualised learning	&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}X\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt}Videos and other media&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}X&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}X 
\end{longtable}
}
\subsection{Motivating learners}
\label{444}

Motivation is the key to all successful learning. You may have designed a wonderful training programme but if the learners are not motivated to learn, your efforts are doomed to failure.
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Before proceeding, make a list of factors which can demotivate learners



\subsubsection{Demotivating learners}
\label{445}

We could demotivate you by giving a long list here! But instead here is a summary of what we think are the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries main demotivators} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for learners.

{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries The training itself:} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

\begin{myitemize}
\item{} 	The training is at too high or low a level.
\end{myitemize}


\begin{myitemize}
\item{} 	Learners have been compelled to attend the training without the reasons for their participation being adequately explained.
\end{myitemize}


\begin{myitemize}
\item{} 	The topic appears irrelevant to the learners.
\end{myitemize}


\begin{myitemize}
\item{} 	The trainer has not outlined clearly at the start of the training what the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries specific learning objectives} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} are.
\end{myitemize}


\begin{myitemize}
\item{} 	The training is {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries delivered badly.} 
\end{myitemize}
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\begin{myitemize}
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\end{myitemize}
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\begin{myitemize}
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\begin{myitemize}
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\end{myitemize}

\subsubsection{Level of training}
\label{446}
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Learners for whom the training would have been at too high a level should have received preparatory training to upskill them and extend their knowledge to the competence required. 

Learners for whom the training would be at too low a level should either simply not attend or could be slotted in part way through the programme at the point at which the learning becomes relevant to them.


\subsubsection{Other demotivating factors}
\label{447}

We will group the next three points together as they are closely linked.

\begin{myitemize}
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\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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We take it as read that the topic is relevant to the learners -{} otherwise there is no justification for you to deliver the training. 

Reasons for attendance should be clearly explained to the learners in advance and links between the proposed training and their work demonstrated. It is especially important to outline the benefits to the learners themselves (as opposed to the library service) which will result from the training programme. You might be able to show, for instance, how learning to use a new computer program could cut down on boring, repetitive manual tasks. As the trainer you may either discuss these issues yourself with the learners in advance of the training or, alternatively, you should ensure that another person does so, most probably their line manager. In the later case you may find it helpful to construct a briefing sheet.

At the start of the training programme you will outline your specific learning objectives and how you intend to deliver the training to achieve these. At this point you should clarify what your expectations of the learners are and, conversely, what support the learners can expect from you.


\subsubsection{Badly delivered training}
\label{448}

We hope that when you have completed this unit, this will not be the case! However, let us list a few common pitfalls which you should try to avoid.

\begin{myitemize}
\item{} 	Trying to pack {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries too much material} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} into a learning session
\end{myitemize}


\begin{myitemize}
\item{} 	Poorly produced {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries visuals} 
\end{myitemize}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}

\begin{myitemize}
\item{} 	Irritating {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries mannerisms} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} on the part of the trainer, e.g.: jingling coins in pocket, fiddling with jewellery
\end{myitemize}


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Poor delivery} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, e.g.: mumbling, speaking too quickly
\end{myitemize}


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Lack of variation} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of learning activities
\end{myitemize}


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Poorly structured learning programme} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, e.g.: no logical flow through content (See Outcome 3)
\end{myitemize}


\begin{myitemize}
\item{} 	Trainer does not have {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries sufficient knowledge} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} or skills in topic
\end{myitemize}



\subsubsection{Poor learning environment}
\label{449}

We are using the term “learning environment” to encompass the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries venue} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries the equipment} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries resources} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} etc. You should make sure that any practical issues which might demotivate the learner are minimised. 

Examples might be too high or too low temperatures in the training room, training sessions which start late or over-{}run, extraneous noise or distractions, technical problems with ICT equipment, interruptions from colleagues seeking information on day-{}to-{}day work. And do make sure that all mobile phones are switched off before the training commences.
\subsubsection{Previous negative experiences}
\label{450}

Obviously establishing a friendly, reassuring {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries relationship} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} with the learner is crucial here. It may also be helpful to expand on the differences between the current training programme and any previous negative experiences which the learner has had. You could emphasise for instance that your learners will be able to work at their own pace, can practice what they are learning in the workplace with support from more experienced colleagues, will not have to sit formal examinations or test etc.

One major motivator is for the learner to see that they have achieved something. Success breeds success. The implication of this for you as the trainer is that learning programmes must be broken down into small sections and the objective and sub-{}objectives for each section should be clearly explained to your learners. For instance, if the training relates to word processing, a sub-{}objective might be for the learner to become competent in left, right and full justification of text.


\subsubsection{Distractions}
\label{451}

If a learner is worried about {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries personal problems} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, they will be unable to give their full attention to learning new things. This is possibly the most difficult demotivator for a trainer to tackle. After all, you can do little if one of your learners is experiencing financial difficulties, marital problems or is concerned about their health. All you can do in these circumstances is to reassure the learner that you are sympathetic to any difficulties which they have shared with you and that you will attempt to accommodate any special requests resulting from them.

You may be able to take some action about more practical problems though. An example would be if the training occurs at the venue which is not the learner’s normal workplace, resulting in childcare problems because of long journeys by public transport. By allowing such a learner to leave ten minutes earlier, you might be able to resolve the situation.

If you wish to read more about the theory of motivation and its application to training, you will find a good summary at \myplainurl{http://www.learningandteaching.info/learning/motivation.htm}
\section{Design of learning materials and programmes on ICT related topics}
\label{452}\subsection{Defining learning objectives}
\label{453}

You should define learning objectives in {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries specific terms} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. Learning objectives usually involve a statement of:

\begin{myitemize}
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\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries the condition,} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}  i.e.: how will it be performed? E.g.: without reference to the Help facility
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries the standard,} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} i.e.: how well must it be performed? E.g.: correctly in 90\% of cases
\end{myitemize}


It is generally accepted that all learning objectives should be SMART (Specific, Measurable, Achievable, Realistic, Timebound.) You can find more information about this at \myplainurl{http://explearning.ucf.edu/registered-students/tips-for-success/writing-smart-learning-objectives/195} 

You can find useful guides to writing learning objectives at the following locations:

{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries A Quick Guide to Writing Learning Objectives:} 
\begin{myitemize}
\item{} \myplainurl{http://www.nwlink.com/~donclark/hrd/templates/objectivetool.html}
\end{myitemize}
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{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Guidelines for Writing Learning Objectives:} 
\begin{myitemize}
\item{} \myplainurl{http://apha.confex.com/apha/learningobjectives.htm}
\end{myitemize}
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\myplainurl{http://www.learninginstitute.qmul.ac.uk/wp-content/uploads/2011/05/Aims-and-Outcomes-Guide.pdf}


\subsubsection{Bloom\textquotesingle{}s Taxonomy}
\label{454}

You may find it useful to investigate Bloom’s Taxonomy as a framework for writing learning objectives. In 1956 Benjamin Bloom wrote a book entitled “Taxonomy of Educational Objectives” which has been widely adopted within the educational community as the de facto way of classifying {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries cognitive competence} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}. An updated version of the book, edited by Anderson and Krathwohl was published in 2001. You can easily find it at www.amazon.co.uk and other online bookshops.

Bloom’s Taxonomy is a simple way of categorising cognitive skills. It has six levels:

\begin{myitemize}
\item{} 1.       knowledge
\item{} 2.       comprehension
\item{} 3.       application
\item{} 4.       analysis
\item{} 5.       synthesis
\item{} 6.       evaluation.
\end{myitemize}



You can get further information at: \myplainurl{http://www.bobbyelliott.com/Taxonomy.htm}
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Choose a simple task, e.g.: “Using tables in Word” and write learning objectives for it.

(Try to choose a task which is of some relevance to you, or to one of your clients, as we’ll be using it for activities throughout this section.)


\subsubsection{Structuring learning}
\label{455}

In structuring learning you should take account of the learning cycle. In its simplest (3 stage) form the way in which learning takes place may be expressed as plan, do and review. See \myplainurl{http://www.wilderdom.com/experiential/elc/ExperientialLearningCycle.htm} for more detail.



or Kolb’s more sophisticated version:

\myplainurl{http://www.businessballs.com/kolblearningstyles.htm}
\subsubsection{Learning sequence}
\label{456}
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\myplainurl{http://www.teachfind.com/national-strategies/foundation-subjects-strand-key-messages-about-structuring-learning}
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Draw up a learning plan to allow a specific client to achieve the objectives you listed in the previous activity. Your plan should take account of the client’s preferred learning style. 


\subsubsection{Using ICT to create learning materials}
\label{457}
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\myplainurl{http://www.wimba.com/products/wimba_create}

This site also offers extensive demos on the use of the software.
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If specialised software is not available, there are other ICT routes.  Word processing software such as Microsoft Word can be used to author content.  Graphics, animations, videos and sound files can also be included in the document, as well as text.  Animations and sound files will then operate when the document is viewed on a computer.
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You should have knowledge of how both specialised and general software can be used to create a learning package and have experience of authoring with either general or specialised software.

You can use a site like: \myplainurl{http://www.jiscrsc.ac.uk/scotland} which has a range of practical units on making the most of Microsoft software aimed at designing simple learning episodes.
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Use the package of your choice to create a short learning episode designed to meet one of the objectives you outlined earlier.


\subsubsection{Selecting and merging content from internal and external sources}
\label{458}
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You can often find useful materials quickly with a search engine, but you may also like to check some of the following links:

The BBC offers a number of useful online courses on PC-{}related topics: \myplainurl{http://www.bbc.co.uk/learning/onlinecourses/}

You can find useful online resources for learning about Microsoft Office products at: \myplainurl{http://office.microsoft.com/en-us/training-FX101782702.aspx}
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If you have access to these materials you can download them in Word format, allowing you to modify them if you wish.
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See if you can use a search engine to locate any resources which would be useful for meeting the learning objectives you outlined earlier.


\section{Support individuals and groups in their use of learning materials}
\label{459}\subsection{Types of support}
\label{460}

We often see the terms coaching, mentoring and training used in relation to workplace learning.
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Before proceeding, can you write down a short definition of each of these terms, as you understand them?




\subsubsection{Support roles}
\label{461}

Although there may be some argument over the precise meaning of these terms, the following definitions bring out the key differences between them.
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{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Mentoring} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} involves a sustained relationship between the learner and the mentor who offers support, guidance, and assistance. 

{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Training} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} is more formal learning, and more of a one-{}way process, where the trainer imparts skills and knowledge to the learner.

\subsubsection{Coaching}
\label{462}
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\subsubsection{Mentoring}
\label{463}
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Think of people who have had a significant influence on the development, progression and direction of your career.  You may come up with several. Now identify what they did which influenced you. 




\subsubsection{Significant influences}
\label{464}

You will probably find that the people who have affected your career significantly:

\begin{myitemize}
\item{} 	Guided you
\item{} 	Supported you
\item{} 	Created opportunities for you
\item{} 	Provided a role model for you.
\end{myitemize}


By doing one or more of these things they were fulfilling the role of a mentor in some way. Someone who is designated as a formal mentor will do all of the above.  The mentoring relationship will last over a period of time.  This allows mentor and mentee to get to know and trust one another.
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Before proceeding, write down the qualities which you consider a good mentor would require.




\subsubsection{Mentor qualities}
\label{465}

We think that a good mentor should:

\begin{myitemize}
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\begin{myitemize}
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\begin{myitemize}
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\begin{myitemize}
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\begin{myitemize}
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\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\begin{myitemize}
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\begin{myitemize}
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From the above you can appreciate how useful coaches and mentors could be in supporting the learning programme which you are delivering.

To find out more about coaching and mentoring, look at:
\begin{myitemize}
\item{} \myplainurl{http://www.coachingnetwork.org.uk/ResourceCentre/WhatAreCoachingAndMentoring.htm}
\end{myitemize}

\subsubsection{Training}
\label{466}

Training is more directive than either coaching or mentoring.  It involves the learners receiving input from the trainer in the form of instruction.  Training is always specific and may be long or short term.  The trainer is your role! This unit explores the skills you require and the methods you may use to deliver direct training to the learners. 

As the trainer, you must consider the ways in which coaches and/or mentors could contribute to the progress of your learners.  You must exercise care in the choice of staff to undertake the coaching/mentoring role.  As well as having the necessary work-{}related knowledge and skills, they must be in a position to devote time to coaching/mentoring and should be able to develop a real rapport with your learners.

QUESTION TextEntry1: 
Coaching, Mentoring or Training
\subsection{First line ICT support}
\label{467}
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You must be able to assist the learner with straightforward trouble shooting e.g. printing problems because the page set-{}up is not correct; computer “hanging”; changing screen resolution.  You should also be able to assist any learner with special needs to use appropriate features of the technology. 

We are not suggesting that you should possess sophisticated trouble shooting skills: this is the responsibility of ICT technical staff.  You should simply be able to cope with typical, straightforward difficulties which can arise.

The next few pages summarise some of the most common problems you are likely to encounter, together with some tips on how to solve these.
\subsubsection{The monitor appears blank}
\label{468}

\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
\item{} 	Check that the monitor is {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries switched on} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and connected to the mains i.e. is the power light illuminated?
\end{myitemize}


\begin{myitemize}
\item{} 	Check that the monitor is {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries correctly connected} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to the computer.
\end{myitemize}


\begin{myitemize}
\item{} 	Check to see if the system works after the computer is {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries reset} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} or switched off at the mains and on again.
\end{myitemize}



\subsubsection{The computer hangs}
\label{469}

Sometimes, after using the computer for some time, it ‘hangs’; neither keyboard nor mouse appears to operate.

\begin{myitemize}
\item{} 	Wait a while to see if the computer is performing some {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries intensive task} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and recovers.
\end{myitemize}


\begin{myitemize}
\item{} 	Try {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries CtrlAltDel} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  If you are lucky it will bring up a task manager window which will show you which application is not responding and allow you to close down only that application.
\end{myitemize}


\begin{myitemize}
\item{} 	Use the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries reset button} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to restart the computer.
\end{myitemize}


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Switch the computer off} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} at the mains and then on again.
\end{myitemize}


\subsubsection{Monitor text is too small}
\label{470}

Sometimes a client has difficulty reading off the monitor because the text is too small.

\begin{myitemize}
\item{} 	If this is confined to a particular application, it is usually possible to adjust the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries zoom setting} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  If this does not appear in a box near the top of the window, it will be found in the menu system under View: Zoom or View: Text size.
\end{myitemize}


\begin{myitemize}
\item{} 	If this applies to everything on the monitor, then, if you have access rights, you can change the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries monitor settings} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  Right click with the mouse on the desktop, choose Properties from the resulting menu, choose the Settings tab from the dialogue box, reduce the Screen resolution setting and OK.  Unfortunately, the lower the screen resolution, the less can be displayed on the monitor.  This often results in an uneasy compromise for people with problems with their sight.
\end{myitemize}



\subsubsection{Nothing comes out of the printer}
\label{471}

\begin{myitemize}
\item{} 	Check that the printer is switched on and connected to the mains i.e. is the power light illuminated?
\end{myitemize}


\begin{myitemize}
\item{} 	Check that the printer is {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries correctly connected} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to the computer.
\end{myitemize}


\begin{myitemize}
\item{} 	Check that the printer has {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries paper} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} in it.
\end{myitemize}


\begin{myitemize}
\item{} 	Check the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries ink supply} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.
\end{myitemize}


\begin{myitemize}
\item{} 	Try printing a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries test page} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.
\end{myitemize}


\begin{myitemize}
\item{} 	Check the print settings in both the operating system and the application to see that the computer is looking for the correct printer and that the correct size of paper has been selected and that manual/auto (as appropriate) is chosen.
\end{myitemize}



\subsubsection{Print layout is wrong}
\label{472}

Sometimes the printer does not seem to use the whole of the sheet of paper and the layout is not the same as on the monitor.

When using a word processor like Word, it is possible to set the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries paper size} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} in the application.  However there is also a setting for the printer itself.  If these two settings are different, then the output will not appear correctly on the page.  The driver for a newly connected printer may default to US legal for the paper size.  It is normal to use A4 in this country and applications will use this as default.  Go to the printer properties and check the paper size.  Start: Settings: Printers: right click on the printer concerned, choose Properties and select the Device settings tab.


\subsubsection{Disk is full}
\label{473}

Sometimes, when saving data from an Office application like Word, the message comes up that the disk is full.

\begin{myitemize}
\item{} 	It may be that the client’s {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries floppy disk} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} or {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries pen drive} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} is full.  This is quite likely for any sizeable word-{}processed document especially if it contains graphics or other embedded items.
\end{myitemize}


\begin{myitemize}
\item{} 	A fault condition can arise concerning interaction between the application and the operating system which results in a false reporting of the disk full error.  This is irretrievable and requires the computer to be rebooted.  If the client will lose a fair amount of unsaved data, it is worth opening a new document and {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries copy and pasting} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} from the original to the new document and then trying to save that.  You may be lucky!
\end{myitemize}


\begin{myitemize}
\item{} 	Note: a similar problem can occur regarding the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries computer} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} running out of memory.  Again only rebooting the computer will correct the situation.
\end{myitemize}



\subsubsection{The printer jams}
\label{474}

There is no universal solution for this problem as each printer has its own unique mechanism.  The best you can do is to familiarise yourself with the various types of printer in your library and how to un-{}jam each.
\section{Evaluate and revise learning materials and programmes}
\label{475}\subsection{Assessing learner progress}
\label{476}

When the learning programme is underway, you will want to {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries review regularly} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} how your learners are progressing towards their objectives. We should make it clear at this point that this unit is intended for library staff who find themselves in the role of educators and not for those who are required to undertake formal assessment of learners for National or Scottish Vocational Qualifications or other workplace awards. That type of assessment must be undertaken by someone who has an assessor or teacher qualification. 

In this unit we are concerned only with assessment which will give {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries feedback} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to the learner on his/her progress towards the learning objectives and to you, the trainer, as to how effective the learning programme has been. (You may see this referred to as “formative” assessment.) In this context you will use methods which are as non-{}threatening as possible to the learner.




\includegraphics[width=0.12500\textwidth,height=6.5in,keepaspectratio]{../images/173.png}
 
Before proceeding, note down any ways that you could use to assess how well your learners are progressing.



\subsubsection{Methods of assessing progress}
\label{477}

We can think of quite a few methods of assessing learner progress. Two of the commonest are:

\begin{myitemize}
\item{} 	Direct observation
\end{myitemize}


\begin{myitemize}
\item{} 	Examination of products
\end{myitemize}



\subsubsection{Direct Observation}
\label{478}

The most immediate method is to observe directly the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries activities} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} being undertaken by the learners during the learning programme.  From this you will get a clear idea as to whether your learners are actually managing the tasks they have been set and how well they are coping.  

