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[bookmark: _Toc528265178][bookmark: _Toc8129987][bookmark: _Toc21592794]Introductory information
This material contains notes on the individual materials that are part of the workshop pedagogical documentation.

This is a methodical instruction for a lecturer who will want to use a set of pedagogical documentation to lead his own group of participants in the workshop.

Notes for lecturers are thematically divided according to the structure that is presented in the minute scenario. This is a set of recommendations on how to guide individual parts of the course and how to use materials.




Workshop 1 – Notes


Searching for information for communication with the Office		3
[bookmark: _Toc528265179][bookmark: _Toc8129988][bookmark: _Toc21592795]1 Website structure
[bookmark: _Toc528265180]a) Internet browsers and their parts
[bookmark: _Toc528265181][bookmark: _Toc8129989]Note 1
(1)
interpretation (TB)
· Describe the Internet
· see textbooks (page 1)
· computer connections can be depicted schematically

interpretation + interview TBT, PP)
· Explain that the Internet offers a great deal of services
· see textbooks (page 1)
· Ask the participants whether they would name a service.
· The lecturer can write his comments on the board.
· Explain with the support of a presentation (PowerPoint) of an individual Internet service.
· For each service, the lecturer will give an example and will extend the information in the textbook.

(2)
interview + interpretation (TB)
· Ask how they are called programs that allow you to view web pages.
· Write responses on a whiteboard.
· Explain the term Internet Browser.
· see textbooks (page 2)
· expand your browsers list according to your local habits.
· Show one browser on the screen.

(3)
demonstration + interview (TB, PP)
· Ask what browsers the participants know.
· List the main browsers used in the country. (see textbooks page 2)

(4)
demonstration (Internet)
· Show at least three different browsers.
· Do not explain the browser work yet...

(5)
interpretation (Internet, PP)
· Vyjmenovat a ukázat jednotlivé hlavní prvky okna prohlížeče.

IW 1
· Participants work together on the task.
· The lecturer will show the right solution on the Internet.


[bookmark: _Toc528265182]b) sites of self-government
[bookmark: _Toc528265183][bookmark: _Toc8129990]Note 2
(1)
interview (FL)
· Question: What do you know about the state administration and self-government?
· Write responses on the whiteboard.

interpretation (PP)
· Name the main bodies of state administration and self-government.
· Put emphasis on three levels: state (ministries); regional (regions); local (municipalities).

(2)
interpretation (PP, Internet)
· Explain what layout is.
· Briefly describe how to create a website.
· The subject processes page content requirements.
· The Site Builder processes the content of the pages in a special code.
· Browser will display the content of the site to users in a friendly form.

demonstration (Internet)
· Show different types of layouts.
· Name the most common elements we can see ... text, images, links (underlined texts), icons, etc.

(3)
interpretation, demonstration (TB, PP)
· Name the main parts of the website. (see TB page 3)
· Show different layouts - classic, tiled

IW2, SE
Participants only work with the first pages of each simulated site.
· Practice entry to SE - login name, pin.
· Get acquainted with environmental features:
· Top panel - switch between pages; information about communicating with the lecturer
· Desktop - View selected pages.

· Practice switching under the guidance of a lecturer.
· Practice scrolling.
· IW – participants process IW2
· emphasize that only the first page of the site is always working.
· (1) participants work independently; they will record the responses to IW
· (2) The lecturer will answer the interview in the form of an interview and will communicate the correct solution as necessary.




[bookmark: _Toc528265184][bookmark: _Toc8129991][bookmark: _Toc21592796]2 Specify a web address and display required pages
[bookmark: _Toc528265185]a) Web address structure
[bookmark: _Toc528265186][bookmark: _Toc8129992]Note 3
(1)
interpretation (PP, FL)
· Explain what is a web address (see TB page 5).
· Unique web page designation by which web browsers quickly find and display a website.
· Describe parts of the web address:
· keramika.cz	keramika (domain); cz (domain termination - usually refers to the country where the site owner is)
· zahradni.keramika.cz	zahradni (subdomain)
· Communicate key information
· The diacritics must not be in the URL.
· The URL can contain digits and a dash.
· The domain must be registered.
· Websites can be placed on servers called hosting
· An annual fee is payable for the domain.
· An annual fee is payable for hosting.
· There are also unpaid hosting.

[bookmark: _Toc528265187]b) address insertion and practice
[bookmark: _Toc528265188][bookmark: _Toc8129993]Note 4
(1)
interpretation (FL, PP)
· Present a list of possible inserts of a website address into the address bar.
· a) Input to address line (address known)
· b) Inserting an address from the clipboard (I have an email address)
· c) opening a hyperlink

(2)
demonstrations, joint training (Internet, FL, IW)
· Show address search.
· Task
· Find the web address of a hospital in a regional city using an internet search engine.
· The lecturer shows the procedure the participants perform together with the lecturer.
· Participants write an address to the notebook - we assume that the participant will want to open the web site later in the browser. Now she just needs to know the address of these pages.



