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[bookmark: _Toc8128915]WS1 – Searching for information for communication with the Office
[bookmark: _Toc21588667]Curriculum
[bookmark: _Toc528264912]A general description of the workshop
Basic premise for an effective work of citizen with e-government services is a knowledge an environment of government pages.
This is true that the structure of national, regional and local sites is similar.
This workshop is focused to learning participants what kind tools have web pages and what possibilities has a citizen to find a contact information when he want to communicate with somebody from government.


[bookmark: _Toc528264913]A plan of a main workshop topics
· (1) Structure the web of e-government,
· (2) Description of the e-government services
· (3) Training searching information about local or other government
· (4) Searching open hours
· (5) Searching contact information
· (6) Booking the time for dealing on government


[bookmark: _Toc528264914]An aims of a part topics
(1) Structure the web of e-government,
The participant will learn what kind of information he can find on local, regional and government pages.

(2) Description of the e-government services
The participant will learn what types of services a government offers on its pages. Lecturer explains each service and its meaning for citizen.

(3) Training searching information about local or other government
The participant will practice to look for groups information about services of office. The participant will use the simulation environment and real web pages.

(4) Searching open hours
The participant will learn to find an address of office and information about office hours when he can visit office.

(5) Searching contact information
The participant will learn with different types contact details of an official. The participant will practice looking for a details of an official which he need to solve his problem with.

(6) Booking the time for dealing on government
The participant will learn with a possibility to book exact time for dealing. The participant will practice a procedure of booking the time for dealing.
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[bookmark: _Toc21588668]Minute scenario
	Searching for information for communication with the Office



	time
	topic
	part steps
	methods
	equipments
	teaching materials
	met. note

	10´/ 10´
	(1) Structure the web of e-government
	a) internet browsers and their main parts
- a list of browsers used in country
- browser preview
- naming the main browser elements (line for address, working place, etc.)
- a structure of internet address

	interpretation IN (1); (4)

demonstration D – (2); (3)

	computer + projector (PC)

flipchart (FL)

Internet (In)
	PowerPoint (PP1)

Worksheet 1 (IW1)

Teaching text (TT)
	1

	
	
	b) government pages
- groups of government subjects (ministry, region, town, village, special entities, etc.)
(2) View SE - different layouts
(3) Main Layout Elements

	IN – (1); (3)

D – (2); (3)
	FL

In
	PP2

IW2
TT
	2

	10´/ 20´
	(2) Specify a web address and display required pages
	(a) address structure
(1) Internet address and its structure
	IN (1)
	FL
	IW3
TT
	

	5´/ 25´
	
	(b) Addressing and training options
(1) Inserting an address into the address bar of the browser
(2) Inserting an address from the clipboard
(3) opening pages with a link

(4) training
	IN – (1); (2); (3)

interview IT

D (1); (2); (3)
individual work IW (3)
	PC
FL

In
	PP3
TT
IW4
	

	15´/ 40´
	(3) Opening and closing of different layouts kinds
	a) a hyperlink
(1) a hyperlink definition
(2) hypertext links (text, image, object, ...)
(3) demonstration of hyperlinks 
	IN
	PC
FL

In
	PP4
TT
	3

	
	
	b) training of opening government pages
(1) training to open pages in SE
(2) training to open pages in a real Internet environmnent

	training T
IW
	PC
FL

In 
SE
	IW5
IW6
	4

	5´/ 45´
	(4) Searching for and opening contact information about employees
	a) contact details – structure
(1) What is contact information - Structure - Company data; employee data
(2) an illustration of contact details - SE, web
	IN (1)

S (2)
	PC
FL
In 
SE
	PP5
TT
	

	10´/ 55´
	
	b) search for contact information
(1) separate search for contact details - SE

(2) training of searching for contact information - web
	IW (1); (2)
	PC
FL
In 
SE
	IW7
	

	10´/ 105´
	(5) Searches for departments in the office and their work
	a) Overview of Unions (Department)
(1) What Are Unions (Department)
(2) Overview of departments of self-government institutions at different levels – a country, a region, a place
	IN (1); (2)
	PC
In 
	PP6
TT
	

	15´/ 120´
	
	b) Search for unions and their agenda
(1) Searching for job description of the department on SE
(2) Searching for job description of the department on the web
	IW (1); (2)
	PC
FL
In 
SE
	IW8
	

	10´/ 130´
	(6) Searching for addresses of offices and their opening hours
	a) contact details of the Office
(1) structure of contact details - address, telephone, mail
(2) opening hours
	IN (1); (2)
	FL
	PP7
TT
	

	10´/ 140´
	
	b) Address search training
(1) Office address search and opening hours on SE
(2) Office address search and opening hours on the web
	IW (1); (2)
	PC
FL
In 
SE
	IW9
	

	10´/ 150´
	
	c) search for the seat of the Office by reference
(1) Site search options - directly on the Office website by a link
(2) Sample site view using a sitelink
(3) Web site search practice
	IN (1)

D (2)

IW (3)
	PC
In 
SE
	PP8
TT
IW10
	

	10´/ 160´
	
	d) Search the Office location using Maps
(1) a sample of Maps
(2) Demonstration of office location search - input, different views, copy, print, enlargement, printscreen, etc.
(3) Practice of searching for of office place on the map
	IN (1)

D (2)

IW (3)
	PC
In 
SE
	TT
IW11
	

	10´/ 170´
	(7) Reservation system for booking time of negotiations
	a) What is a booking system?
(1) Definition of the reservation system
(2) Example of reservation system – web
(3) Steps to make a reservation.
	IN (1)
D (2)
IN (3)

	PC
In 
SE
	PP9
TT
	

	20´/ 190´
	
	b) Work with reservation system
(1) Reservation of negotiation time
	IW (1)
	PC
FL
In 
SE
	
	

	15´/ 205´
	(8) Final Repeat
	a) final thesis
(1) a final set of practical tasks
(2) evaluation with the lecturer
	IW – practical exam
	PC
FL
In 
SE
	IW12
	

	15´/ 220´
	(9) Final summary
	a) Final summary of the curriculum
(1) the main curriculum of the acquired competencies
	IN (1)

	PC
	PP10
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