While you are not in any way ‘giving marks’, you can use this information in two ways.  Firstly you can use it to provide a little bit more assistance to any learners having difficulty. Secondly you can use it to assess the success of your own approach in delivering the learning.
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Perhaps they know this information already, perhaps the material is too advanced for them, perhaps your explanation has confused them – in all of these cases, you need to take some action in order to re-{}engage them in the learning process.


\subsubsection{Examination of products}
\label{479}
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Examining products gives you {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries feedback} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} without the learner really being aware that their performance is being assessed. You can simply review the product with the learner, leading naturally into a discussion of how easy it was to produce this, how it might be improved etc.


\subsubsection{Assessment ‘lite’}
\label{480}

You may find it useful to use some methods which veer in the direction of traditional educational assessment.  For example, you can carry out a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries quiz} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} or use a simple tick box test.
You can construct these yourself or tap into ones which experts have designed.
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Go to \myplainurl{http://www.learner.org/courses/neuroscience/interactives/interactive2.html} and try the learning related quiz which explores whether your left of right side of the brain is dominant. This quiz is quick and fun to complete. Although it is simple it would give you some useful feedback on your learners if you asked them to complete it before embarking on the learning programme.



When making up simple tests, it is best to confine yourself to TRUE/FALSE or “fill in the blanks” (sometimes called CLOZE) questions. Compiling multiple-{}choice questions requires a great deal of skill and is best left to specialists.
\subsubsection{True/False Test on Word Processing}
\label{481}

Indicate if the following statements are true or false.

\begin{longtable}{>{\RaggedRight}p{0.57594\linewidth}>{\RaggedRight}p{0.07216\linewidth}>{\RaggedRight}p{0.07596\linewidth}>{\RaggedRight}p{0.07596\linewidth}>{\RaggedRight}p{0.05713\linewidth}} 
\hspace*{0pt}\ignorespaces{}\hspace*{0pt} 1   To copy and paste, you use Ctrl C and Ctrl V&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} True&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt} 2   A text with a straight margin on the right hand side is called “right justified”&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} True&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt} 3   Pressing the Delete key removes letters to the left of the cursor.&\hspace*{0pt}\ignorespaces{}\hspace*{0pt}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} False&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt} 4   We change the colour of the text by highlighting it and left clicking&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} False&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt} 5   Arial is the name of a font.&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} True&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt} 6   Left clicking on a word in the text activates the spell checker.&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} False&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt} 7   The “save as” command is used to save a copy of the document as a duplicate file.	&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} True&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt} 8   To change the style of bullet points, you must go to the format menu.&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} True&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt} 9   A running title along the top of pages in a document is called a tag line.&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} True&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\\ \hspace*{0pt}\ignorespaces{}\hspace*{0pt} 10  You use the thesaurus feature to find alternative spellings of a word&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} True&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}&\hspace*{0pt}\ignorespaces{}\hspace*{0pt} {\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}{\mbox{$~$}}& 
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\subsubsection{Cloze Question on Word Processing}
\label{482}

A text with a straight margin down the right hand side is called\_\_\_\_\_\_\_\_\_\_\_ justified.
\subsubsection{Direct Feedback}
\label{483}

Here you can obtain feedback from individual learners using {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries verbal interaction} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  This can best be done during or perhaps towards the end of a training session.  

You can also allow the learner to create direct feedback by issuing {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries scorecards} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  The learner can use these to record the tasks in which they consider themselves to be competent as they progress through the learning.
\subsubsection{A simple scorecard}
\label{484}

This illustrates a scorecard for a learner who is part way through a learning programme on training needs analysis techniques.
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\end{longtable}

\end{landscape}
\subsubsection{Computer Based Assessment}
\label{485}

Some ICT based learning packages incorporate {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries diagnostic tests} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} which score and benchmark learner competence automatically as they work though the package.  It is best to use a method where the learner sees the result and not something which appears secret and is suddenly sprung on the learner at the end of the course of learning.

Alternatively you can use special software such as {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Hot Potatoes} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to create your own computer based assessment tools. If you wish to read more about this, look at:
\myplainurl{http://www.ucl.ac.uk/isd/staff/e-learning/tools/hot_potatoes}
\subsection{Designing feedback tools}
\label{486}

The previous section dealt with {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries evaluating} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} the learning you have developed in terms of assessing the learners’ progress towards the learning objectives.  It is also important to evaluate the learning you have developed by getting feedback on the learning experience.  As you can imagine, the overall quality of the learning experience has a deal of effect on the rate of progress of the learner.




\includegraphics[width=0.12500\textwidth,height=6.5in,keepaspectratio]{../images/175.png}
 
Before proceeding, note down which aspects of the learning experience you would want to ask the learners about.




\subsubsection{Aspects requiring feedback}
\label{487}

Here is a list of issues we would expect to be included in feedback on the learning experience. You may have thought of some additional points.

\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
\item{} 	Was the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries quality} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of the learning materials satisfactory?
\end{myitemize}


\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
\item{} 	Was the trainer’s {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries presentation} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} clear?
\end{myitemize}


\begin{myitemize}
\item{} 	Was the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries learning environment} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} pleasant?
\end{myitemize}


\begin{myitemize}
\item{} 	Were there any deficiencies or problems with the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries equipment} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}?
\end{myitemize}


\begin{myitemize}
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\end{myitemize}


You can see that we have included a mixture of issues relating to learning objectives and delivery/support, as well as on the learning environment and enjoyment.


\subsubsection{Objectives related issues}
\label{488}

\begin{myitemize}
\item{} 	Were the learning objectives relevant?
\end{myitemize}


\begin{myitemize}
\item{} 	Did the content match the stated learning objectives?
\end{myitemize}
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\subsubsection{Delivery related issues}
\label{489}

\begin{myitemize}
\item{} 	Was the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries quality} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of the learning materials satisfactory?
\end{myitemize}


\begin{myitemize}
\item{} 	Did the trainer provide sufficient {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries support} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}?
\end{myitemize}


\begin{myitemize}
\item{} 	Was the trainer’s {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries presentation} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} clear?
\end{myitemize}


This are core areas for you as a trainer because they are the areas you have most control over and input into.
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\subsubsection{Learning environment issues}
\label{490}

\begin{myitemize}
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\end{myitemize}


\begin{myitemize}
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\end{myitemize}
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\subsubsection{Enjoyable experience}
\label{491}

\begin{myitemize}
\item{} 	Was the learning experience enjoyable?
\end{myitemize}


Finally we consider an overall question as to whether the learning was enjoyable.  Is this a valid question?  Well, if the learners did not enjoy the experience, it is unlikely that they benefited fully from it or that they will ever come back willingly for more!


\subsubsection{Feedback form design}
\label{492}
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\subsubsection{Types of feedback form}
\label{493}

As we saw on the previous page, you should try to create questions which are:

\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries relevant} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} to the area to be evaluated
\end{myitemize}


\begin{myitemize}
\item{} 	expressed in {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries neutral terms} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} so as not to prompt a certain answer
\end{myitemize}


\begin{myitemize}
\item{} 	{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries clearly phrased} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and non ambiguous.
\end{myitemize}


In order to compare feedback from different learners or groups of learners, it is best to design feedback forms in which learners can score different aspects of the learning on a scale, by ticking the box corresponding to their choice.

You might offer five choices.

\begin{longtable}{>{\RaggedRight}p{0.20682\linewidth}>{\RaggedRight}p{0.11611\linewidth}>{\RaggedRight}p{0.21808\linewidth}>{\RaggedRight}p{0.12751\linewidth}>{\RaggedRight}p{0.18862\linewidth}} 
\hspace*{0pt}\ignorespaces{}\hspace*{0pt}{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Very Poor} &\hspace*{0pt}\ignorespaces{}\hspace*{0pt}{\bfseries Poor} &\hspace*{0pt}\ignorespaces{}\hspace*{0pt}{\bfseries Acceptable} &\hspace*{0pt}\ignorespaces{}\hspace*{0pt}{\bfseries Good} &\hspace*{0pt}\ignorespaces{}\hspace*{0pt}{\bfseries Excellent}  
\end{longtable}
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But you can apply some psychology here.  If you have an odd number of possible ratings as we have here (5), there is a tendency for learners just to choose the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries middle} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} one.  You can try to force them to make a more measured evaluation by having an even number of possibilities which makes them positively choose.  

\begin{longtable}{>{\RaggedRight}p{0.15814\linewidth}>{\RaggedRight}p{0.29702\linewidth}>{\RaggedRight}p{0.17366\linewidth}>{\RaggedRight}p{0.25690\linewidth}} 
\hspace*{0pt}\ignorespaces{}\hspace*{0pt}{\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries Poor} &\hspace*{0pt}\ignorespaces{}\hspace*{0pt}{\bfseries Acceptable} &\hspace*{0pt}\ignorespaces{}\hspace*{0pt}{\bfseries Good} &\hspace*{0pt}\ignorespaces{}\hspace*{0pt}{\bfseries Excellent}  
\end{longtable}
\setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}	

These four categories can be represented by numerical values, say zero to three. 

\begin{myitemize}
\item{} Poor = 0
\item{} Acceptable = 1	
\item{} Good = 2	
\item{} Excellent = 3
\end{myitemize}


Doing this, allows you to carry out some simple statistics, such as finding the average response for the whole group of learners and to compare the overall response of different groups.
\subsubsection{Feedback statistics}
\label{494}

Perhaps it’s easier to see this in an example. Imagine you have a group of 10 learners. Their answers to the questions on the feedback form are:

\begin{myitemize}
\item{} Poor – 0 responses
\item{} Acceptable – 3 responses
\item{} Good – 6 responses
\item{} Excellent – 1 response
\end{myitemize}


This converts to a total of 18  (0x0 + 3x1 + 6x2 + 1x3). Dividing 18 by the number of learners (10) gives an {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries overall score} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of 1.8 for the group as a whole, equating to Good.

Another way of looking at this data is to produce a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries graph} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.



\begin{minipage}{1.0\linewidth}
\begin{center}
\includegraphics[width=1.0\linewidth,height=6.5in,keepaspectratio]{../images/176.png}
\end{center}
\raggedright{}\myfigurewithoutcaption{176}
\end{minipage}\vspace{0.75cm}

 

You can then make a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries visual comparison} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of the results for each question.
\subsubsection{Unstructured feedback}
\label{495}

Of course you should allow the learners to provide some feedback on the form which is not structured by your questions.  It is important to leave space for them to make {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries comments} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, either throughout the form at appropriate questions or at the end under ‘any other comments’.  

To analyse these, you should simply list the actual responses and note any duplicated points of view.

There are a couple of other points to note apart from question design if you are to motivate your learners to make a good job of completing the form

Before proceeding, note down anything else that you can think of that should be in the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries feedback form design} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} if it is to be successful in its purpose.
\subsubsection{Essential elements of feedback form design}
\label{496}

Well, for the form to be successful, the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries instructions must be easily understood} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} and it should be {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries easy to fill in} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}.  It should also be {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries quick} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} for the learner to complete.  This all suggests a {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries short questionnaire} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf}, one or two sides maximum with a limited number of questions having straightforward possible responses
\subsubsection{Simple feedback form}
\label{497}

You can find many examples of simple course feedback forms on the internet
\subsubsection{Commercial software and websites}
\label{498}

You may also like to explore using commercial software such as {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries SurveyMonkey} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} which facilitates design of survey forms and collation and analysis of results via the Internet.  
See it at \myplainurl{http://www.surveymonkey.com} 

There are many Internet websites offering advice on feedback form and questionnaire design.  One problem is that many of them are aimed at professional researchers and thus too detailed.  However, you may still benefit from looking at some of these sites, as the basic principles of questionnaire design are the same, regardless of the subject area being researched. Here are some suggested sites.
\begin{myitemize}
\item{} \myplainurl{http://www.sysurvey.com/tips/wording.htm}
\item{} \myplainurl{http://www.statpac.com/surveys/question-qualities.htm}
\end{myitemize}

\subsection{Assessing success of learning approaches}
\label{499}

The diagram shows the training cycle.  It represents a continuous process of:

\begin{myitemize}
\item{} 	Identification of training needs
\item{} 	Design of the training and learning programme
\item{} 	Delivery of training and learning programme
\item{} 	Evaluation of training and learning programme
\end{myitemize}


For more information on the training cycle see:

\myplainurl{http://mournetrainingservices.blogspot.co.uk/2009/06/training-cycle-explained.html}

You have carried out the first three stages and are now about to carry out the fourth with the help of the feedback on the learning experience coupled with evidence on learner progress.  
In particular, the feedback will be used to assess the effectiveness of the design and delivery of the programme. This will feed into {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries revision} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of those aspects of the learning programme which were judged to be less than satisfactory.  With a further check on the identification of the needs and the re-{}design of materials and delivery, a cycle of continuous improvement is established.

You have essentially two sources of information for your evaluation:

\begin{myitemize}
\item{} 	the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries evidence} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} of learner progress
\item{} 	the {\bfseries \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunbx.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunbx.ttf}\bfseries feedback} \setmainfont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmunrm.ttf,BoldFont=cmunbx.ttf,ItalicFont=cmunti.ttf,BoldItalicFont=cmunbi.ttf]{cmunrm.ttf}\setmonofont[Path=/usr/share/fonts/truetype/cmu/,UprightFont=cmuntt.ttf,BoldFont=cmuntb.ttf,ItalicFont=cmunit.ttf,BoldItalicFont=cmuntx.ttf]{cmunrm.ttf} on the quality of the learning experience.
\end{myitemize}


Both are important and there are definite connections between the two. For instance, there could be a general reduction in learner progress not related to content and delivery issues but due to the learning taking place in a room which is always too hot resulting in the learners experiencing discomfort.


\subsubsection{Learner progress}
\label{500}
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Of course ‘a significant number’ is a matter of opinion.  But let us say that, if out of a group of fifteen learners, three had a difficulty with one topic, while excelling at all the other topics, then we would say that is significant.  So you need to look for these parts of the learning and revisit the design of those parts.
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This is the first of two units that are relatively new additions to the Application of ICT in Libraries course. This session will explore the new digital literacies that you need to develop to be active users of Social Media tools and you will also get the chance to communicate online using a number of these services. The full course materials are hosted for registered students on the \myhref{https://moodle.gllm.ac.uk/course/view.php?id=507}{Application of ICT in Libraries} pages on Moodle. 

This module will enable you to dip into new social media tools and explore their potential for supporting library services, your users and also your own interests. You learning outcomes will include: 

\begin{myitemize}
\item{}  What is social media?
\item{}  What are the new digital literacies information professionals and our service users need to develop?
\item{}  How do I facilitate and take part in a conversation on a forum?
\item{}  How can I collaborate with my colleagues or manage a team online?
\item{}  What tools can I use for professional networking?
\item{}  How and why should I use a blogging tool?
\item{}  What are virtual communities?
\end{myitemize}
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Each learning outcome has a series of short activities that you will participate in with your class group. The tutor will deliver one face to face class session in North Wales and South Wales and the remainder of the time will facilitate the course online. 

This is a practical module that uses social media to explore social media -{} you have permission to play!
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This is the second of two units that are relatively new additions to the Application of ICT in Libraries course. This session will explore the new digital literacies that you need to develop to be active users of Social Media tools and you will also get the chance to communicate online using a number of these services. The full course materials are hosted for registered students on the \myhref{https://moodle.gllm.ac.uk/course/view.php?id=507}{Application of ICT in Libraries} pages on Moodle.

This module will enable you explore more fully the collaborative nature of social media and work within a group to complete all the learning outcomes. You learning outcomes will include:

\begin{myitemize}
\item{}  Exploring virtual communities and how the concept of \textquotesingle{}community\textquotesingle{} changed with the spread of social media 
\item{}  Using a forum to facilitate professional discussions 
\item{}  Using collaborative documents and cloud computing to complete a group project  
\item{}  Exploring the potential of social networking for continuing professional development  
\item{}  Developing, editing and publishing a collaborative blog 
\item{}  Meeting, collaborating and exploring with your group in a virtual world 
\end{myitemize}
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Each learning outcome has a series of short activities that you will participate in with your class group. The tutor will deliver one face to face class session in North Wales and South Wales and the remainder of the time will facilitate the course online.
This is a practical module that uses social media to explore social media -{} you have permission to play!
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\section {GNU GENERAL PUBLIC LICENSE}
\begin{multicols}{4}

Version 3, 29 June 2007

Copyright © 2007 Free Software Foundation, Inc. <http://fsf.org/>

Everyone is permitted to copy and distribute verbatim copies of this license document, but changing it is not allowed.
Preamble

The GNU General Public License is a free, copyleft license for software and other kinds of works.

The licenses for most software and other practical works are designed to take away your freedom to share and change the works. By contrast, the GNU General Public License is intended to guarantee your freedom to share and change all versions of a program--to make sure it remains free software for all its users. We, the Free Software Foundation, use the GNU General Public License for most of our software; it applies also to any other work released this way by its authors. You can apply it to your programs, too.

When we speak of free software, we are referring to freedom, not price. Our General Public Licenses are designed to make sure that you have the freedom to distribute copies of free software (and charge for them if you wish), that you receive source code or can get it if you want it, that you can change the software or use pieces of it in new free programs, and that you know you can do these things.

To protect your rights, we need to prevent others from denying you these rights or asking you to surrender the rights. Therefore, you have certain responsibilities if you distribute copies of the software, or if you modify it: responsibilities to respect the freedom of others.

For example, if you distribute copies of such a program, whether gratis or for a fee, you must pass on to the recipients the same freedoms that you received. You must make sure that they, too, receive or can get the source code. And you must show them these terms so they know their rights.

Developers that use the GNU GPL protect your rights with two steps: (1) assert copyright on the software, and (2) offer you this License giving you legal permission to copy, distribute and/or modify it.

For the developers' and authors' protection, the GPL clearly explains that there is no warranty for this free software. For both users' and authors' sake, the GPL requires that modified versions be marked as changed, so that their problems will not be attributed erroneously to authors of previous versions.

Some devices are designed to deny users access to install or run modified versions of the software inside them, although the manufacturer can do so. This is fundamentally incompatible with the aim of protecting users' freedom to change the software. The systematic pattern of such abuse occurs in the area of products for individuals to use, which is precisely where it is most unacceptable. Therefore, we have designed this version of the GPL to prohibit the practice for those products. If such problems arise substantially in other domains, we stand ready to extend this provision to those domains in future versions of the GPL, as needed to protect the freedom of users.

Finally, every program is threatened constantly by software patents. States should not allow patents to restrict development and use of software on general-purpose computers, but in those that do, we wish to avoid the special danger that patents applied to a free program could make it effectively proprietary. To prevent this, the GPL assures that patents cannot be used to render the program non-free.