(3)
training (Internet,IW)
· Task: Open the Olomouc region's web site at kr-olomoucky.cz.
· Open the browser.
· Write an address in the address field
· Start with the Enter key.

(4)
training (Internet, link file,IW)	
· Task: Enter the address from a text document into your browser using the clipboard 
(kr-zlin.cz)
· Open the browser.
· Open a text document.
· Mark the address in the text document and paste it into the clipboard.
· Go to the address field in the browser and enter the address for the mailboxes.
· Start with the Enter key.

(5)
training (Internet.,IW)
· Task: In an Internet browser, find the address of the Ústí region and use the link to open the site of the region.
· Open the browser.
· In the search box, we include the text "Ústecký kraj"
· Click on the link you want to search for (web pages open).




[bookmark: _Toc528265189][bookmark: _Toc8129994][bookmark: _Toc21592797]3 Opening and closing various layouts
[bookmark: _Toc528265190]a) hypertext link
[bookmark: _Toc528265191][bookmark: _Toc8129995]Note 5
(1)
interpretation TB, FL, PP)
· Definition of hyperlink.
· Highlight that the hyperlink allows you to quickly move to a different site or trigger an action.

(2)
interpretation (TB  PP)
· Show the most common forms of hyperlinks:
· text, image, icon
· Describe what activities we can use by using a hyperlink.
· jump to another page
· view a photo
· download file
· sending an email
· open the form
· etc.
(3)
demonstration (Internet, TB – page 8)
· Show use of individual types of hyperlinks to invoke different actions.
· Teacher performs and comments.
· The lecturer will use pages that are appropriate for the target group and for the region where the workshop takes place.

[bookmark: _Toc528265192]b) training openings of self-government sites
[bookmark: _Toc528265193][bookmark: _Toc8129996]Note 6
(1)
under the guidance of a lecturer (Internet, SE,IWL, TB – page 9)
· Lecturer work – IW5.
· Show and practice screen shifting in the browser in different ways.

(2)
under the guidance of a lecturer (Internet, SE, IW)
· Lecturer work – IW6.




[bookmark: _Toc528265194][bookmark: _Toc8129997][bookmark: _Toc21592798]4 Find and open contact information about employees
[bookmark: _Toc528265195]a) contact details - structure
[bookmark: _Toc528265196][bookmark: _Toc8129998]Note 7
(1)
interpretation + interview (PP, TB – page 10)
· Ask participants what they mean by "contact information“.
· Summarize the answers.
· Define contact details - information that will allow the citizen to reach the "right" official at the office:
· name and surname, title
· telephone number
· email address
· job

(2)
demonstration (Internet)
· Communicate that the contact information is most often in the section of pages labeled "Contacts“.
· Show participants a different structure of contacts on different websites.
· Comment on individual layout of contact information.
· for example color modulation, different layouts, e-mail links, address forms, etc.

[bookmark: _Toc528265197]b) search for contact information
[bookmark: _Toc528265198][bookmark: _Toc8129999]Note 8
(1)
individual work (SE,IW)
· Participants work independently on the worksheet (IW7 – task 1)
· The lecturer checks the work of the participants.
· In conclusion, the lecturer summarizes the expected results.

(2)
individual work (Internet, IW7 – task 2)
· Participants work independently on the worksheet (IW7 – task 2)
· The lecturer checks the work of the participants.
· In conclusion, the lecturer summarizes the expected results.




[bookmark: _Toc528265199][bookmark: _Toc8130000][bookmark: _Toc21592799]5 Search for trade unions and their focus
[bookmark: _Toc528265200]a) union overview
[bookmark: _Toc528265201][bookmark: _Toc8130001]Note 9
(1)
interpretation (FL)
· Characterize workplaces at offices.
· Define union and department terms.
· Say that all departments have a specific focus:
· one trade union group is focused on delivering direct services to citizens
· another group of trade unions is focused on developing conditions for citizens' lives (eg the Department of the Environment)

(2)
individual work (SE, Internet, IW8)
· Enter task according to IW 8.
· Participants work under the supervision of the lecturer.
· Summary of work results.

[bookmark: _Toc528265202]b) the work of unions in the offices
[bookmark: _Toc528265203][bookmark: _Toc8130002]Note 10
(1)
interpretation, interview (PP, FL)
· Support the presentation to characterize basic groups of trade unions at different levels of government and self-government.
· Put emphasis on major trade unions that help citizens at individual levels.
· To provide each department with at least two different examples of services that individual departments can provide to citizens.

(2)
individual work (IW, TB, Internet, SE)
· Participants using UT, Internet, and SE determine what kind of union a citizen can turn to solve the problem listed in the tasks on the worksheet.
· Participants present the results.
· The lecturer tells the right solution and closes the activity.



