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WS 7 Searching the information about services of the office and the work with them

General description of the workshop

The basic rule of effective use of the website is knowledge of how to search and use the information that can be found on the website. The structure of the state, region and city or municipality websites is similar, so if we learn to use one, we can use all of them.
The aim of the workshop is to train skills in using the Office's website, to find information about the Office, to find out the working hours of officials and their duties, contact details and other information.


Plan of the main topics of the workshop
· [bookmark: _Toc528264914]Structure of authorities
· Groups of information that can be found on the authorities' pages
· Search for contact information
· Reservation of time for meetings with officials
· Work with interactive elements on the web pages of authorities

Objectives of sub-themes
(1) Structure of authorities
Participant will learn how to search for local, regional and government sites and how to search for “e-Office”.

(2) Groups of information that can be searched for on government sites
The participant will learn, for example, on the local website what types of information are offered on the e-government website.

(3) Search for contact information
The Participant will seek to find contact information and services offered on the Office's website. The participant will use the simulation environment and the actual website.

(4) Reservation of time for meetings with officials
The participant will learn how to arrange a meeting with an official if necessary.

(5) Work with interactive elements on the web pages of authorities
The participant will learn to work with interactive elements on the web, with vehicle registration time and waiting time control.

Workshop 7– Curriculum, Minute scenario
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[bookmark: _Toc21516567][bookmark: _Hlk21350709]Minute scenario
Workshop 7: Searching the information about services of the office and the work with them

	time
	topic
	partial steps
	methods
	equipment
	teaching materials
	methodol. notes

	30´
	1.
Structure of authorities
	· authorities and their structure
· examples of authorities dealing with specific life situations
· concrete experience of the participants
	Training with the lecturer (T_L)
Individual work (I_W)
	Computer (PC)
Projector (P) 
Flipchart (FL)
	Textbooks
Worksheet 1
Worksheet 2
Worksheet t 3
	1

	30´
	2. 
Groups of information that can be found on the authorities' pages
	· types of information on the authorities' website
· groups of information on the authorities' website
· searching for information on the websites of the authorities
	Training with the lecturer (T_L)
Individual work (I_W)
	Computer (PC)
Projector (P) 
Flipchart (FL)
	Textbooks
Worksheet 4
Worksheet 5
	2

	20´
	3. 
Search for contact information
	· contact details and their structure and content
· searching for contact information on the authorities' website
	Training with the lecturer (T_L)
Individual work (I_W)
	Computer (PC)
Projector (P) 
Flipchart (FL)
	Textbooks
Worksheet 6
	3

	15´
	4. 
Reservation of time for meetings with officials
	· Possibility to reserve meeting time
· procedure of reservation of meeting time
· practical time reservation training
	Training with the lecturer (T_L)
Individual work (I_W)
	Computer (PC)
Projector (P) 
Flipchart (FL)
	Textbooks
Worksheet 7
	
4

	45´
	5.  
Work with interactive elements on the web pages of authorities

	· practical training of searching specific information on the web of authorities
	Training with the lecturer (T_L)
Individual work (I_W)
	Computer (PC)
Projector (P) 
Flipchart (FL)
	Textbooks 
Worksheet 8
	5
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