The precise terms and conditions for copying, distribution and modification follow.
TERMS AND CONDITIONS
0. Definitions.

“This License” refers to version 3 of the GNU General Public License.

“Copyright” also means copyright-like laws that apply to other kinds of works, such as semiconductor masks.

“The Program” refers to any copyrightable work licensed under this License. Each licensee is addressed as “you”. “Licensees” and “recipients” may be individuals or organizations.

To “modify” a work means to copy from or adapt all or part of the work in a fashion requiring copyright permission, other than the making of an exact copy. The resulting work is called a “modified version” of the earlier work or a work “based on” the earlier work.

A “covered work” means either the unmodified Program or a work based on the Program.

To “propagate” a work means to do anything with it that, without permission, would make you directly or secondarily liable for infringement under applicable copyright law, except executing it on a computer or modifying a private copy. Propagation includes copying, distribution (with or without modification), making available to the public, and in some countries other activities as well.

To “convey” a work means any kind of propagation that enables other parties to make or receive copies. Mere interaction with a user through a computer network, with no transfer of a copy, is not conveying.

An interactive user interface displays “Appropriate Legal Notices” to the extent that it includes a convenient and prominently visible feature that (1) displays an appropriate copyright notice, and (2) tells the user that there is no warranty for the work (except to the extent that warranties are provided), that licensees may convey the work under this License, and how to view a copy of this License. If the interface presents a list of user commands or options, such as a menu, a prominent item in the list meets this criterion.
1. Source Code.

The “source code” for a work means the preferred form of the work for making modifications to it. “Object code” means any non-source form of a work.

A “Standard Interface” means an interface that either is an official standard defined by a recognized standards body, or, in the case of interfaces specified for a particular programming language, one that is widely used among developers working in that language.

The “System Libraries” of an executable work include anything, other than the work as a whole, that (a) is included in the normal form of packaging a Major Component, but which is not part of that Major Component, and (b) serves only to enable use of the work with that Major Component, or to implement a Standard Interface for which an implementation is available to the public in source code form. A “Major Component”, in this context, means a major essential component (kernel, window system, and so on) of the specific operating system (if any) on which the executable work runs, or a compiler used to produce the work, or an object code interpreter used to run it.

The “Corresponding Source” for a work in object code form means all the source code needed to generate, install, and (for an executable work) run the object code and to modify the work, including scripts to control those activities. However, it does not include the work's System Libraries, or general-purpose tools or generally available free programs which are used unmodified in performing those activities but which are not part of the work. For example, Corresponding Source includes interface definition files associated with source files for the work, and the source code for shared libraries and dynamically linked subprograms that the work is specifically designed to require, such as by intimate data communication or control flow between those subprograms and other parts of the work.

The Corresponding Source need not include anything that users can regenerate automatically from other parts of the Corresponding Source.

The Corresponding Source for a work in source code form is that same work.
2. Basic Permissions.

All rights granted under this License are granted for the term of copyright on the Program, and are irrevocable provided the stated conditions are met. This License explicitly affirms your unlimited permission to run the unmodified Program. The output from running a covered work is covered by this License only if the output, given its content, constitutes a covered work. This License acknowledges your rights of fair use or other equivalent, as provided by copyright law.

You may make, run and propagate covered works that you do not convey, without conditions so long as your license otherwise remains in force. You may convey covered works to others for the sole purpose of having them make modifications exclusively for you, or provide you with facilities for running those works, provided that you comply with the terms of this License in conveying all material for which you do not control copyright. Those thus making or running the covered works for you must do so exclusively on your behalf, under your direction and control, on terms that prohibit them from making any copies of your copyrighted material outside their relationship with you.

Conveying under any other circumstances is permitted solely under the conditions stated below. Sublicensing is not allowed; section 10 makes it unnecessary.
3. Protecting Users' Legal Rights From Anti-Circumvention Law.

No covered work shall be deemed part of an effective technological measure under any applicable law fulfilling obligations under article 11 of the WIPO copyright treaty adopted on 20 December 1996, or similar laws prohibiting or restricting circumvention of such measures.

When you convey a covered work, you waive any legal power to forbid circumvention of technological measures to the extent such circumvention is effected by exercising rights under this License with respect to the covered work, and you disclaim any intention to limit operation or modification of the work as a means of enforcing, against the work's users, your or third parties' legal rights to forbid circumvention of technological measures.
4. Conveying Verbatim Copies.

You may convey verbatim copies of the Program's source code as you receive it, in any medium, provided that you conspicuously and appropriately publish on each copy an appropriate copyright notice; keep intact all notices stating that this License and any non-permissive terms added in accord with section 7 apply to the code; keep intact all notices of the absence of any warranty; and give all recipients a copy of this License along with the Program.

You may charge any price or no price for each copy that you convey, and you may offer support or warranty protection for a fee.
5. Conveying Modified Source Versions.

You may convey a work based on the Program, or the modifications to produce it from the Program, in the form of source code under the terms of section 4, provided that you also meet all of these conditions:

    * a) The work must carry prominent notices stating that you modified it, and giving a relevant date.
    * b) The work must carry prominent notices stating that it is released under this License and any conditions added under section 7. This requirement modifies the requirement in section 4 to “keep intact all notices”.
    * c) You must license the entire work, as a whole, under this License to anyone who comes into possession of a copy. This License will therefore apply, along with any applicable section 7 additional terms, to the whole of the work, and all its parts, regardless of how they are packaged. This License gives no permission to license the work in any other way, but it does not invalidate such permission if you have separately received it.
    * d) If the work has interactive user interfaces, each must display Appropriate Legal Notices; however, if the Program has interactive interfaces that do not display Appropriate Legal Notices, your work need not make them do so.

A compilation of a covered work with other separate and independent works, which are not by their nature extensions of the covered work, and which are not combined with it such as to form a larger program, in or on a volume of a storage or distribution medium, is called an “aggregate” if the compilation and its resulting copyright are not used to limit the access or legal rights of the compilation's users beyond what the individual works permit. Inclusion of a covered work in an aggregate does not cause this License to apply to the other parts of the aggregate.
6. Conveying Non-Source Forms.

You may convey a covered work in object code form under the terms of sections 4 and 5, provided that you also convey the machine-readable Corresponding Source under the terms of this License, in one of these ways:

    * a) Convey the object code in, or embodied in, a physical product (including a physical distribution medium), accompanied by the Corresponding Source fixed on a durable physical medium customarily used for software interchange.
    * b) Convey the object code in, or embodied in, a physical product (including a physical distribution medium), accompanied by a written offer, valid for at least three years and valid for as long as you offer spare parts or customer support for that product model, to give anyone who possesses the object code either (1) a copy of the Corresponding Source for all the software in the product that is covered by this License, on a durable physical medium customarily used for software interchange, for a price no more than your reasonable cost of physically performing this conveying of source, or (2) access to copy the Corresponding Source from a network server at no charge.
    * c) Convey individual copies of the object code with a copy of the written offer to provide the Corresponding Source. This alternative is allowed only occasionally and noncommercially, and only if you received the object code with such an offer, in accord with subsection 6b.
    * d) Convey the object code by offering access from a designated place (gratis or for a charge), and offer equivalent access to the Corresponding Source in the same way through the same place at no further charge. You need not require recipients to copy the Corresponding Source along with the object code. If the place to copy the object code is a network server, the Corresponding Source may be on a different server (operated by you or a third party) that supports equivalent copying facilities, provided you maintain clear directions next to the object code saying where to find the Corresponding Source. Regardless of what server hosts the Corresponding Source, you remain obligated to ensure that it is available for as long as needed to satisfy these requirements.
    * e) Convey the object code using peer-to-peer transmission, provided you inform other peers where the object code and Corresponding Source of the work are being offered to the general public at no charge under subsection 6d.

A separable portion of the object code, whose source code is excluded from the Corresponding Source as a System Library, need not be included in conveying the object code work.

A “User Product” is either (1) a “consumer product”, which means any tangible personal property which is normally used for personal, family, or household purposes, or (2) anything designed or sold for incorporation into a dwelling. In determining whether a product is a consumer product, doubtful cases shall be resolved in favor of coverage. For a particular product received by a particular user, “normally used” refers to a typical or common use of that class of product, regardless of the status of the particular user or of the way in which the particular user actually uses, or expects or is expected to use, the product. A product is a consumer product regardless of whether the product has substantial commercial, industrial or non-consumer uses, unless such uses represent the only significant mode of use of the product.

“Installation Information” for a User Product means any methods, procedures, authorization keys, or other information required to install and execute modified versions of a covered work in that User Product from a modified version of its Corresponding Source. The information must suffice to ensure that the continued functioning of the modified object code is in no case prevented or interfered with solely because modification has been made.

If you convey an object code work under this section in, or with, or specifically for use in, a User Product, and the conveying occurs as part of a transaction in which the right of possession and use of the User Product is transferred to the recipient in perpetuity or for a fixed term (regardless of how the transaction is characterized), the Corresponding Source conveyed under this section must be accompanied by the Installation Information. But this requirement does not apply if neither you nor any third party retains the ability to install modified object code on the User Product (for example, the work has been installed in ROM).

The requirement to provide Installation Information does not include a requirement to continue to provide support service, warranty, or updates for a work that has been modified or installed by the recipient, or for the User Product in which it has been modified or installed. Access to a network may be denied when the modification itself materially and adversely affects the operation of the network or violates the rules and protocols for communication across the network.

Corresponding Source conveyed, and Installation Information provided, in accord with this section must be in a format that is publicly documented (and with an implementation available to the public in source code form), and must require no special password or key for unpacking, reading or copying.
7. Additional Terms.

“Additional permissions” are terms that supplement the terms of this License by making exceptions from one or more of its conditions. Additional permissions that are applicable to the entire Program shall be treated as though they were included in this License, to the extent that they are valid under applicable law. If additional permissions apply only to part of the Program, that part may be used separately under those permissions, but the entire Program remains governed by this License without regard to the additional permissions.

When you convey a copy of a covered work, you may at your option remove any additional permissions from that copy, or from any part of it. (Additional permissions may be written to require their own removal in certain cases when you modify the work.) You may place additional permissions on material, added by you to a covered work, for which you have or can give appropriate copyright permission.

Notwithstanding any other provision of this License, for material you add to a covered work, you may (if authorized by the copyright holders of that material) supplement the terms of this License with terms:

    * a) Disclaiming warranty or limiting liability differently from the terms of sections 15 and 16 of this License; or
    * b) Requiring preservation of specified reasonable legal notices or author attributions in that material or in the Appropriate Legal Notices displayed by works containing it; or
    * c) Prohibiting misrepresentation of the origin of that material, or requiring that modified versions of such material be marked in reasonable ways as different from the original version; or
    * d) Limiting the use for publicity purposes of names of licensors or authors of the material; or
    * e) Declining to grant rights under trademark law for use of some trade names, trademarks, or service marks; or
    * f) Requiring indemnification of licensors and authors of that material by anyone who conveys the material (or modified versions of it) with contractual assumptions of liability to the recipient, for any liability that these contractual assumptions directly impose on those licensors and authors.

All other non-permissive additional terms are considered “further restrictions” within the meaning of section 10. If the Program as you received it, or any part of it, contains a notice stating that it is governed by this License along with a term that is a further restriction, you may remove that term. If a license document contains a further restriction but permits relicensing or conveying under this License, you may add to a covered work material governed by the terms of that license document, provided that the further restriction does not survive such relicensing or conveying.

If you add terms to a covered work in accord with this section, you must place, in the relevant source files, a statement of the additional terms that apply to those files, or a notice indicating where to find the applicable terms.

Additional terms, permissive or non-permissive, may be stated in the form of a separately written license, or stated as exceptions; the above requirements apply either way.
8. Termination.

You may not propagate or modify a covered work except as expressly provided under this License. Any attempt otherwise to propagate or modify it is void, and will automatically terminate your rights under this License (including any patent licenses granted under the third paragraph of section 11).

However, if you cease all violation of this License, then your license from a particular copyright holder is reinstated (a) provisionally, unless and until the copyright holder explicitly and finally terminates your license, and (b) permanently, if the copyright holder fails to notify you of the violation by some reasonable means prior to 60 days after the cessation.

Moreover, your license from a particular copyright holder is reinstated permanently if the copyright holder notifies you of the violation by some reasonable means, this is the first time you have received notice of violation of this License (for any work) from that copyright holder, and you cure the violation prior to 30 days after your receipt of the notice.

Termination of your rights under this section does not terminate the licenses of parties who have received copies or rights from you under this License. If your rights have been terminated and not permanently reinstated, you do not qualify to receive new licenses for the same material under section 10.
9. Acceptance Not Required for Having Copies.

You are not required to accept this License in order to receive or run a copy of the Program. Ancillary propagation of a covered work occurring solely as a consequence of using peer-to-peer transmission to receive a copy likewise does not require acceptance. However, nothing other than this License grants you permission to propagate or modify any covered work. These actions infringe copyright if you do not accept this License. Therefore, by modifying or propagating a covered work, you indicate your acceptance of this License to do so.
10. Automatic Licensing of Downstream Recipients.

Each time you convey a covered work, the recipient automatically receives a license from the original licensors, to run, modify and propagate that work, subject to this License. You are not responsible for enforcing compliance by third parties with this License.

An “entity transaction” is a transaction transferring control of an organization, or substantially all assets of one, or subdividing an organization, or merging organizations. If propagation of a covered work results from an entity transaction, each party to that transaction who receives a copy of the work also receives whatever licenses to the work the party's predecessor in interest had or could give under the previous paragraph, plus a right to possession of the Corresponding Source of the work from the predecessor in interest, if the predecessor has it or can get it with reasonable efforts.

You may not impose any further restrictions on the exercise of the rights granted or affirmed under this License. For example, you may not impose a license fee, royalty, or other charge for exercise of rights granted under this License, and you may not initiate litigation (including a cross-claim or counterclaim in a lawsuit) alleging that any patent claim is infringed by making, using, selling, offering for sale, or importing the Program or any portion of it.
11. Patents.

A “contributor” is a copyright holder who authorizes use under this License of the Program or a work on which the Program is based. The work thus licensed is called the contributor's “contributor version”.

A contributor's “essential patent claims” are all patent claims owned or controlled by the contributor, whether already acquired or hereafter acquired, that would be infringed by some manner, permitted by this License, of making, using, or selling its contributor version, but do not include claims that would be infringed only as a consequence of further modification of the contributor version. For purposes of this definition, “control” includes the right to grant patent sublicenses in a manner consistent with the requirements of this License.

Each contributor grants you a non-exclusive, worldwide, royalty-free patent license under the contributor's essential patent claims, to make, use, sell, offer for sale, import and otherwise run, modify and propagate the contents of its contributor version.

In the following three paragraphs, a “patent license” is any express agreement or commitment, however denominated, not to enforce a patent (such as an express permission to practice a patent or covenant not to sue for patent infringement). To “grant” such a patent license to a party means to make such an agreement or commitment not to enforce a patent against the party.

If you convey a covered work, knowingly relying on a patent license, and the Corresponding Source of the work is not available for anyone to copy, free of charge and under the terms of this License, through a publicly available network server or other readily accessible means, then you must either (1) cause the Corresponding Source to be so available, or (2) arrange to deprive yourself of the benefit of the patent license for this particular work, or (3) arrange, in a manner consistent with the requirements of this License, to extend the patent license to downstream recipients. “Knowingly relying” means you have actual knowledge that, but for the patent license, your conveying the covered work in a country, or your recipient's use of the covered work in a country, would infringe one or more identifiable patents in that country that you have reason to believe are valid.

If, pursuant to or in connection with a single transaction or arrangement, you convey, or propagate by procuring conveyance of, a covered work, and grant a patent license to some of the parties receiving the covered work authorizing them to use, propagate, modify or convey a specific copy of the covered work, then the patent license you grant is automatically extended to all recipients of the covered work and works based on it.

A patent license is “discriminatory” if it does not include within the scope of its coverage, prohibits the exercise of, or is conditioned on the non-exercise of one or more of the rights that are specifically granted under this License. You may not convey a covered work if you are a party to an arrangement with a third party that is in the business of distributing software, under which you make payment to the third party based on the extent of your activity of conveying the work, and under which the third party grants, to any of the parties who would receive the covered work from you, a discriminatory patent license (a) in connection with copies of the covered work conveyed by you (or copies made from those copies), or (b) primarily for and in connection with specific products or compilations that contain the covered work, unless you entered into that arrangement, or that patent license was granted, prior to 28 March 2007.

Nothing in this License shall be construed as excluding or limiting any implied license or other defenses to infringement that may otherwise be available to you under applicable patent law.
12. No Surrender of Others' Freedom.

If conditions are imposed on you (whether by court order, agreement or otherwise) that contradict the conditions of this License, they do not excuse you from the conditions of this License. If you cannot convey a covered work so as to satisfy simultaneously your obligations under this License and any other pertinent obligations, then as a consequence you may not convey it at all. For example, if you agree to terms that obligate you to collect a royalty for further conveying from those to whom you convey the Program, the only way you could satisfy both those terms and this License would be to refrain entirely from conveying the Program.
13. Use with the GNU Affero General Public License.

Notwithstanding any other provision of this License, you have permission to link or combine any covered work with a work licensed under version 3 of the GNU Affero General Public License into a single combined work, and to convey the resulting work. The terms of this License will continue to apply to the part which is the covered work, but the special requirements of the GNU Affero General Public License, section 13, concerning interaction through a network will apply to the combination as such.
14. Revised Versions of this License.

The Free Software Foundation may publish revised and/or new versions of the GNU General Public License from time to time. Such new versions will be similar in spirit to the present version, but may differ in detail to address new problems or concerns.

Each version is given a distinguishing version number. If the Program specifies that a certain numbered version of the GNU General Public License “or any later version” applies to it, you have the option of following the terms and conditions either of that numbered version or of any later version published by the Free Software Foundation. If the Program does not specify a version number of the GNU General Public License, you may choose any version ever published by the Free Software Foundation.

If the Program specifies that a proxy can decide which future versions of the GNU General Public License can be used, that proxy's public statement of acceptance of a version permanently authorizes you to choose that version for the Program.

Later license versions may give you additional or different permissions. However, no additional obligations are imposed on any author or copyright holder as a result of your choosing to follow a later version.
15. Disclaimer of Warranty.

THERE IS NO WARRANTY FOR THE PROGRAM, TO THE EXTENT PERMITTED BY APPLICABLE LAW. EXCEPT WHEN OTHERWISE STATED IN WRITING THE COPYRIGHT HOLDERS AND/OR OTHER PARTIES PROVIDE THE PROGRAM “AS IS” WITHOUT WARRANTY OF ANY KIND, EITHER EXPRESSED OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. THE ENTIRE RISK AS TO THE QUALITY AND PERFORMANCE OF THE PROGRAM IS WITH YOU. SHOULD THE PROGRAM PROVE DEFECTIVE, YOU ASSUME THE COST OF ALL NECESSARY SERVICING, REPAIR OR CORRECTION.
16. Limitation of Liability.