[bookmark: _Toc528265204][bookmark: _Toc8130003][bookmark: _Toc21592800]6 Search for office addresses and their opening hours
[bookmark: _Toc528265205]a) contact details at the office
[bookmark: _Toc528265206][bookmark: _Toc8130004]Note 11
(1)
discussion, interpretation (FL, PP, TB – page 12)
· Ask the participants what information about the office they would need to know if they wanted to visit it and did not know where they are located (eg office in a region where the citizen was not yet)
· Draw a list of contact information:
· address
· office hours
· department (already discussed)
· clerk's name (already discussed)
· office hours
· Explain that the more specific information about the office the citizen finds, the faster he gets to a specific official who can help him solve his problem.

(2)
demonstrace (SE, Internet, TB - page 12)
· • List the most common places on the website where you can find contact information at the office.
· main page
· Contact button
· footer pages
· • Show individual cases of contact information placement.
· The lecturer chooses the samples according to the possibilities of his country.
· It is advisable to show a search for contact information on the website, if you know the website address of the office.
· It is advisable to show search using the search engine if we do not know the address of the Office website.

[bookmark: _Toc528265207]b) the practice of searching for contact details at the office
[bookmark: _Toc528265208][bookmark: _Toc8130005]Note 12
(1)
individual work (SE, IW9 – task 1)
· Participants work according to IW9.
· After completing the work with the participants, the instructor will discuss the correct solution to the task.

(2)
individual work (Internet, IW9 – task 2)
· Participants work according to IW9.
· After completing the work with the participants, the instructor will discuss the correct solution to the task.



[bookmark: _Toc528265209]c) search for the seat of the office by reference
[bookmark: _Toc528265210][bookmark: _Toc8130006]Note 13
(1)
interpretation, discussion (PP, Internet)
· Question: How to deal with a situation when a citizen does not know the address of the Office website?
· Together with participants, determine the possibility of finding contact information in this case.
· Using the search engine.

(2)
demonstration (Internet)
· State the model situation. E.g. We want to find regional office sites in the neighboring region (this is chosen by the lecturer according to the situation in the country).
· Show the procedure:
· open the search engine
· entering keywords for search (for example, regional office Olomouc address)
· run search
· selecting and selecting the most appropriate link the search engine found

(3)
independent work of the participants (IW10, Internet)
· The lecturer will enter the job.
· Participants work independently.
· The lecturer, together with the participants, will evaluate the right solution.
· A lecturer with the participants discusses the situations that occurred during the task. Each participant could elect other municipalities, so there could be different situations that can be discussed.

[bookmark: _Toc528265211]d) Find Office location using Maps
[bookmark: _Toc528265212][bookmark: _Toc8130007]Note 14
(1)
interpretation, demonstration (Internet, PP, TB – page 13)
· Explain that it is possible to search for Office's location using Maps.
· It is assumed that some participants know the application. Therefore, it is possible to discuss with the participants about this application.
· Participants are unlikely to know all the appropriate application features.
· Show Maps and describe its main elements. Emphasize the application controls that a citizen can use to find an office location on the map.

(2)
demonstration (Internet, TB – page 14)
· Show the model example of the location of the selected office.
· When practicing the show, practice especially:
· open the application
· inserting an office address into the application's search engine - the possibility of using the whispering feature (the application itself offers suitable addresses after entering part of the address)
· zoom in or out of the map
· switch different map view modes
· printing a map
(3)
individual work (IW11)
· The lecturer will enter the job.
· Participants work independently in an Internet environment.
· The lecturer, together with the participants, will evaluate the right solution.



[bookmark: _Toc528265213][bookmark: _Toc8130008][bookmark: _Toc21592801]7 Booking system for booking time of negotiations
[bookmark: _Toc528265214]a) What is a booking system?
[bookmark: _Toc528265215][bookmark: _Toc8130009]Note 15
(1)
interpretation (PP)
· Introduce participants with the potential offered by a range of data. This is a booking time.
· Characterize the booking system.
· Lets you choose the time to negotiate.
· Saves time for citizens.
· The reservation system rather offers authorities with wider scope. It is not provided by small villages.

(2)
demonstration (Internet)
· Show participants a reservation system offered by the office.
· The sample is chosen by the lecturer according to local conditions in the country.

(3)
interpretation, demonstration (Internet, PP)
· Show different variants of search engines. Emphasize:
· Find a reservation system on the Office website.
· Opening the reservation system.
· Choice of date and time of the meeting.
· Confirm the selected option.
Note: Practice on real-time sites is not good enough for participants not to burden real-life booking systems.
· According to the possibilities of websites in the country, the lecturer can include exercises for viewing the reservation systems at the offices.

[bookmark: _Toc528265216][bookmark: _Toc8130010][bookmark: _Toc21592802]8 Final summary
[bookmark: _Toc528265217]a) Final work
[bookmark: _Toc528265218][bookmark: _Toc8130011]Note 16
(1)
individual work (IW12)
· The lecturer will enter instructions for the final thesis.
· Participants work independently.
· The lecturer evaluates the work of the participants and evaluates the results.

[bookmark: _Toc528265219]b) final summary
[bookmark: _Toc528265220][bookmark: _Toc8130012]Note 17
(1)
interpretation
· The lecturer summarizes the knowledge of the course, evaluates the final work.
· The lecturer passes to the successful participants a certificate of participation in the workshop.
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