IN NO EVENT UNLESS REQUIRED BY APPLICABLE LAW OR AGREED TO IN WRITING WILL ANY COPYRIGHT HOLDER, OR ANY OTHER PARTY WHO MODIFIES AND/OR CONVEYS THE PROGRAM AS PERMITTED ABOVE, BE LIABLE TO YOU FOR DAMAGES, INCLUDING ANY GENERAL, SPECIAL, INCIDENTAL OR CONSEQUENTIAL DAMAGES ARISING OUT OF THE USE OR INABILITY TO USE THE PROGRAM (INCLUDING BUT NOT LIMITED TO LOSS OF DATA OR DATA BEING RENDERED INACCURATE OR LOSSES SUSTAINED BY YOU OR THIRD PARTIES OR A FAILURE OF THE PROGRAM TO OPERATE WITH ANY OTHER PROGRAMS), EVEN IF SUCH HOLDER OR OTHER PARTY HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.
17. Interpretation of Sections 15 and 16.

If the disclaimer of warranty and limitation of liability provided above cannot be given local legal effect according to their terms, reviewing courts shall apply local law that most closely approximates an absolute waiver of all civil liability in connection with the Program, unless a warranty or assumption of liability accompanies a copy of the Program in return for a fee.

END OF TERMS AND CONDITIONS
How to Apply These Terms to Your New Programs

If you develop a new program, and you want it to be of the greatest possible use to the public, the best way to achieve this is to make it free software which everyone can redistribute and change under these terms.

To do so, attach the following notices to the program. It is safest to attach them to the start of each source file to most effectively state the exclusion of warranty; and each file should have at least the “copyright” line and a pointer to where the full notice is found.

    <one line to give the program's name and a brief idea of what it does.>
    Copyright (C) <year>  <name of author>

    This program is free software: you can redistribute it and/or modify
    it under the terms of the GNU General Public License as published by
    the Free Software Foundation, either version 3 of the License, or
    (at your option) any later version.

    This program is distributed in the hope that it will be useful,
    but WITHOUT ANY WARRANTY; without even the implied warranty of
    MERCHANTABILITY or FITNESS FOR A PARTICULAR PURPOSE.  See the
    GNU General Public License for more details.

    You should have received a copy of the GNU General Public License
    along with this program.  If not, see <http://www.gnu.org/licenses/>.

Also add information on how to contact you by electronic and paper mail.

If the program does terminal interaction, make it output a short notice like this when it starts in an interactive mode:

    <program>  Copyright (C) <year>  <name of author>
    This program comes with ABSOLUTELY NO WARRANTY; for details type `show w'.
    This is free software, and you are welcome to redistribute it
    under certain conditions; type `show c' for details.

The hypothetical commands `show w' and `show c' should show the appropriate parts of the General Public License. Of course, your program's commands might be different; for a GUI interface, you would use an “about box”.

You should also get your employer (if you work as a programmer) or school, if any, to sign a “copyright disclaimer” for the program, if necessary. For more information on this, and how to apply and follow the GNU GPL, see <http://www.gnu.org/licenses/>.

The GNU General Public License does not permit incorporating your program into proprietary programs. If your program is a subroutine library, you may consider it more useful to permit linking proprietary applications with the library. If this is what you want to do, use the GNU Lesser General Public License instead of this License. But first, please read <http://www.gnu.org/philosophy/why-not-lgpl.html>.
\end{multicols}

\section{GNU Free Documentation License}
\begin{multicols}{4}

Version 1.3, 3 November 2008

Copyright © 2000, 2001, 2002, 2007, 2008 Free Software Foundation, Inc. <http://fsf.org/>

Everyone is permitted to copy and distribute verbatim copies of this license document, but changing it is not allowed.
0. PREAMBLE

The purpose of this License is to make a manual, textbook, or other functional and useful document "free" in the sense of freedom: to assure everyone the effective freedom to copy and redistribute it, with or without modifying it, either commercially or noncommercially. Secondarily, this License preserves for the author and publisher a way to get credit for their work, while not being considered responsible for modifications made by others.

This License is a kind of "copyleft", which means that derivative works of the document must themselves be free in the same sense. It complements the GNU General Public License, which is a copyleft license designed for free software.

We have designed this License in order to use it for manuals for free software, because free software needs free documentation: a free program should come with manuals providing the same freedoms that the software does. But this License is not limited to software manuals; it can be used for any textual work, regardless of subject matter or whether it is published as a printed book. We recommend this License principally for works whose purpose is instruction or reference.
1. APPLICABILITY AND DEFINITIONS

This License applies to any manual or other work, in any medium, that contains a notice placed by the copyright holder saying it can be distributed under the terms of this License. Such a notice grants a world-wide, royalty-free license, unlimited in duration, to use that work under the conditions stated herein. The "Document", below, refers to any such manual or work. Any member of the public is a licensee, and is addressed as "you". You accept the license if you copy, modify or distribute the work in a way requiring permission under copyright law.

A "Modified Version" of the Document means any work containing the Document or a portion of it, either copied verbatim, or with modifications and/or translated into another language.

A "Secondary Section" is a named appendix or a front-matter section of the Document that deals exclusively with the relationship of the publishers or authors of the Document to the Document's overall subject (or to related matters) and contains nothing that could fall directly within that overall subject. (Thus, if the Document is in part a textbook of mathematics, a Secondary Section may not explain any mathematics.) The relationship could be a matter of historical connection with the subject or with related matters, or of legal, commercial, philosophical, ethical or political position regarding them.

The "Invariant Sections" are certain Secondary Sections whose titles are designated, as being those of Invariant Sections, in the notice that says that the Document is released under this License. If a section does not fit the above definition of Secondary then it is not allowed to be designated as Invariant. The Document may contain zero Invariant Sections. If the Document does not identify any Invariant Sections then there are none.

The "Cover Texts" are certain short passages of text that are listed, as Front-Cover Texts or Back-Cover Texts, in the notice that says that the Document is released under this License. A Front-Cover Text may be at most 5 words, and a Back-Cover Text may be at most 25 words.

A "Transparent" copy of the Document means a machine-readable copy, represented in a format whose specification is available to the general public, that is suitable for revising the document straightforwardly with generic text editors or (for images composed of pixels) generic paint programs or (for drawings) some widely available drawing editor, and that is suitable for input to text formatters or for automatic translation to a variety of formats suitable for input to text formatters. A copy made in an otherwise Transparent file format whose markup, or absence of markup, has been arranged to thwart or discourage subsequent modification by readers is not Transparent. An image format is not Transparent if used for any substantial amount of text. A copy that is not "Transparent" is called "Opaque".

Examples of suitable formats for Transparent copies include plain ASCII without markup, Texinfo input format, LaTeX input format, SGML or XML using a publicly available DTD, and standard-conforming simple HTML, PostScript or PDF designed for human modification. Examples of transparent image formats include PNG, XCF and JPG. Opaque formats include proprietary formats that can be read and edited only by proprietary word processors, SGML or XML for which the DTD and/or processing tools are not generally available, and the machine-generated HTML, PostScript or PDF produced by some word processors for output purposes only.

The "Title Page" means, for a printed book, the title page itself, plus such following pages as are needed to hold, legibly, the material this License requires to appear in the title page. For works in formats which do not have any title page as such, "Title Page" means the text near the most prominent appearance of the work's title, preceding the beginning of the body of the text.

The "publisher" means any person or entity that distributes copies of the Document to the public.

A section "Entitled XYZ" means a named subunit of the Document whose title either is precisely XYZ or contains XYZ in parentheses following text that translates XYZ in another language. (Here XYZ stands for a specific section name mentioned below, such as "Acknowledgements", "Dedications", "Endorsements", or "History".) To "Preserve the Title" of such a section when you modify the Document means that it remains a section "Entitled XYZ" according to this definition.

The Document may include Warranty Disclaimers next to the notice which states that this License applies to the Document. These Warranty Disclaimers are considered to be included by reference in this License, but only as regards disclaiming warranties: any other implication that these Warranty Disclaimers may have is void and has no effect on the meaning of this License.
2. VERBATIM COPYING

You may copy and distribute the Document in any medium, either commercially or noncommercially, provided that this License, the copyright notices, and the license notice saying this License applies to the Document are reproduced in all copies, and that you add no other conditions whatsoever to those of this License. You may not use technical measures to obstruct or control the reading or further copying of the copies you make or distribute. However, you may accept compensation in exchange for copies. If you distribute a large enough number of copies you must also follow the conditions in section 3.

You may also lend copies, under the same conditions stated above, and you may publicly display copies.
3. COPYING IN QUANTITY

If you publish printed copies (or copies in media that commonly have printed covers) of the Document, numbering more than 100, and the Document's license notice requires Cover Texts, you must enclose the copies in covers that carry, clearly and legibly, all these Cover Texts: Front-Cover Texts on the front cover, and Back-Cover Texts on the back cover. Both covers must also clearly and legibly identify you as the publisher of these copies. The front cover must present the full title with all words of the title equally prominent and visible. You may add other material on the covers in addition. Copying with changes limited to the covers, as long as they preserve the title of the Document and satisfy these conditions, can be treated as verbatim copying in other respects.

If the required texts for either cover are too voluminous to fit legibly, you should put the first ones listed (as many as fit reasonably) on the actual cover, and continue the rest onto adjacent pages.

If you publish or distribute Opaque copies of the Document numbering more than 100, you must either include a machine-readable Transparent copy along with each Opaque copy, or state in or with each Opaque copy a computer-network location from which the general network-using public has access to download using public-standard network protocols a complete Transparent copy of the Document, free of added material. If you use the latter option, you must take reasonably prudent steps, when you begin distribution of Opaque copies in quantity, to ensure that this Transparent copy will remain thus accessible at the stated location until at least one year after the last time you distribute an Opaque copy (directly or through your agents or retailers) of that edition to the public.

It is requested, but not required, that you contact the authors of the Document well before redistributing any large number of copies, to give them a chance to provide you with an updated version of the Document.
4. MODIFICATIONS

You may copy and distribute a Modified Version of the Document under the conditions of sections 2 and 3 above, provided that you release the Modified Version under precisely this License, with the Modified Version filling the role of the Document, thus licensing distribution and modification of the Modified Version to whoever possesses a copy of it. In addition, you must do these things in the Modified Version:

    * A. Use in the Title Page (and on the covers, if any) a title distinct from that of the Document, and from those of previous versions (which should, if there were any, be listed in the History section of the Document). You may use the same title as a previous version if the original publisher of that version gives permission.
    * B. List on the Title Page, as authors, one or more persons or entities responsible for authorship of the modifications in the Modified Version, together with at least five of the principal authors of the Document (all of its principal authors, if it has fewer than five), unless they release you from this requirement.
    * C. State on the Title page the name of the publisher of the Modified Version, as the publisher.
    * D. Preserve all the copyright notices of the Document.
    * E. Add an appropriate copyright notice for your modifications adjacent to the other copyright notices.
    * F. Include, immediately after the copyright notices, a license notice giving the public permission to use the Modified Version under the terms of this License, in the form shown in the Addendum below.
    * G. Preserve in that license notice the full lists of Invariant Sections and required Cover Texts given in the Document's license notice.
    * H. Include an unaltered copy of this License.
    * I. Preserve the section Entitled "History", Preserve its Title, and add to it an item stating at least the title, year, new authors, and publisher of the Modified Version as given on the Title Page. If there is no section Entitled "History" in the Document, create one stating the title, year, authors, and publisher of the Document as given on its Title Page, then add an item describing the Modified Version as stated in the previous sentence.
    * J. Preserve the network location, if any, given in the Document for public access to a Transparent copy of the Document, and likewise the network locations given in the Document for previous versions it was based on. These may be placed in the "History" section. You may omit a network location for a work that was published at least four years before the Document itself, or if the original publisher of the version it refers to gives permission.
    * K. For any section Entitled "Acknowledgements" or "Dedications", Preserve the Title of the section, and preserve in the section all the substance and tone of each of the contributor acknowledgements and/or dedications given therein.
    * L. Preserve all the Invariant Sections of the Document, unaltered in their text and in their titles. Section numbers or the equivalent are not considered part of the section titles.
    * M. Delete any section Entitled "Endorsements". Such a section may not be included in the Modified Version.
    * N. Do not retitle any existing section to be Entitled "Endorsements" or to conflict in title with any Invariant Section.
    * O. Preserve any Warranty Disclaimers.

If the Modified Version includes new front-matter sections or appendices that qualify as Secondary Sections and contain no material copied from the Document, you may at your option designate some or all of these sections as invariant. To do this, add their titles to the list of Invariant Sections in the Modified Version's license notice. These titles must be distinct from any other section titles.

You may add a section Entitled "Endorsements", provided it contains nothing but endorsements of your Modified Version by various parties—for example, statements of peer review or that the text has been approved by an organization as the authoritative definition of a standard.

You may add a passage of up to five words as a Front-Cover Text, and a passage of up to 25 words as a Back-Cover Text, to the end of the list of Cover Texts in the Modified Version. Only one passage of Front-Cover Text and one of Back-Cover Text may be added by (or through arrangements made by) any one entity. If the Document already includes a cover text for the same cover, previously added by you or by arrangement made by the same entity you are acting on behalf of, you may not add another; but you may replace the old one, on explicit permission from the previous publisher that added the old one.

The author(s) and publisher(s) of the Document do not by this License give permission to use their names for publicity for or to assert or imply endorsement of any Modified Version.
5. COMBINING DOCUMENTS

You may combine the Document with other documents released under this License, under the terms defined in section 4 above for modified versions, provided that you include in the combination all of the Invariant Sections of all of the original documents, unmodified, and list them all as Invariant Sections of your combined work in its license notice, and that you preserve all their Warranty Disclaimers.

The combined work need only contain one copy of this License, and multiple identical Invariant Sections may be replaced with a single copy. If there are multiple Invariant Sections with the same name but different contents, make the title of each such section unique by adding at the end of it, in parentheses, the name of the original author or publisher of that section if known, or else a unique number. Make the same adjustment to the section titles in the list of Invariant Sections in the license notice of the combined work.

In the combination, you must combine any sections Entitled "History" in the various original documents, forming one section Entitled "History"; likewise combine any sections Entitled "Acknowledgements", and any sections Entitled "Dedications". You must delete all sections Entitled "Endorsements".
6. COLLECTIONS OF DOCUMENTS

You may make a collection consisting of the Document and other documents released under this License, and replace the individual copies of this License in the various documents with a single copy that is included in the collection, provided that you follow the rules of this License for verbatim copying of each of the documents in all other respects.

You may extract a single document from such a collection, and distribute it individually under this License, provided you insert a copy of this License into the extracted document, and follow this License in all other respects regarding verbatim copying of that document.
7. AGGREGATION WITH INDEPENDENT WORKS

A compilation of the Document or its derivatives with other separate and independent documents or works, in or on a volume of a storage or distribution medium, is called an "aggregate" if the copyright resulting from the compilation is not used to limit the legal rights of the compilation's users beyond what the individual works permit. When the Document is included in an aggregate, this License does not apply to the other works in the aggregate which are not themselves derivative works of the Document.

If the Cover Text requirement of section 3 is applicable to these copies of the Document, then if the Document is less than one half of the entire aggregate, the Document's Cover Texts may be placed on covers that bracket the Document within the aggregate, or the electronic equivalent of covers if the Document is in electronic form. Otherwise they must appear on printed covers that bracket the whole aggregate.
8. TRANSLATION

Translation is considered a kind of modification, so you may distribute translations of the Document under the terms of section 4. Replacing Invariant Sections with translations requires special permission from their copyright holders, but you may include translations of some or all Invariant Sections in addition to the original versions of these Invariant Sections. You may include a translation of this License, and all the license notices in the Document, and any Warranty Disclaimers, provided that you also include the original English version of this License and the original versions of those notices and disclaimers. In case of a disagreement between the translation and the original version of this License or a notice or disclaimer, the original version will prevail.

If a section in the Document is Entitled "Acknowledgements", "Dedications", or "History", the requirement (section 4) to Preserve its Title (section 1) will typically require changing the actual title.
9. TERMINATION

You may not copy, modify, sublicense, or distribute the Document except as expressly provided under this License. Any attempt otherwise to copy, modify, sublicense, or distribute it is void, and will automatically terminate your rights under this License.

However, if you cease all violation of this License, then your license from a particular copyright holder is reinstated (a) provisionally, unless and until the copyright holder explicitly and finally terminates your license, and (b) permanently, if the copyright holder fails to notify you of the violation by some reasonable means prior to 60 days after the cessation.

Moreover, your license from a particular copyright holder is reinstated permanently if the copyright holder notifies you of the violation by some reasonable means, this is the first time you have received notice of violation of this License (for any work) from that copyright holder, and you cure the violation prior to 30 days after your receipt of the notice.

Termination of your rights under this section does not terminate the licenses of parties who have received copies or rights from you under this License. If your rights have been terminated and not permanently reinstated, receipt of a copy of some or all of the same material does not give you any rights to use it.
10. FUTURE REVISIONS OF THIS LICENSE

The Free Software Foundation may publish new, revised versions of the GNU Free Documentation License from time to time. Such new versions will be similar in spirit to the present version, but may differ in detail to address new problems or concerns. See http://www.gnu.org/copyleft/.

Each version of the License is given a distinguishing version number. If the Document specifies that a particular numbered version of this License "or any later version" applies to it, you have the option of following the terms and conditions either of that specified version or of any later version that has been published (not as a draft) by the Free Software Foundation. If the Document does not specify a version number of this License, you may choose any version ever published (not as a draft) by the Free Software Foundation. If the Document specifies that a proxy can decide which future versions of this License can be used, that proxy's public statement of acceptance of a version permanently authorizes you to choose that version for the Document.
11. RELICENSING

"Massive Multiauthor Collaboration Site" (or "MMC Site") means any World Wide Web server that publishes copyrightable works and also provides prominent facilities for anybody to edit those works. A public wiki that anybody can edit is an example of such a server. A "Massive Multiauthor Collaboration" (or "MMC") contained in the site means any set of copyrightable works thus published on the MMC site.

"CC-BY-SA" means the Creative Commons Attribution-Share Alike 3.0 license published by Creative Commons Corporation, a not-for-profit corporation with a principal place of business in San Francisco, California, as well as future copyleft versions of that license published by that same organization.

"Incorporate" means to publish or republish a Document, in whole or in part, as part of another Document.

An MMC is "eligible for relicensing" if it is licensed under this License, and if all works that were first published under this License somewhere other than this MMC, and subsequently incorporated in whole or in part into the MMC, (1) had no cover texts or invariant sections, and (2) were thus incorporated prior to November 1, 2008.

The operator of an MMC Site may republish an MMC contained in the site under CC-BY-SA on the same site at any time before August 1, 2009, provided the MMC is eligible for relicensing.
ADDENDUM: How to use this License for your documents

To use this License in a document you have written, include a copy of the License in the document and put the following copyright and license notices just after the title page:

    Copyright (C)  YEAR  YOUR NAME.
    Permission is granted to copy, distribute and/or modify this document
    under the terms of the GNU Free Documentation License, Version 1.3
    or any later version published by the Free Software Foundation;
    with no Invariant Sections, no Front-Cover Texts, and no Back-Cover Texts.
    A copy of the license is included in the section entitled "GNU
    Free Documentation License".

If you have Invariant Sections, Front-Cover Texts and Back-Cover Texts, replace the "with … Texts." line with this:

    with the Invariant Sections being LIST THEIR TITLES, with the
    Front-Cover Texts being LIST, and with the Back-Cover Texts being LIST.

If you have Invariant Sections without Cover Texts, or some other combination of the three, merge those two alternatives to suit the situation.

If your document contains nontrivial examples of program code, we recommend releasing these examples in parallel under your choice of free software license, such as the GNU General Public License, to permit their use in free software.
\end{multicols}

\section{GNU Lesser General Public License}
\begin{multicols}{4}


GNU LESSER GENERAL PUBLIC LICENSE

Version 3, 29 June 2007

Copyright © 2007 Free Software Foundation, Inc. <http://fsf.org/>

Everyone is permitted to copy and distribute verbatim copies of this license document, but changing it is not allowed.

This version of the GNU Lesser General Public License incorporates the terms and conditions of version 3 of the GNU General Public License, supplemented by the additional permissions listed below.
0. Additional Definitions.

As used herein, “this License” refers to version 3 of the GNU Lesser General Public License, and the “GNU GPL” refers to version 3 of the GNU General Public License.

“The Library” refers to a covered work governed by this License, other than an Application or a Combined Work as defined below.

An “Application” is any work that makes use of an interface provided by the Library, but which is not otherwise based on the Library. Defining a subclass of a class defined by the Library is deemed a mode of using an interface provided by the Library.

A “Combined Work” is a work produced by combining or linking an Application with the Library. The particular version of the Library with which the Combined Work was made is also called the “Linked Version”.

The “Minimal Corresponding Source” for a Combined Work means the Corresponding Source for the Combined Work, excluding any source code for portions of the Combined Work that, considered in isolation, are based on the Application, and not on the Linked Version.

The “Corresponding Application Code” for a Combined Work means the object code and/or source code for the Application, including any data and utility programs needed for reproducing the Combined Work from the Application, but excluding the System Libraries of the Combined Work.
1. Exception to Section 3 of the GNU GPL.

You may convey a covered work under sections 3 and 4 of this License without being bound by section 3 of the GNU GPL.
2. Conveying Modified Versions.

If you modify a copy of the Library, and, in your modifications, a facility refers to a function or data to be supplied by an Application that uses the facility (other than as an argument passed when the facility is invoked), then you may convey a copy of the modified version:

    * a) under this License, provided that you make a good faith effort to ensure that, in the event an Application does not supply the function or data, the facility still operates, and performs whatever part of its purpose remains meaningful, or
    * b) under the GNU GPL, with none of the additional permissions of this License applicable to that copy.

3. Object Code Incorporating Material from Library Header Files.

The object code form of an Application may incorporate material from a header file that is part of the Library. You may convey such object code under terms of your choice, provided that, if the incorporated material is not limited to numerical parameters, data structure layouts and accessors, or small macros, inline functions and templates (ten or fewer lines in length), you do both of the following:

    * a) Give prominent notice with each copy of the object code that the Library is used in it and that the Library and its use are covered by this License.
    * b) Accompany the object code with a copy of the GNU GPL and this license document.

4. Combined Works.

You may convey a Combined Work under terms of your choice that, taken together, effectively do not restrict modification of the portions of the Library contained in the Combined Work and reverse engineering for debugging such modifications, if you also do each of the following:

    * a) Give prominent notice with each copy of the Combined Work that the Library is used in it and that the Library and its use are covered by this License.
    * b) Accompany the Combined Work with a copy of the GNU GPL and this license document.
    * c) For a Combined Work that displays copyright notices during execution, include the copyright notice for the Library among these notices, as well as a reference directing the user to the copies of the GNU GPL and this license document.
    * d) Do one of the following:
          o 0) Convey the Minimal Corresponding Source under the terms of this License, and the Corresponding Application Code in a form suitable for, and under terms that permit, the user to recombine or relink the Application with a modified version of the Linked Version to produce a modified Combined Work, in the manner specified by section 6 of the GNU GPL for conveying Corresponding Source.
          o 1) Use a suitable shared library mechanism for linking with the Library. A suitable mechanism is one that (a) uses at run time a copy of the Library already present on the user's computer system, and (b) will operate properly with a modified version of the Library that is interface-compatible with the Linked Version.
    * e) Provide Installation Information, but only if you would otherwise be required to provide such information under section 6 of the GNU GPL, and only to the extent that such information is necessary to install and execute a modified version of the Combined Work produced by recombining or relinking the Application with a modified version of the Linked Version. (If you use option 4d0, the Installation Information must accompany the Minimal Corresponding Source and Corresponding Application Code. If you use option 4d1, you must provide the Installation Information in the manner specified by section 6 of the GNU GPL for conveying Corresponding Source.)

5. Combined Libraries.

You may place library facilities that are a work based on the Library side by side in a single library together with other library facilities that are not Applications and are not covered by this License, and convey such a combined library under terms of your choice, if you do both of the following:

    * a) Accompany the combined library with a copy of the same work based on the Library, uncombined with any other library facilities, conveyed under the terms of this License.
    * b) Give prominent notice with the combined library that part of it is a work based on the Library, and explaining where to find the accompanying uncombined form of the same work.

6. Revised Versions of the GNU Lesser General Public License.

The Free Software Foundation may publish revised and/or new versions of the GNU Lesser General Public License from time to time. Such new versions will be similar in spirit to the present version, but may differ in detail to address new problems or concerns.

Each version is given a distinguishing version number. If the Library as you received it specifies that a certain numbered version of the GNU Lesser General Public License “or any later version” applies to it, you have the option of following the terms and conditions either of that published version or of any later version published by the Free Software Foundation. If the Library as you received it does not specify a version number of the GNU Lesser General Public License, you may choose any version of the GNU Lesser General Public License ever published by the Free Software Foundation.

If the Library as you received it specifies that a proxy can decide whether future versions of the GNU Lesser General Public License shall apply, that proxy's public statement of acceptance of any version is permanent authorization for you to choose that version for the Library.
\end{multicols}
}
\pagebreak
\end{document}








document/headers/options.tex

% Festlegungen für minitoc
% \renewcommand{\myminitoc}{\minitoc}
% \renewcommand{\mtctitle}{Überblick}
% \setcounter{minitocdepth}{1}
% \dominitoc   % diese Zeile aktiviert das Erstellen der minitocs, sie muss vor \tableofcontents kommen

% Seitenformat
% ------------
%\KOMAoption{paper}{A5}          % zulässig: letter, legal, executive; A-, B-, C-, D-Reihen
\KOMAoption{open}{right}			% zulässig: right (jedes Kapitel beginnt rechts), left, any
\KOMAoption{numbers}{auto}
% Satzspiegel jetzt neu berechnen, damit er bei Kopf- und Fußzeilen beachtet wird
\KOMAoptions{DIV=13}

% Kopf- und Fusszeilen
% --------------------
% Breite und Trennlinie
%\setheadwidth[-6mm]{textwithmarginpar}
%\setheadsepline[textwithmarginpar]{0.4pt}
\setheadwidth{text}
\setheadsepline[text]{0.4pt}

% Variante 1: Kopf: links Kapitel, rechts Abschnitt (ohne Nummer); Fuß: außen die Seitenzahl
\ohead{\headmark}
\renewcommand{\chaptermark}[1]{\markleft{#1}{}}
\renewcommand{\sectionmark}[1]{\markright{#1}{}}
\ofoot[\pagemark]{\pagemark}

% Variante 2: Kopf außen die Seitenzahl, Fuß nichts
%\ohead{\pagemark}
%\ofoot{}

% Standardschriften
% -----------------
%\KOMAoption{fontsize}{18pt}
\addtokomafont{disposition}{\rmfamily}
\addtokomafont{title}{\rmfamily} 
\setkomafont{pageheadfoot}{\normalfont\rmfamily\mdseries}

% vertikaler Ausgleich
% -------------------- 
% nein -> \raggedbottom
% ja   -> \flushbottom    aber ungeeignet bei Fußnoten
%\raggedbottom
\flushbottom

% Tiefe des Inhaltsverzeichnisses bestimmen
% -----------------------------------------
% -1   nur \part{}
%  0   bis \chapter{}
%  1   bis \section{}
%  2   bis \subsection{} usw.
\newcommand{\mytocdepth}{1}

% mypart - Teile des Buches und Inhaltsverzeichnis
% ------------------------------------------------
% Standard: nur im Inhaltsverzeichnis, zusätzlicher Eintrag ohne Seitenzahl
% Variante: nur im Inhaltsverzeichnis, zusätzlicher Eintrag mit Seitenzahl 
%\renewcommand{\mypart}[1]{\addcontentsline{toc}{part}{#1}}
% Variante: mit eigener Seite vor dem ersten Kapitel, mit Eintrag und Seitenzahl im Inhaltsverzeichnis
\renewcommand{\mypart}[1]{\part{#1}}


% maketitle
% -----------------------------------------------
% Bestandteile des Innentitels
%\title{Einführung in SQL}
%\author{Jürgen Thomas}
%\subtitle{Datenbanken bearbeiten}
\date{}
% Bestandteile von Impressum und CR
% Bestandteile von Impressum und CR

\uppertitleback{
%Detaillierte Daten zu dieser Publikation sind bei Wikibooks zu erhalten:\newline{} \url{http://de.wikibooks.org/}
%Diese Publikation ist bei der Deutschen Nationalbibliothek registriert. Detaillierte Daten sind im Internet  zu erhalten: \newline{}\url{https://portal.d-nb.de/opac.htm?method=showSearchForm#top}
%Diese Publikation ist bei der Deutschen Nationalbibliothek registriert. Detaillierte Daten sind im Internet unter der Katalog-Nr. 1008575860 zu erhalten: \newline{}\url{http://d-nb.info/1008575860}

%Namen von Programmen und Produkten sowie sonstige Angaben sind häufig geschützt. Da es auch freie Bezeichnungen gibt, wird das Symbol \textregistered{} nicht verwendet.

%Erstellt am 
\today{}
}

\lowertitleback{
{\footnotesize
On the 28th of April 2012 the contents of the English as well as German Wikibooks and Wikipedia projects were licensed under Creative Commons Attribution-ShareAlike 3.0 Unported license.
A URI to this license is given in the list of figures on page \pageref{ListOfFigures}.
If this document is a derived work from the contents of one of these projects and the content was still licensed by the project under this license at the time of derivation this document has to be licensed under the same, a similar or a compatible license, as stated in section 4b of the license.
The list of contributors is included in chapter Contributors on page \pageref{Contributors}.
The licenses GPL, LGPL and GFDL are included in chapter Licenses on page \pageref{Licenses}, since this book and/or parts of it may or may not be licensed under one or more of these licenses, and thus require inclusion of these licenses.
The licenses of the figures are given in the list of figures on page \pageref{ListOfFigures}.
This PDF was generated by the \LaTeX{} typesetting  software.
The \LaTeX{} source code is included as an attachment ({\tt source.7z.txt}) in this PDF file.
To extract the source from the PDF file, you can use the \texttt{pdfdetach} tool
including in the \texttt{poppler} suite, or the
\url{http://www.pdflabs.com/tools/pdftk-the-pdf-toolkit/} utility.
Some PDF viewers may also let you save the attachment to a file.
After extracting it from the PDF file you have to rename it to {\tt source.7z}.
To uncompress the resulting archive we recommend the use of \url{http://www.7-zip.org/}.
The \LaTeX{} source itself was generated by a program written by Dirk Hünniger, which is freely available under an open source license from \url{http://de.wikibooks.org/wiki/Benutzer:Dirk_Huenniger/wb2pdf}.
}}


\renewcommand{\mysubtitle}[1]{}
\renewcommand{\mymaintitle}[1]{}
\renewcommand{\myauthor}[1]{}

\newenvironment{myshaded}{%
  \def\FrameCommand{ \hskip-2pt \fboxsep=\FrameSep \colorbox{shadecolor}}%
  \MakeFramed {\advance\hsize-\width \FrameRestore}}%
 {\endMakeFramed}








document/headers/packages1.tex

% Standard für Formatierung
%\usepackage[utf8]{inputenc} % use \usepackage[utf8]{inputenc} for tex4ht
\usepackage[usenames]{color}
\usepackage{textcomp} 
\usepackage{parskip} 
\usepackage[normalem]{ulem}
\usepackage[unicode=true]{hyperref}
\usepackage{tocstyle}
\usepackage[defblank]{paralist}
\usepackage{trace}
% Minitoc
%\usepackage{minitoc}

% Keystroke
\usepackage{keystroke}









document/headers/packages2.tex

% für Zeichensätze


%replacemnt for pslatex
\usepackage{mathptmx}
\usepackage[scaled=.92]{helvet}
\usepackage{courier}


\usepackage[T1]{fontenc} % disable this line for tex4ht

% für Tabellen
\usepackage{multirow}
\usepackage{multicol}
\usepackage{array,ragged2e}
\usepackage{longtable}

% für Kopf- und Fußzeilen, Fußnoten
\usepackage{scrpage2}
\usepackage{footnote}

% für Rahmen
\usepackage{verbatim}
\usepackage{framed}

% für Symbole
\usepackage{amsmath}
\usepackage{amssymb}
\usepackage{amsfonts}

\usepackage{pifont}
\usepackage{marvosym}
\let\Cross\undefined 
\usepackage{fourier-orns}  % disable this line for tex4ht   % für weitere Logos, z.B. \danger

% für Grafik-Einbindung
\usepackage[pdftex]{graphicx}
\usepackage{wasysym}
\let\Square\undefined 

% unklare Verwendung
\usepackage{bbm}
\usepackage{skull}

%arabtex
\usepackage[T1]{tipa}  % disable this line for tex4ht

\usepackage{fancyvrb}
\usepackage{bbding} 
\usepackage{textcomp}
\usepackage[table]{xcolor}
%\usepackage{microtype} disabled for xelatex
\usepackage{lscape}
\usepackage{tocstyle}
\usepackage{amsthm}
\usepackage{index}
\usepackage{scalefnt}
\makeindex







document/headers/paper.tex

\KOMAoption{paper}{A4}






document/headers/svg.tex

\newcommand{\SVGExtension}{png}






document/headers/templates-chemie.tex

\newcommand{\TemplateEnergieerhaltung}[1]{
\begin{longtable}{|>{\RaggedRight}p{\linewidth}|} \hline
{\bfseries Gesetz von der Erhaltung der Energie}\\ \hline
{\bfseries Albert Einstein (14.3. 1879 - 18.4.1955)}: Umwandlung von Energie in Masse und von Masse in Energie ist möglich.\\ 
$E = m \cdot c^2$ (c = Lichtgeschwindigkeit = 300.000 km/s)\\ \hline
{\bfseries 
Bei einer chemischen Reaktion ist die Summe aus Masse und Energie der Ausgangsstoffe gleich der Summe aus Masse und Energie der Endstoffe.
}\\\hline
Wird Energie frei, tritt ein unwägbar kleiner Massenverlust auf. Wird Energie investiert, tritt Massenzunahme auf. Dieses kann allerdings mit herkömmlichen Waagen nicht gemessen werden. \\ \hline
\end{longtable}
}

\newcommand{\TemplatePeriodensystem}[1]{
Hier sollte das Periodensystem stehen. Ein solches wird sehr wahrscheinlich von Orlando Camargo Rodriguez frei zur Verfügung gestellt werden. Dateiname: tabela_periodica.tex ist bereits online. Lizenz aber noch nicht genau genug definiert.
}

\newcommand{\TemplateMassenerhaltung}[1]{
\begin{longtable}{|>{\RaggedRight}p{\linewidth}|} \hline
{\bfseries Gesetz von der Erhaltung der Masse}\\ \hline
{\bfseries Antoine Lavoisier (1743 - 1794)}: Rien ne se perd, rien ne se crée\\ 
Die Gesamtmasse ändert sich bei chemischen Reaktionen (im Rahmen der Messgenauigkeiten) nicht.\\ \hline
Masse der Ausgangsstoffe=Masse der Produkte \\ \hline
\end{longtable}
}

\newcommand{\TemplateDaltonsAtomhyposthese}[1]{
\begin{longtable}{|>{\RaggedRight}p{\linewidth}|} \hline
\begin{enumerate}
\item Materie besteht aus extrem kleinen, bei Reaktion ungeteilt bleibenden Teilchen, den Atomen.
\item Die Masse der Atome eines bestimmten Elements sind gleich (alle Atome eines Elements sind gleich). Die Atome verschiedener Elemente unterscheiden sich in ihren Eigenschaften (zum Beispiel in Größe, Masse, usw.).
\item Es existieren so viele Atomsorten wie Elemente.
\item Bei chemischen Reaktionen werden Atome in neuer Kombination vereinigt oder voneinander getrennt.
\item Eine bestimmte Verbindung wird von den Atomen der betreffenden Elemente in einem bestimmten, einfachen Zahlenverhältnis gebildet.
\end{enumerate}
\\ \hline
\end{longtable}
}

\newcommand{\TemplateUnveraenderlicheMassenverhaeltnisse}[1]{
\begin{longtable}{|>{\RaggedRight}p{\linewidth}|} \hline
{\bfseries Gesetz der unveränderlichen Massenverhältnisse}\\ \hline
Louis Proust (1799) \\ \hline
Bei chemischen Reaktionen, also Vereinigung beziehungsweise Zersetzung, reagieren die Reinstoffe immer in einem von der Natur vorgegebenen festen Verhältnis miteinander.
\\ \hline
\end{longtable}
}







document/headers/templates-dirk.tex

\newenvironment{TemplateCodeInside}[6]
{
\def\leftbox{#5}
\def\rightbox{}
\def\framecolor{shadecolor}
\ifstr{#4}{e}{ \def\framecolor{red} 
               \def\rightbox{Falsch} } {}
\ifstr{#4}{v}{ \def\framecolor{mydarkgreen} 
               \def\rightbox{Richtig} } {}

\begin{scriptsize}
\begin{framed} 
\ttfamily

\ifstr{\leftbox} {} {
  % Ausgabe nur, wenn rechte Box Inhalt hat, dann links mit Standardtext
  \ifstr{\rightbox}{}{}
  { \fbox{Quelltext} \hfill \textbf{\color{\framecolor} \fcolorbox{black}{white}{\rightbox} }
  }
} {
\fbox{\leftbox}
% und bei Bedarf zusätzlich rechts die zweite Box
  \ifstr{\rightbox}{}{}
  { \hfill \textbf{\color{\framecolor} \fcolorbox{black}{white}{\rightbox} }
  } 
}

\begin{flushleft}
}  % Ende der begin-Anweisungen, es folgen die end-Anweisungen
{\end{flushleft}\end{framed}\end{scriptsize} }

\newcommand{\TemplateCode}[9]
% **************************************************
{

\ifstr{#1}{}{~}{
\minisec{\normalfont \scriptsize \centering \textbf{\textit{#1}} \medskip } }

\begin{scriptsize}

% Code-Abschnitt mit #4
\begin{TemplateCodeInside} {} {0pt} {0pt} {#3} {#5} {}
#6
\end{TemplateCodeInside}

% Ausgabetext mit #4
#4
 
% #2   Fußzeile ausgeben, sofern vorgesehen
\ifstr{#2} {} {} { \centering \textit{#2} \medskip \\ } 

\end{scriptsize}
}
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\newcommand{\LaTeXJa}{Ja}
\newcommand{\LaTeXNein}{Nein}
\newcommand{\wbtempcolora}{white}
\newcommand{\wbtempcolorb}{white}
\newcommand{\wbtempcolorc}{white}
\newcommand{\wbtemptexta}{}
\newcommand{\wbtemptextb}{}
\newcommand{\wbtemptextc}{}
\newlength{\wbtemplengtha}
\setlength{\wbtemplengtha}{0pt}
\newlength{\wbtemplengthb}
\setlength{\wbtemplengthb}{0pt}
\newlength{\wbtemplengthc}
\setlength{\wbtemplengthc}{0pt}
\newlength{\wbtemplengthd}
\setlength{\wbtemplengthd}{0pt}
\newlength{\wbtemplengthe}
\setlength{\wbtemplengthe}{0pt}
\newcount\wbtempcounta
\wbtempcounta=0
\newcount\wbtempcountb
\wbtempcountb=0
\newcount\wbtempcountc
\wbtempcountc=0

\newcommand{\CPPAuthorsTemplate}[4]{
\LaTeXZeroBoxTemplate{
The following people are authors to this book:

#3

You can verify who has contributed to this book by examining the history logs at Wikibooks (http://en.wikibooks.org/).

Acknowledgment is given for using some contents from other works like #1, as from the authors #2.

The above authors release their work under the following license:

This work is licensed under the Creative Commons Attribution-Share Alike 3.0 Unported license. In short: you are free to share and to make derivatives of this work under the conditions that you appropriately attribute it, and that you only distribute it under the same, similar or a compatible license. Any of the above conditions can be waived if you get permission from the copyright holder.
Unless otherwise noted, #4 used in this book have their own copyright, may use different licenses than the one used here, and were not created by the above authors. The authors, contributors, and licenses used should be acknowledged separately.}
}


\newcommand{\tlTemplate}[1]{{\{\{{\ttfamily #1}\}\}}}

\newcommand{\matrixdimTemplate}[1]{
\definecolor{shadecolor}{gray}{0.9}
\begin{myshaded}
{\bfseries Matrix Dimensions: }\\
A: $p \times p$ \\
B:  $p \times q$\\
C:  $r \times p$\\
D:  $r \times q$\\
\end{myshaded}
}

\newcommand{\matlabTemplate}[1]{
\definecolor{shadecolor}{gray}{0.9}
\begin{myshaded}
This operation can be performed using this MATLAB command:
{\ttfamily #1}
\end{myshaded}}

\newcommand{\PrintUnitPage}[3]{\pagebreak
\begin{flushleft}
{\bfseries \Large #1}
\end{flushleft}

\begin{longtable}{>{\RaggedRight}p{0.5\linewidth}>{\RaggedRight}p{0.5\linewidth}}
& #2
\end{longtable}}

\newcommand{\LaTeXCodeTipTemplate}[3]{

\definecolor{shadecolor}{gray}{0.9}
\begin{myshaded}
#1 \\
#2 \\
#3
\end{myshaded}
}

\newcommand{\DisassemblySyntax}[1]{

\definecolor{shadecolor}{gray}{0.9}
\begin{myshaded}
This code example uses #1 Syntax
\end{myshaded}}


\newcommand{\LaTeXDeutschTemplate}[1]{ {\bfseries deutsch:} #1 }



\newcommand{\LaTeXNullTemplate}[1]{}
\newcommand{\LatexSymbol}[1]{\LaTeX}

\newcommand{\LaTeXDoubleBoxTemplate}[2]{

\begin{minipage}{\linewidth}\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}{\bfseries #1} \\
#2
\end{myshaded}
\end{minipage}

}


\newcommand{\LaTeXSimpleBoxTemplate}[2]{
{\bfseries #1} \\
#2
}

\newcommand{\SolutionBoxTemplate}[2]{
#2
}


\newcommand{\LaTeXDoubleBoxOpenTemplate}[2]{

\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}{\bfseries #1} \\
#2
\end{myshaded}

}


\newcommand{\LaTeXLatinExcerciseTemplate}[3]{

\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}{\bfseries Excercise: #1} \\
#2 \\
{\bfseries Solution}
#3
\end{myshaded}

}


\newcommand{\LaTeXShadedColorBoxTemplate}[2]{
{\linewidth}#1\begin{myshaded}
#2
\end{myshaded}
}

\newcommand{\PGP}[1]{PGP:#1}


\newcommand{\DETAILS}[1]{For more details on this topic, see #1}

\newcommand{\ADAFile}[1]{\LaTeXZeroBoxTemplate{File: #1}}
\newcommand{\ADASample}[1]{\LaTeXZeroBoxTemplate{This code sample is also available in #1}}


\newcommand{\LaTeXZeroBoxTemplate}[1]{
\begin{minipage}{\linewidth}\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}
#1
\end{myshaded}
\end{minipage}
}

\newcommand{\LaTeXZeroBoxOpenTemplate}[1]{
\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}
#1
\end{myshaded}
}

\newcommand{\PDFLink}[1]{
\textbf{PDF} #1
}

\newcommand{\Lysippos}[1]{Lysippos}


\newcommand{\SonnensystemFakten}[3]{
#1 \\
\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}{\bfseries #2}  \\
#3 \\
\end{myshaded}
}


\newcommand{\VorlageReferenzenEintrag}[3]{
\begin{longtable}{p{0.2\linewidth}p{0.8\linewidth}}

{[\bfseries #1]} & {\itshape #2} #3 \\
\end{longtable}

}

\newcommand{\MBOX}[2]{\definecolor{shadecolor}{gray}{0.9}
\begin{myshaded}
\begin{longtable}{p{0.2\linewidth}p{0.7\linewidth}}
#1 & #2 \\
\end{longtable}
\end{myshaded}}



\newcommand{\LaTeXIdentityTemplate}[1]{#1
}

\newcommand{\AdaRM}[3]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1-#2.html}{#1.#2 #3}}

\newcommand{\AdaEightThreeRM}[2]{\myfnhref{http://archive.adaic.com/standards/83lrm/html/lrm-#1.html}{Annex #1: #2}}

\newcommand{\AdaRMThree}[4]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1-#2-#3.html}{#1.#2.#3 #4}}

\newcommand{\AdaRMAThree}[4]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1-#2-#3.html}{Annex #1.#2.#3 #4}}

\newcommand{\AdaRMATwo}[3]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1-#2.html}{Annex #1.#2 #3}}





\newcommand{\AdaNiveFiveRMThree}[4]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95lrm/ARM_HTML/RM-#1-#2-#3.html}{#1.#2.#3 #4}}


\newcommand{\AdaSGThree}[4]{\myfnhref{http://www.adaic.org/resources/add_content/docs/95style/html/sec_#1/#1-#2-#3.html}{#1.#2.#3 #4}}

\newcommand{\AdaSGTwo}[3]{\myfnhref{http://www.adaic.org/resources/add_content/docs/95style/html/sec_#1/#1-#2.html}{#1.#2 #3}}


\newcommand{\AdaSGOne}[2]{\myfnhref{http://www.adaic.org/resources/add_content/docs/95style/html/sec_#1/}{Chapter #1: #2}}



\newcommand{\AdaRMNineFive}[3]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95lrm/ARM_HTML/RM-#1-#2.html}{#1.#2 #3}}


\newcommand{\AdaRMCiteFive}[7]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1-#2-#3.html}{ISO/IEC 8652:2007. #1.#2.#3 #4 (#5). Ada 2005 Reference Manual. #7 }}


\newcommand{\AdaTwentyZeroFive}[1]{{\itshape This language feature is only available in Ada 2005}}

\newcommand{\ADANFAI}[2]{\myfnhref{http://www.ada-auth.org/cgi-bin/cvsweb.cgi/AIs/AI-00#1.TXT}{AI95-00#1-01 #2}}

\newcommand{\ADARMAONE}[2]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1.html}{Annex #1 #2}}

\newcommand{\ADARMONE}[2]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1.html}{Section #1: #2}}
\newcommand{\ADANiveFiveRMONE}[2]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95lrm/ARM_HTML/RM-#1.html}{Section #1: #2}}

\newcommand{\AdaNiveFiveRMAThree}[4]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95lrm/ARM_HTML/RM-#1-#2-#3.html}{Annex #1.#2-#3 #4}}

\newcommand{\AdaNiveFiveRMATwo}[4]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95lrm/ARM_HTML/RM-#1-#2.html}{Annex #1.#2 #3}}

\newcommand{\AdaNiveFiveR}[3]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95rat/rat95html/rat95-p#3-#1.html}{#1 #2}}

\newcommand{\AdaNiveFiveRTwo}[4]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95rat/rat95html/rat95-p#4-#1.html}{#1.#2 #3}}



\newcommand{\AdaPragma}[1]{\LaTeXTTBF{pragma} }


\newcommand{\yes}[1]{yes}
\newcommand{\no}[1]{no}
\newcommand{\BlenderRepo}[1]{\myfnhef{https://developer.blender.org/diffusion/B/browse/master/#1}{#1}}

\newcommand{\TychoBrahe}[1]{Tycho Brahe}
\newcommand{\BlenderAlignedView}[1]{This tutorial relies on objects being created so that they are aligned to the view that you’re looking through. Versions 2.48 and above have changed the way this works. Visit \myfnhref{https://en.wikibooks.org/wiki/Blender_3D:_Noob_to_Pro/Aligned_to_view_issue}{Aligned} to view issue to understand the settings that need to be changed.}

\newcommand{\LaTeXPlainBoxTemplate}[1]{
\begin{minipage}{\linewidth}\definecolor{shadecolor}{gray}{0.9}\begin{myshaded} 
#1
\end{myshaded}
\end{minipage}
}


\newcommand{\Hinweis}[1]{
\begin{TemplateInfo}{{\Huge \textcircled{\LARGE !}}}{Hinweis}
#1
\end{TemplateInfo}}



\newcommand{\LaTexInfoTemplateOne}[1]{
\begin{TemplateInfo}{\Info}{Information}
#1
\end{TemplateInfo}}

\newcommand{\EqnTemplate}[1]{
\begin{flushright}
\textbf{[#1]}
\end{flushright}}

\newcommand{\RefTemplate}[1]{[#1]}


\newcommand{\LaTeXGCCTakeTemplate}[1]{
\LaTeXDoubleBoxTemplate{Take home:}{#1}
}

\newcommand{\LaTeXEditorNote}[1]{\LaTeXDoubleBoxTemplate{Editor's note}{#1}}

\newcommand{\BNPForVersion}[1]{
\LaTeXInfoTemplateOne{Applicable Blender version: #1}
}

\newcommand{\LaTeXInfoTemplateOne}[1]{
\begin{TemplateInfo}{\Info}{Information}
#1
\end{TemplateInfo}
}


\newcommand{\LaTexHelpFulHintTemplate}[1]{
\LaTeXDoubleBoxTemplate{Helpful Hint:}{#1}
}

\newcommand{\MyLaTeXTemplate}[3]{
\LaTeXDoubleBoxTemplate{MyLaTeXTemplate1:}{#1 \\ #2 \\ #3}
}

\newcommand{\TemplatePreformat}[1]{
\par
\begin{scriptsize}
%\setlength{\baselineskip}{0.9\baselineskip}
\ttfamily
#1
\par
\end{scriptsize}
}

\newcommand{\TemplateSpaceIndent}[1]{
\begin{scriptsize}
\begin{framed}
\ttfamily
#1
\end{framed}
\end{scriptsize}
}

\newcommand{\GenericColorBox}[2]
{
\newline
\begin{tabular}[t]{p{0.6cm}p{4cm}}
#1&#2\\  
\end{tabular}
}

\newcommand{\legendNamedColorBox}[2]
{
  \GenericColorBox{
    \parbox[t]{0.5\linewidth}{
      \textsuperscript{
        \fcolorbox{black}{#1}{
          \Huge{\,\,}
        }
      }
    }
  }{
    #2
  } 
}

\newcommand{\legendColorBox}[2]
{
  \GenericColorBox{
    \definecolor{tempColor}{rgb}{#1}
    \parbox[t]{0.5\linewidth}{
      \textsuperscript{
        \fcolorbox{black}{tempColor}{
           \Huge{\,\,}
        }
      }
    }
  }{
    #2
  } 
}



%\newcommand{\ubung} {{\LARGE $\triangleright$}}
\newcommand{\ubung}{\ding{228} \textbf{Aufgabe:}\,}

\newcommand{\TemplateSource}[1]
{
%\begin{TemplateCodeInside}{}{\baselineskip}{\baselineskip}{}{}{true}
\begin{scriptsize}
\begin{myshaded}\ttfamily
#1
\end{myshaded}
\end{scriptsize}
%\end{TemplateCodeInside}
}


\newenvironment{TemplateInfo}[2]
% no more parameters
%****************************************************
% Template Info
% Kasten mit Logo, Titelzeile, Text
% kann für folgende Wiki-Vorlagen benutzt werden:
%          Vorlage:merke, Vorlage:Achtung u.ä.
%
% #1 Logo  (optional) default: \Info
% #2 Titel (optional) default: Information; könnte theoretisch auch leer sein,
%                     das ist aber wegen des Logos nicht sinnvoll
%****************************************************
{
% Definition des Kastens mit Standardwerten
% u.U. ist linewidth=1pt erorderlich
\begin{framed}
% linksbündig ist besser, weil es in der Regel wenige Zeilen sind, die teilweise kurz sind
\begin{flushleft}
% Überschrift größer darstellen
\begin{Large}
% #1 wird als Logo verwendet, Vorgabe ist \Info aus marvosym
%    für andere Logos muss ggf. das Package eingebunden werden
%    das Logo kann auch mit einer Größe verbunden werden, z.B. \LARGE\danger als #1
{#1 } \
% #2 wird als Titelzeile verwendet, Vorgabe ist 'Information'
{\bfseries #2}
\medskip \end{Large} \\
} % Ende der begin-Anweisungen, es folgenden die end-Anweisungen
{ \end{flushleft}\end{framed} }


\newcommand{\TemplateHeaderExercise}[3]
% no more parameters
%****************************************************
% Template Header Exercise
% Rahmen als minisec mit Nummer der Aufgabe und Titel und grauem Hintergrund
% ist gedacht für folgende Wiki-Vorlage:
%          Vorlage:Übung4
% kann genauso für den Aufgaben-Teil folgender Vorlagen verwendet werden:
%          Vorlage:Übung    (wird zz. nur einmal benutzt)
%          Vorlage:Übung2   (wird zz. gar nicht benutzt)
%          Vorlage:Übung3   (wird zz. in 2 Büchern häufig benutzt)
%          C++-Programmierung/ Vorlage:Aufgabe  (wird zz. nur selten benutzt,
%                            ist in LatexRenderer.hs schon erledigt)
%
% #1 Text   (optional) 'Aufgabe' oder 'Übung', kann auch leer sein
% #2 Nummer (Pflicht)  könnte theoretisch auch leer sein, aber dann sieht die Zeile
%                      seltsam aus; oder die if-Abfragen wären unnötig komplex
% #3 Titel  (optional) Inhaltsangabe der Aufgabe, kann auch leer sein
%****************************************************
{
\minisec{\normalfont \fcolorbox{black}{shadecolor}{\large \, #1 #2 \ifx{#3}{}{}\else{-- #3}\fi \,} \medskip }
}
 
\newcommand{\TemplateHeaderSolution}[3]
% no more parameters
%****************************************************
% Template Header Solution
% Rahmen als minisec mit Nummer der Aufgabe und Titel und grauem Hintergrund
%
% ist gedacht für den Lösungen-Teil der Vorlagen und wird genauso
% verwendet wie \TemplateHeaderExercise
%****************************************************
{
\minisec{\normalfont \fcolorbox{black}{shadecolor}{\large \, Lösung zu #1 #2 \ifx{#3}{}{}\else{-- #3}\fi \,} \medskip }
}

\newcommand{\TemplateUbungDrei}[4]
{
\TemplateHeaderExercise{Übung}{#1}{#2}
#3
\TemplateHeaderSolution{Übung}{#1}{#2}
#4
}

\newcommand{\Mywrapfigure}[2]
{
\begin{wrapfigure}{r}{#1\textwidth}
\begin{center}
#2
\end{center}
\end{wrapfigure}
}



\newcommand{\Mymakebox}[2]
{
\begin{minipage}{#1\textwidth}
#2
\end{minipage}
}

\newcommand{\MyBlau}[1]{
\textcolor{darkblue}{#1}
} 
\newcommand{\MyRot}[1]{
\textcolor{red}{#1}
} 
\newcommand{\MyGrun}[1]{
\textcolor{mydarkgreen}{#1}
} 
\newcommand{\MyBg}[2]{
\fcolorbox{#1}{#1}{#2} 
} 

\newcommand{\BNPModule}[1]{
the "#1" module
} 


\newcommand{\LaTeXMerkeZweiTemplate}[1]{\LaTeXDoubleBoxTemplate{Merke}{#1}}

\newcommand{\LaTeXDefinitionTemplate}[1]{\LaTeXDoubleBoxTemplate{Definition}{#1}}

\newcommand{\LaTeXAnorganischeChemieFuerSchuelerVorlageMerksatzTemplate}[1]{\LaTeXDoubleBoxTemplate{Merksatz}{#1}}

\newcommand{\LaTeXTextTemplate}[1]{\LaTeXDoubleBoxTemplate{}{#1}}

\newcommand{\LaTeXExampleTemplate}[1]{\LaTeXDoubleBoxTemplate{Example:}{#1}}

\newcommand{\LaTeXexampleTemplate}[1]{\LaTeXDoubleBoxTemplate{Example:}{#1}}

\newcommand{\LaTeXPTPBoxTemplate}[1]{\LaTeXDoubleBoxTemplate{Points to ponder:}{#1}}

\newcommand{\LaTeXNOTETemplate}[2]{\LaTeXDoubleBoxTemplate{Note:}{#1 #2}}

\newcommand{\LaTeXNotizTemplate}[1]{\LaTeXDoubleBoxTemplate{Notiz:}{#1}}

\newcommand{\LaTeXbodynoteTemplate}[1]{\LaTeXDoubleBoxTemplate{Note:}{#1}}

\newcommand{\DarcsPatchProperty}[1]{\LaTeXDoubleBoxTemplate{Patch property:}{#1}}



\newcommand{\LaTeXecebcite}[1]{\textsuperscript{[#1]}}

\newcommand{\LaTeXmainpage}[1]{{\itshape Main Page: #1}}
\newcommand{\LaTeXAsof}[1]{As of #1}
\newcommand{\LaTeXasof}[1]{as of #1}


\newcommand{\LaTeXAPDIPpreface}[1]{
Roberto R. Romulo \newline
Chairman (2000-2002) \newline
e-ASEAN Task Force \newline
Manila, Philippines \newline
$\text{ }$\newline
Shahid Akhtar \newline
Program Coordinator\newline 
UNDP-APDIP \newline
Kuala Lumpur, Malaysia\newline 
http://www.apdip.net\newline}


\newcommand{\LaTeXcquoteTemplate}[1]{\LaTeXDoubleBoxTemplate{Quote:}{#1}}

\newcommand{\LaTeXCquoteTemplate}[1]{\LaTeXDoubleBoxTemplate{Quote:}{#1}}

\newcommand{\LaTeXSideNoteTemplate}[1]{\LaTeXDoubleBoxTemplate{Note:}{#1}}

\newcommand{\LaTeXsideNoteTemplate}[1]{\LaTeXDoubleBoxTemplate{Note:}{#1}}

\newcommand{\LaTeXExercisesTemplate}[1]{\LaTeXDoubleBoxTemplate{Exercises:}{#1}}

\newcommand{\LaTeXCppProgrammierungVorlageTippTemplate}[1]{\LaTeXDoubleBoxTemplate{Tip}{#1}}

\newcommand{\LaTeXTipTemplate}[1]{\LaTeXDoubleBoxTemplate{Tip}{#1}}
\newcommand{\LaTeXUnknownTemplate}[1]{unknown}

\newcommand{\LaTeXCppProgrammierungVorlageHinweisTemplate}[1]{\LaTeXDoubleBoxTemplate{Hinweis}{#1}}

\newcommand{\LaTeXCppProgrammierungVorlageSpaeterImBuchTemplate}[1]{\LaTeXDoubleBoxTemplate{Thema wird später näher erläutert...}{#1}}

\newcommand{\SGreen}[1]{This page uses material from Dr. Sheldon Green's Hypertext Help with LaTeX.}
\newcommand{\ARoberts}[1]{This page uses material from Andy Roberts' Getting to grips with LaTeX with permission from the author.}

\newcommand{\LaTeXCppProgrammierungVorlageAnderesBuchTemplate}[1]{\LaTeXDoubleBoxTemplate{Buchempfehlung}{#1}}

\newcommand{\LaTeXCppProgrammierungVorlageNichtNaeherBeschriebenTemplate}[1]{\LaTeXDoubleBoxTemplate{Nicht Thema dieses Buches...}{#1}}

\newcommand{\LaTeXPythonUnterLinuxVorlagenVorlageDetailsTemplate}[1]{\LaTeXDoubleBoxTemplate{Details}{#1}}

\newcommand{\LaTeXChapterTemplate}[1]{\chapter{#1}
\myminitoc
}

\newcommand{\Sample}[2]{
\begin{longtable}{|p{\linewidth}|}
\hline
#1 \\ \hline
#2 \\ \hline
\end{longtable}
}

\newcommand{\Syntax}[1]{
\LaTeXDoubleBoxTemplate{Syntax}{#1}}


\newcommand{\LaTeXTT}[1]{{\ttfamily #1}}
\newcommand{\LaTeXBF}[1]{{\bfseries #1}}
\newcommand{\ADAPK}[3]{{#1.#2}}
\newcommand{\LaTeXTTBF}[1]{{\bfseries \ttfamily #1}}
\newcommand{\LaTeXIT}[1]{{\itshape #1}}
\newcommand{\ADACOM}[1]{{\itshape -{}-#1}}

\newcommand{\LaTeXCenter}[1]{
\begin{center}
#1
\end{center}}


\newcommand{\BNPManual}[2]{The Blender Manual page on #1 at \url{http://wiki.blender.org/index.php/Doc:Manual/#1}}
\newcommand{\BNPWeb}[2]{#1 at \url{#2}}

\newcommand{\Noframecenter}[2]{
\begin{tablular}{p{\linewidth}}
#2\\ 
#1 
\end{tabluar}
}


\newcommand{\LaTeXTTUlineTemplate}[1]{{\ttfamily \uline{#1}}
}



\newcommand{\PythonUnterLinuxDenulltails}[1]{
\begin{tabular}{|p{\linewidth}|}\hline
\textbf{Denulltails} \\ \hline
#1 \\ \hline 
\end{tabular}}

\newcommand{\GNURTip}[1]{
\begin{longtable}{|p{\linewidth}|}\hline
\textbf{Tip} \\ \hline
#1 \\ \hline 
\end{longtable}}

\newcommand{\PerlUebung}[1]{
\begin{longtable}{|p{\linewidth}|}\hline
#1 \\ \hline 
\end{longtable}}

\newcommand{\PerlNotiz}[1]{
\begin{table}{|p{\linewidth}|}\hline
#1 \\ \hline 
\end{table}}

\newcommand{\ACFSZusatz}[1]{\textbf{ Zusatzinformation }}
\newcommand{\ACFSVorlageB}[1]{\textbf{ Beobachtung }}
\newcommand{\ACFSVorlageV}[1]{\textbf{ Versuchsbeschreibung }}
\newcommand{\TemplateHeaderSolutionUebung}[2]{\TemplateHeaderSolution{Übung}{#1}{#2}}
\newcommand{\TemplateHeaderExerciseUebung}[2]{\TemplateHeaderExercise{Übung}{#1}{#2}}

\newcommand{\ChemTemplate}[9]{\texttt{     
#1#2#3#4#5#6#7#8#9}}

\newcommand{\QED}[1]{\square}

\newcommand{\WaningTemplate}[1]{     
\begin{TemplateInfo}{\danger}{Warning}
#1
\end{TemplateInfo}}


\newcommand{\WarnungTemplate}[1]{     
\begin{TemplateInfo}{\danger}{Warnung}
#1
\end{TemplateInfo}}


\newcommand{\BlenderAlignedToViewIssue}[1]{     
\begin{TemplateInfo}{\danger}{Blender3d Aligned to view issue}
This tutorial relies on objects being created so that they are aligned to the view that you’re looking through. Versions 2.48 and above have changed the way this works. Visit Aligned (\url{http://en.wikibooks.org/wiki/Blender_3D:_Noob_to_Pro/Aligned_to_view_issue}) to view issue to understand the settings that need to be changed.
\end{TemplateInfo}}


\newcommand{\BlenderVersion}[1]{     
{\itshape Diese Seite bezieht sich auf }{\bfseries \quad Blender Version #1}}

\newcommand{\Literal}[1]{{\itshape #1}}

\newcommand{\JavaIllustration}[3]{
\begin{tablular}
{Figure #1: #2}
\\
#3
\end{ltablular}
}


\newcommand{\Ja}[1]{\Checkmark {\bfseries Ja}}
\newcommand{\Nein}[1]{\XSolidBrush {\bfseries Nein}}

\newcommand{\SVGVersions}[8]{
{\scriptsize
\begin{tabular}{|p{0.45\linewidth}|p{0.13\linewidth}|}\hline
Squiggle (Batik) & #1 \\ \hline
Opera (Presto) & #2 \\ \hline
Firefox (Gecko; auch SeaMonkey, Iceape, Iceweasel etc) & #3 \\ \hline
Konqueror (KSVG) & #4 \\ \hline
Safari (Webkit) & #5 \\ \hline
Chrome (Webkit) & #6 \\ \hline
Microsoft Internet Explorer (Trident) & #7 \\ \hline
librsvg & #8 \\\hline
\end{tabular}}

}


\theoremstyle{plain}
\newtheorem{satz}{Satz}
\newtheorem{beweis}{Beweis}
\newtheorem{beispiel}{Beispiel}

\theoremstyle{definition}
\newtheorem{mydef}{Definition}

\newcommand{\NFSatz}[2]{\begin{satz}#1\end{satz}#2}

\newcommand{\NFDef}[2]{\begin{mydef}#1\end{mydef}#2}

\newcommand{\NFBeweis}[2]{\begin{beweis}#1\end{beweis}#2}

\newcommand{\NFBeispiel}[2]{\begin{beweis}#1\end{beweis}#2}

\newcommand{\NFFrage}[3]{

\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}{\itshape \uline{#1}: #2} \\
#3
\end{myshaded}

}

\newcommand{\NFFrageB}[2]{

\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}{\itshape \uline{Frage}: #1} \\
#2
\end{myshaded}

}


\newcommand{\NFVertiefung}[1]{
{\bfseries Vertiefung:} \\
Der Inhalt des folgenden Abschnitts ist eine Vertiefung des Stoffes. Für die nächsten Kapitel ist es nicht notwendig, dass du dieses Kapitel gelesen hast.

}
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\newcommand{\R}{\ensuremath{\mathbb{R}}}
\newcommand{\N}{\ensuremath{\mathbb{N}}}
\newcommand{\Z}{\ensuremath{\mathbb{Z}}}
\newcommand{\Q}{\ensuremath{\mathbb{Q}}}
\renewcommand{\C}{\ensuremath{\mathbb{C}}}
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document/headers/templates.tex~

\newcommand{\LaTeXJa}{Ja}
\newcommand{\LaTeXNein}{Nein}
\newcommand{\wbtempcolora}{white}
\newcommand{\wbtempcolorb}{white}
\newcommand{\wbtempcolorc}{white}
\newcommand{\wbtemptexta}{}
\newcommand{\wbtemptextb}{}
\newcommand{\wbtemptextc}{}
\newlength{\wbtemplengtha}
\setlength{\wbtemplengtha}{0pt}
\newlength{\wbtemplengthb}
\setlength{\wbtemplengthb}{0pt}
\newlength{\wbtemplengthc}
\setlength{\wbtemplengthc}{0pt}
\newlength{\wbtemplengthd}
\setlength{\wbtemplengthd}{0pt}
\newlength{\wbtemplengthe}
\setlength{\wbtemplengthe}{0pt}
\newcount\wbtempcounta
\wbtempcounta=0
\newcount\wbtempcountb
\wbtempcountb=0
\newcount\wbtempcountc
\wbtempcountc=0

\newcommand{\CPPAuthorsTemplate}[4]{
\LaTeXZeroBoxTemplate{
The following people are authors to this book:

#3

You can verify who has contributed to this book by examining the history logs at Wikibooks (http://en.wikibooks.org/).

Acknowledgment is given for using some contents from other works like #1, as from the authors #2.

The above authors release their work under the following license:

This work is licensed under the Creative Commons Attribution-Share Alike 3.0 Unported license. In short: you are free to share and to make derivatives of this work under the conditions that you appropriately attribute it, and that you only distribute it under the same, similar or a compatible license. Any of the above conditions can be waived if you get permission from the copyright holder.
Unless otherwise noted, #4 used in this book have their own copyright, may use different licenses than the one used here, and were not created by the above authors. The authors, contributors, and licenses used should be acknowledged separately.}
}


\newcommand{\tlTemplate}[1]{{\{\{{\ttfamily #1}\}\}}}

\newcommand{\matrixdimTemplate}[1]{
\definecolor{shadecolor}{gray}{0.9}
\begin{myshaded}
{\bfseries Matrix Dimensions: }\\
A: $p \times p$ \\
B:  $p \times q$\\
C:  $r \times p$\\
D:  $r \times q$\\
\end{myshaded}
}

\newcommand{\matlabTemplate}[1]{
\definecolor{shadecolor}{gray}{0.9}
\begin{myshaded}
This operation can be performed using this MATLAB command:
{\ttfamily #1}
\end{myshaded}}

\newcommand{\PrintUnitPage}[3]{\pagebreak
\begin{flushleft}
{\bfseries \Large #1}
\end{flushleft}

\begin{longtable}{>{\RaggedRight}p{0.5\linewidth}>{\RaggedRight}p{0.5\linewidth}}
& #2
\end{longtable}}

\newcommand{\LaTeXCodeTipTemplate}[3]{

\definecolor{shadecolor}{gray}{0.9}
\begin{myshaded}
#1 \\
#2 \\
#3
\end{myshaded}
}

\newcommand{\DisassemblySyntax}[1]{

\definecolor{shadecolor}{gray}{0.9}
\begin{myshaded}
This code example uses #1 Syntax
\end{myshaded}}


\newcommand{\LaTeXDeutschTemplate}[1]{ {\bfseries deutsch:} #1 }



\newcommand{\LaTeXNullTemplate}[1]{}
\newcommand{\LatexSymbol}[1]{\LaTeX}

\newcommand{\LaTeXDoubleBoxTemplate}[2]{

\begin{minipage}{\linewidth}\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}{\bfseries #1} \\
#2
\end{myshaded}
\end{minipage}

}


\newcommand{\LaTeXSimpleBoxTemplate}[2]{
{\bfseries #1} \\
#2
}

\newcommand{\SolutionBoxTemplate}[2]{
#2
}


\newcommand{\LaTeXDoubleBoxOpenTemplate}[2]{

\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}{\bfseries #1} \\
#2
\end{myshaded}

}


\newcommand{\LaTeXLatinExcerciseTemplate}[3]{

\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}{\bfseries Excercise: #1} \\
#2 \\
{\bfseries Solution}
#3
\end{myshaded}

}


\newcommand{\LaTeXShadedColorBoxTemplate}[2]{
{\linewidth}#1\begin{myshaded}
#2
\end{myshaded}
}

\newcommand{\PGP}[1]{PGP:#1}


\newcommand{\DETAILS}[1]{For more details on this topic, see #1}

\newcommand{\ADAFile}[1]{\LaTeXZeroBoxTemplate{File: #1}}
\newcommand{\ADASample}[1]{\LaTeXZeroBoxTemplate{This code sample is also available in #1}}


\newcommand{\LaTeXZeroBoxTemplate}[1]{
\begin{minipage}{\linewidth}\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}
#1
\end{myshaded}
\end{minipage}
}

\newcommand{\LaTeXZeroBoxOpenTemplate}[1]{
\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}
#1
\end{myshaded}
}

\newcommand{\PDFLink}[1]{
\textbf{PDF} #1
}

\newcommand{\Lysippos}[1]{Lysippos}


\newcommand{\SonnensystemFakten}[3]{
#1 \\
\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}{\bfseries #2}  \\
#3 \\
\end{myshaded}
}


\newcommand{\VorlageReferenzenEintrag}[3]{
\begin{longtable}{p{0.2\linewidth}p{0.8\linewidth}}

{[\bfseries #1]} & {\itshape #2} #3 \\
\end{longtable}

}

\newcommand{\MBOX}[2]{\definecolor{shadecolor}{gray}{0.9}
\begin{myshaded}
\begin{longtable}{p{0.2\linewidth}p{0.7\linewidth}}
#1 & #2 \\
\end{longtable}
\end{myshaded}}



\newcommand{\LaTeXIdentityTemplate}[1]{#1
}

\newcommand{\AdaRM}[3]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1-#2.html}{#1.#2 #3}}

\newcommand{\AdaEightThreeRM}[2]{\myfnhref{http://archive.adaic.com/standards/83lrm/html/lrm-#1.html}{Annex #1: #2}}

\newcommand{\AdaRMThree}[4]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1-#2-#3.html}{#1.#2.#3 #4}}

\newcommand{\AdaRMAThree}[4]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1-#2-#3.html}{Annex #1.#2.#3 #4}}

\newcommand{\AdaRMATwo}[3]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1-#2.html}{Annex #1.#2 #3}}





\newcommand{\AdaNiveFiveRMThree}[4]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95lrm/ARM_HTML/RM-#1-#2-#3.html}{#1.#2.#3 #4}}


\newcommand{\AdaSGThree}[4]{\myfnhref{http://www.adaic.org/resources/add_content/docs/95style/html/sec_#1/#1-#2-#3.html}{#1.#2.#3 #4}}

\newcommand{\AdaSGTwo}[3]{\myfnhref{http://www.adaic.org/resources/add_content/docs/95style/html/sec_#1/#1-#2.html}{#1.#2 #3}}


\newcommand{\AdaSGOne}[2]{\myfnhref{http://www.adaic.org/resources/add_content/docs/95style/html/sec_#1/}{Chapter #1: #2}}



\newcommand{\AdaRMNineFive}[3]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95lrm/ARM_HTML/RM-#1-#2.html}{#1.#2 #3}}


\newcommand{\AdaRMCiteFive}[7]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1-#2-#3.html}{ISO/IEC 8652:2007. #1.#2.#3 #4 (#5). Ada 2005 Reference Manual. #7 }}


\newcommand{\AdaTwentyZeroFive}[1]{{\itshape This language feature is only available in Ada 2005}}

\newcommand{\ADANFAI}[2]{\myfnhref{http://www.ada-auth.org/cgi-bin/cvsweb.cgi/AIs/AI-00#1.TXT}{AI95-00#1-01 #2}}

\newcommand{\ADARMAONE}[2]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1.html}{Annex #1 #2}}

\newcommand{\ADARMONE}[2]{\myfnhref{http://www.adaic.org/resources/add_content/standards/05rm/html/RM-#1.html}{Section #1: #2}}
\newcommand{\ADANiveFiveRMONE}[2]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95lrm/ARM_HTML/RM-#1.html}{Section #1: #2}}

\newcommand{\AdaNiveFiveRMAThree}[4]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95lrm/ARM_HTML/RM-#1-#2-#3.html}{Annex #1.#2-#3 #4}}

\newcommand{\AdaNiveFiveRMATwo}[4]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95lrm/ARM_HTML/RM-#1-#2.html}{Annex #1.#2 #3}}

\newcommand{\AdaNiveFiveR}[3]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95rat/rat95html/rat95-p#3-#1.html}{#1 #2}}

\newcommand{\AdaNiveFiveRTwo}[4]{\myfnhref{http://www.adaic.org/resources/add_content/standards/95rat/rat95html/rat95-p#4-#1.html}{#1.#2 #3}}



\newcommand{\AdaPragma}[1]{\LaTeXTTBF{pragma} }


\newcommand{\yes}[1]{yes}
\newcommand{\no}[1]{no}
\newcommand{\BlenderRepo}[1]{\myfnhef{https://developer.blender.org/diffusion/B/browse/master/#1}{#1}}

\newcommand{\TychoBrahe}[1]{Tycho Brahe}
\newcommand{\BlenderAlignedView}[1]{This tutorial relies on objects being created so that they are aligned to the view that you’re looking through. Versions 2.48 and above have changed the way this works. Visit \myfnhref{https://en.wikibooks.org/wiki/Blender_3D:_Noob_to_Pro/Aligned_to_view_issue}{Aligned} to view issue to understand the settings that need to be changed.}

\newcommand{\LaTeXPlainBoxTemplate}[1]{
\begin{minipage}{\linewidth}\definecolor{shadecolor}{gray}{0.9}\begin{myshaded} 
#1
\end{myshaded}
\end{minipage}
}


\newcommand{\Hinweis}[1]{
\begin{TemplateInfo}{{\Huge \textcircled{\LARGE !}}}{Hinweis}
#1
\end{TemplateInfo}}



\newcommand{\LaTexInfoTemplateOne}[1]{
\begin{TemplateInfo}{\Info}{Information}
#1
\end{TemplateInfo}}

\newcommand{\EqnTemplate}[1]{
\begin{flushright}
\textbf{[#1]}
\end{flushright}}

\newcommand{\RefTemplate}[1]{[#1]}


\newcommand{\LaTeXGCCTakeTemplate}[1]{
\LaTeXDoubleBoxTemplate{Take home:}{#1}
}

\newcommand{\LaTeXEditorNote}[1]{\LaTeXDoubleBoxTemplate{Editor's note}{#1}}

\newcommand{\BNPForVersion}[1]{
\LaTeXInfoTemplateOne{Applicable Blender version: #1}
}

\newcommand{\LaTeXInfoTemplateOne}[1]{
\begin{TemplateInfo}{\Info}{Information}
#1
\end{TemplateInfo}
}


\newcommand{\LaTexHelpFulHintTemplate}[1]{
\LaTeXDoubleBoxTemplate{Helpful Hint:}{#1}
}

\newcommand{\MyLaTeXTemplate}[3]{
\LaTeXDoubleBoxTemplate{MyLaTeXTemplate1:}{#1 \\ #2 \\ #3}
}

\newcommand{\TemplatePreformat}[1]{
\par
\begin{scriptsize}
%\setlength{\baselineskip}{0.9\baselineskip}
\ttfamily
#1
\par
\end{scriptsize}
}

\newcommand{\TemplateSpaceIndent}[1]{
\begin{scriptsize}
\begin{framed}
\ttfamily
#1
\end{framed}
\end{scriptsize}
}

\newcommand{\GenericColorBox}[2]
{
\newline
\begin{tabular}[t]{p{0.6cm}p{4cm}}
#1&#2\\  
\end{tabular}
}

\newcommand{\legendNamedColorBox}[2]
{
  \GenericColorBox{
    \parbox[t]{0.5\linewidth}{
      \textsuperscript{
        \fcolorbox{black}{#1}{
          \Huge{\,\,}
        }
      }
    }
  }{
    #2
  } 
}

\newcommand{\legendColorBox}[2]
{
  \GenericColorBox{
    \definecolor{tempColor}{rgb}{#1}
    \parbox[t]{0.5\linewidth}{
      \textsuperscript{
        \fcolorbox{black}{tempColor}{
           \Huge{\,\,}
        }
      }
    }
  }{
    #2
  } 
}



%\newcommand{\ubung} {{\LARGE $\triangleright$}}
\newcommand{\ubung}{\ding{228} \textbf{Aufgabe:}\,}

\newcommand{\TemplateSource}[1]
{
%\begin{TemplateCodeInside}{}{\baselineskip}{\baselineskip}{}{}{true}
\begin{scriptsize}
\begin{myshaded}\ttfamily
#1
\end{myshaded}
\end{scriptsize}
%\end{TemplateCodeInside}
}


\newenvironment{TemplateInfo}[2]
% no more parameters
%****************************************************
% Template Info
% Kasten mit Logo, Titelzeile, Text
% kann für folgende Wiki-Vorlagen benutzt werden:
%          Vorlage:merke, Vorlage:Achtung u.ä.
%
% #1 Logo  (optional) default: \Info
% #2 Titel (optional) default: Information; könnte theoretisch auch leer sein,
%                     das ist aber wegen des Logos nicht sinnvoll
%****************************************************
{
% Definition des Kastens mit Standardwerten
% u.U. ist linewidth=1pt erorderlich
\begin{framed}
% linksbündig ist besser, weil es in der Regel wenige Zeilen sind, die teilweise kurz sind
\begin{flushleft}
% Überschrift größer darstellen
\begin{Large}
% #1 wird als Logo verwendet, Vorgabe ist \Info aus marvosym
%    für andere Logos muss ggf. das Package eingebunden werden
%    das Logo kann auch mit einer Größe verbunden werden, z.B. \LARGE\danger als #1
{#1 } \
% #2 wird als Titelzeile verwendet, Vorgabe ist 'Information'
{\bfseries #2}
\medskip \end{Large} \\
} % Ende der begin-Anweisungen, es folgenden die end-Anweisungen
{ \end{flushleft}\end{framed} }


\newcommand{\TemplateHeaderExercise}[3]
% no more parameters
%****************************************************
% Template Header Exercise
% Rahmen als minisec mit Nummer der Aufgabe und Titel und grauem Hintergrund
% ist gedacht für folgende Wiki-Vorlage:
%          Vorlage:Übung4
% kann genauso für den Aufgaben-Teil folgender Vorlagen verwendet werden:
%          Vorlage:Übung    (wird zz. nur einmal benutzt)
%          Vorlage:Übung2   (wird zz. gar nicht benutzt)
%          Vorlage:Übung3   (wird zz. in 2 Büchern häufig benutzt)
%          C++-Programmierung/ Vorlage:Aufgabe  (wird zz. nur selten benutzt,
%                            ist in LatexRenderer.hs schon erledigt)
%
% #1 Text   (optional) 'Aufgabe' oder 'Übung', kann auch leer sein
% #2 Nummer (Pflicht)  könnte theoretisch auch leer sein, aber dann sieht die Zeile
%                      seltsam aus; oder die if-Abfragen wären unnötig komplex
% #3 Titel  (optional) Inhaltsangabe der Aufgabe, kann auch leer sein
%****************************************************
{
\minisec{\normalfont \fcolorbox{black}{shadecolor}{\large \, #1 #2 \ifx{#3}{}{}\else{-- #3}\fi \,} \medskip }
}
 
\newcommand{\TemplateHeaderSolution}[3]
% no more parameters
%****************************************************
% Template Header Solution
% Rahmen als minisec mit Nummer der Aufgabe und Titel und grauem Hintergrund
%
% ist gedacht für den Lösungen-Teil der Vorlagen und wird genauso
% verwendet wie \TemplateHeaderExercise
%****************************************************
{
\minisec{\normalfont \fcolorbox{black}{shadecolor}{\large \, Lösung zu #1 #2 \ifx{#3}{}{}\else{-- #3}\fi \,} \medskip }
}

\newcommand{\TemplateUbungDrei}[4]
{
\TemplateHeaderExercise{Übung}{#1}{#2}
#3
\TemplateHeaderSolution{Übung}{#1}{#2}
#4
}

\newcommand{\Mywrapfigure}[2]
{
\begin{wrapfigure}{r}{#1\textwidth}
\begin{center}
#2
\end{center}
\end{wrapfigure}
}



\newcommand{\Mymakebox}[2]
{
\begin{minipage}{#1\textwidth}
#2
\end{minipage}
}

\newcommand{\MyBlau}[1]{
\textcolor{darkblue}{#1}
} 
\newcommand{\MyRot}[1]{
\textcolor{red}{#1}
} 
\newcommand{\MyGrun}[1]{
\textcolor{mydarkgreen}{#1}
} 
\newcommand{\MyBg}[2]{
\fcolorbox{#1}{#1}{#2} 
} 

\newcommand{\BNPModule}[1]{
the "#1" module
} 


\newcommand{\LaTeXMerkeZweiTemplate}[1]{\LaTeXDoubleBoxTemplate{Merke}{#1}}

\newcommand{\LaTeXDefinitionTemplate}[1]{\LaTeXDoubleBoxTemplate{Definition}{#1}}

\newcommand{\LaTeXAnorganischeChemieFuerSchuelerVorlageMerksatzTemplate}[1]{\LaTeXDoubleBoxTemplate{Merksatz}{#1}}

\newcommand{\LaTeXTextTemplate}[1]{\LaTeXDoubleBoxTemplate{}{#1}}

\newcommand{\LaTeXExampleTemplate}[1]{\LaTeXDoubleBoxTemplate{Example:}{#1}}

\newcommand{\LaTeXexampleTemplate}[1]{\LaTeXDoubleBoxTemplate{Example:}{#1}}

\newcommand{\LaTeXPTPBoxTemplate}[1]{\LaTeXDoubleBoxTemplate{Points to ponder:}{#1}}

\newcommand{\LaTeXNOTETemplate}[2]{\LaTeXDoubleBoxTemplate{Note:}{#1 #2}}

\newcommand{\LaTeXNotizTemplate}[1]{\LaTeXDoubleBoxTemplate{Notiz:}{#1}}

\newcommand{\LaTeXbodynoteTemplate}[1]{\LaTeXDoubleBoxTemplate{Note:}{#1}}

\newcommand{\DarcsPatchProperty}[1]{\LaTeXDoubleBoxTemplate{Patch property:}{#1}}



\newcommand{\LaTeXecebcite}[1]{\textsuperscript{[#1]}}

\newcommand{\LaTeXmainpage}[1]{{\itshape Main Page: #1}}
\newcommand{\LaTeXAsof}[1]{As of #1}
\newcommand{\LaTeXasof}[1]{as of #1}


\newcommand{\LaTeXAPDIPpreface}[1]{
Roberto R. Romulo \newline
Chairman (2000-2002) \newline
e-ASEAN Task Force \newline
Manila, Philippines \newline
$\text{ }$\newline
Shahid Akhtar \newline
Program Coordinator\newline 
UNDP-APDIP \newline
Kuala Lumpur, Malaysia\newline 
http://www.apdip.net\newline}


\newcommand{\LaTeXcquoteTemplate}[1]{\LaTeXDoubleBoxTemplate{Quote:}{#1}}

\newcommand{\LaTeXCquoteTemplate}[1]{\LaTeXDoubleBoxTemplate{Quote:}{#1}}

\newcommand{\LaTeXSideNoteTemplate}[1]{\LaTeXDoubleBoxTemplate{Note:}{#1}}

\newcommand{\LaTeXsideNoteTemplate}[1]{\LaTeXDoubleBoxTemplate{Note:}{#1}}

\newcommand{\LaTeXExercisesTemplate}[1]{\LaTeXDoubleBoxTemplate{Exercises:}{#1}}

\newcommand{\LaTeXCppProgrammierungVorlageTippTemplate}[1]{\LaTeXDoubleBoxTemplate{Tip}{#1}}

\newcommand{\LaTeXTipTemplate}[1]{\LaTeXDoubleBoxTemplate{Tip}{#1}}
\newcommand{\LaTeXUnknownTemplate}[1]{unknown}

\newcommand{\LaTeXCppProgrammierungVorlageHinweisTemplate}[1]{\LaTeXDoubleBoxTemplate{Hinweis}{#1}}

\newcommand{\LaTeXCppProgrammierungVorlageSpaeterImBuchTemplate}[1]{\LaTeXDoubleBoxTemplate{Thema wird später näher erläutert...}{#1}}

\newcommand{\SGreen}[1]{This page uses material from Dr. Sheldon Green's Hypertext Help with LaTeX.}
\newcommand{\ARoberts}[1]{This page uses material from Andy Roberts' Getting to grips with LaTeX with permission from the author.}

\newcommand{\LaTeXCppProgrammierungVorlageAnderesBuchTemplate}[1]{\LaTeXDoubleBoxTemplate{Buchempfehlung}{#1}}

\newcommand{\LaTeXCppProgrammierungVorlageNichtNaeherBeschriebenTemplate}[1]{\LaTeXDoubleBoxTemplate{Nicht Thema dieses Buches...}{#1}}

\newcommand{\LaTeXPythonUnterLinuxVorlagenVorlageDetailsTemplate}[1]{\LaTeXDoubleBoxTemplate{Details}{#1}}

\newcommand{\LaTeXChapterTemplate}[1]{\chapter{#1}
\myminitoc
}

\newcommand{\Sample}[2]{
\begin{longtable}{|p{\linewidth}|}
\hline
#1 \\ \hline
#2 \\ \hline
\end{longtable}
}

\newcommand{\Syntax}[1]{
\LaTeXDoubleBoxTemplate{Syntax}{#1}}


\newcommand{\LaTeXTT}[1]{{\ttfamily #1}}
\newcommand{\LaTeXBF}[1]{{\bfseries #1}}
\newcommand{\ADAPK}[3]{{#1.#2}}
\newcommand{\LaTeXTTBF}[1]{{\bfseries \ttfamily #1}}
\newcommand{\LaTeXIT}[1]{{\itshape #1}}
\newcommand{\ADACOM}[1]{{\itshape -{}-#1}}

\newcommand{\LaTeXCenter}[1]{
\begin{center}
#1
\end{center}}


\newcommand{\BNPManual}[2]{The Blender Manual page on #1 at \url{http://wiki.blender.org/index.php/Doc:Manual/#1}}
\newcommand{\BNPWeb}[2]{#1 at \url{#2}}

\newcommand{\Noframecenter}[2]{
\begin{tablular}{p{\linewidth}}
#2\\ 
#1 
\end{tabluar}
}


\newcommand{\LaTeXTTUlineTemplate}[1]{{\ttfamily \uline{#1}}
}



\newcommand{\PythonUnterLinuxDenulltails}[1]{
\begin{tabular}{|p{\linewidth}|}\hline
\textbf{Denulltails} \\ \hline
#1 \\ \hline 
\end{tabular}}

\newcommand{\GNURTip}[1]{
\begin{longtable}{|p{\linewidth}|}\hline
\textbf{Tip} \\ \hline
#1 \\ \hline 
\end{longtable}}

\newcommand{\PerlUebung}[1]{
\begin{longtable}{|p{\linewidth}|}\hline
#1 \\ \hline 
\end{longtable}}

\newcommand{\PerlNotiz}[1]{
\begin{table}{|p{\linewidth}|}\hline
#1 \\ \hline 
\end{table}}

\newcommand{\ACFSZusatz}[1]{\textbf{ Zusatzinformation }}
\newcommand{\ACFSVorlageB}[1]{\textbf{ Beobachtung }}
\newcommand{\ACFSVorlageV}[1]{\textbf{ Versuchsbeschreibung }}
\newcommand{\TemplateHeaderSolutionUebung}[2]{\TemplateHeaderSolution{Übung}{#1}{#2}}
\newcommand{\TemplateHeaderExerciseUebung}[2]{\TemplateHeaderExercise{Übung}{#1}{#2}}

\newcommand{\ChemTemplate}[9]{\texttt{     
#1#2#3#4#5#6#7#8#9}}

\newcommand{\QED}[1]{\square}

\newcommand{\WaningTemplate}[1]{     
\begin{TemplateInfo}{\danger}{Warning}
#1
\end{TemplateInfo}}


\newcommand{\WarnungTemplate}[1]{     
\begin{TemplateInfo}{\danger}{Warnung}
#1
\end{TemplateInfo}}


\newcommand{\BlenderAlignedToViewIssue}[1]{     
\begin{TemplateInfo}{\danger}{Blender3d Aligned to view issue}
This tutorial relies on objects being created so that they are aligned to the view that you’re looking through. Versions 2.48 and above have changed the way this works. Visit Aligned (\url{http://en.wikibooks.org/wiki/Blender_3D:_Noob_to_Pro/Aligned_to_view_issue}) to view issue to understand the settings that need to be changed.
\end{TemplateInfo}}


\newcommand{\BlenderVersion}[1]{     
{\itshape Diese Seite bezieht sich auf }{\bfseries \quad Blender Version #1}}

\newcommand{\Literal}[1]{{\itshape #1}}

\newcommand{\JavaIllustration}[3]{
\begin{tablular}
{Figure #1: #2}
\\
#3
\end{ltablular}
}


\newcommand{\Ja}[1]{\Checkmark {\bfseries Ja}}
\newcommand{\Nein}[1]{\XSolidBrush {\bfseries Nein}}

\newcommand{\SVGVersions}[8]{
{\scriptsize
\begin{tabular}{|p{0.45\linewidth}|p{0.13\linewidth}|}\hline
Squiggle (Batik) & #1 \\ \hline
Opera (Presto) & #2 \\ \hline
Firefox (Gecko; auch SeaMonkey, Iceape, Iceweasel etc) & #3 \\ \hline
Konqueror (KSVG) & #4 \\ \hline
Safari (Webkit) & #5 \\ \hline
Chrome (Webkit) & #6 \\ \hline
Microsoft Internet Explorer (Trident) & #7 \\ \hline
librsvg & #8 \\\hline
\end{tabular}}

}


\theoremstyle{plain}
\newtheorem{satz}{Satz}
\newtheorem{beweis}{Beweis}
\newtheorem{beispiel}{Beispiel}

\theoremstyle{definition}
\newtheorem{mydef}{Definition}

\newcommand{\NFSatz}[2]{\begin{satz}#1\end{satz}#2}

\newcommand{\NFDef}[2]{\begin{mydef}#1\end{mydef}#2}

\newcommand{\NFBeweis}[2]{\begin{beweis}#1\end{beweis}#2}

\newcommand{\NFBeispiel}[2]{\begin{beweis}#1\end{beweis}#2}

\newcommand{\NFFrage}[3]{

\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}{\itshape \uline{#1}: #2} \\
#3
\end{myshaded}

}

\newcommand{\NFFrageB}[2]{

\definecolor{shadecolor}{gray}{0.9}\begin{myshaded}{\itshape \uline{Frage}: #1} \\
#2
\end{myshaded}

}


\newcommand{\NFVertiefung}[1]{
{\bfseries Vertiefung:} \\
Der Inhalt des folgenden Abschnitts ist eine Vertiefung des Stoffes. Für die nächsten Kapitel ist es nicht notwendig, dass du dieses Kapitel gelesen hast.

}
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