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[bookmark: _Toc21942469]Introductory information
This material contains notes on the individual materials that are part of the pedagogical documentation for the workshop.

These are methodological instructions for a lecturer who will want to use a set of pedagogical documentation to lead their own group of workshop participants.

The notes for the lecturer are thematically divided according to the structure presented in the minute scenario. These are a set of recommendations on how to lead each part of the course and how to use the materials.
[bookmark: _Toc527613505]

[bookmark: _Toc8119978][bookmark: _Toc21942470]1 Structure of authorities
[bookmark: _Toc527613507]Note 1
[bookmark: _Toc527613506][bookmark: _Hlk20212098]a) authorities and their structure
(1)
interpretation and discussion
· Questions for participants: 
· Which offices you visit most often and why?
· The trainer summarizes the information received from the participants and completes it..
· the lecturer shows the structure of a specific office (e.g. municipal office) to the participants using a data projector and comments on its main structure
· on the basis of a specific structure, together with the participants, will derive the general structure of all authorities
· he writes the main parts of the structure of the authorities on a flipchart
· possibility to use text in the textbook on page 2-3

b) examples of authorities dealing with specific life situations
(1)
interpretation and discussion
· Discussion with participants on the situations they are dealing with in the authorities.
· the tutor will show participants examples of web applications that use public data
· possibility to use text in the textbook on page 2-3
(2)
individual work
· hand out IW1 participants and comment on the assignment
· verify understanding of tasks
· show the web environment using a data projector
· Participants fulfill the tasks independently (or they can work in pairs)
· joint control (verification of accuracy on the example of 2-3 participants)
· the lecturer summarizes the basic information 

(3)
individual work
· give out IW2 participants and comment on the assignment
· verify understanding of tasks
· show the web environment using a data projector
· Participants fulfill the tasks independently (or they can work in pairs)
· joint control (verification of accuracy on the example of 2-3 participants)
· the lecturer summarizes the basic information 
(4)
individual work
· give out IW3 participants and comment on the assignment
· verify understanding of tasks
· show the web environment using a data projector
· Participants fulfill the tasks independently (or they can work in pairs)
· joint control (verification of accuracy on the example of 2-3 participants)
· the lecturer summarizes the basic information 
[bookmark: _Toc527613510][bookmark: _Toc8119979][bookmark: _Toc21942471]2 Groups of information on the website of the authorities
[bookmark: _Toc527613512][bookmark: _Toc527613511]Note 2
a) groups of information on the authorities' websites
(1)
Interpretation, discussion and demonstration
· question for participants: What information about authorities do you need most often?
· types of information the lecturer writes on a flipchart
· together with the participants divides the specific information into general groups
· possibility to use text in the textbook on page 4
· the lecturer demonstrates groups of information on the website of a particular authority (e.g. a municipal authority or a ministry)
(2)
individual work
· give out IW4 participants and comment on the assignment
· verify understanding of tasks
· show the web environment using a data projector
· Participants fulfill the tasks independently (or they can work in pairs)
· joint control (verification of accuracy on the example of 2-3 participants)
· the lecturer summarizes the basic information

[bookmark: _Toc527613513][bookmark: _Toc527613514]b) searching for information on authorities' websites
(1)
individual work
· give out IW5 participants and comment on the assignment
· verify understanding of tasks
· show the web environment using a data projector
· Participants fulfill the tasks independently (or they can work in pairs)
· joint control (verification of accuracy on the example of 2-3 participants)
· the lecturer summarizes the basic information 
















[bookmark: _Toc527613515][bookmark: _Toc8119980][bookmark: _Toc21942472]3 Search for contact information
[bookmark: _Toc527613517][bookmark: _Toc527613516]Note 3
a) contact details, their structure and content
(1)
interpretation and demonstration
· [bookmark: _Toc527613519]Question for participants: What contact details do you need most often when dealing with authorities?
· types of contact information the lecturer writes on a flipchart:
· name and surname
· job position (function)
· telephone
· email address
· other contact information (e.g. working hours)
· for each type of data, the lecturer will give a brief description and key aspects
· use textbook p. 5-6
· the lecturer will use the data projector to show participants the contact details of a specific office (e.g. municipal office or tax office)
(2)
individual work
· give out IW6 participants and comment on the assignment
· verify understanding of tasks
· show the web environment using a data projector
· Participants fulfill the tasks independently (or they can work in pairs)
· joint control (verification of correctness on the example of 2-3 participants)

b) searching for contact information on the websites of the authorities
(1)
individual work
· give out IW7 participants and comment on the assignment
· verify understanding of tasks
· show the web environment using a data projector
· Participants fulfill the tasks independently (or they can work in pairs)
· joint control (verification of correctness on the example of 2-3 participants)

[bookmark: _Toc527613520][bookmark: _Toc8119981]







[bookmark: _Toc21942473]4 Reservation of time for dealing with an official
[bookmark: _Toc527613522][bookmark: _Toc527613521]Note 4
a) possibility to reserve time for meetings
(1)
interpretation and discussion
· the lecturer discusses with the participants the duration of the handling of various things at the authorities
· shows the reservation system to a specific example (e.g. at the municipal office)
· Explain the key principles and possibilities of reserving meeting time
· the textbook p. 7 can be used for interpretation

b) reservation process and its training
(1)
interpretation and demonstration
· the lecturer shows the participants the reservation system using the data projector and demonstrates the procedure of booking the time of the meeting:
· selecting part of office
· choice of free term
· choosing a suitable term
· choosing the right time
· confirmation of reservation
· the lecturer shows the participants various other reservation systems using a data projector
· emphasize the similarity of all types of portals (only minor differences, in principle identical)

(2)
individual work
· give out IW8 participants and comment on the assignment
· verify understanding of tasks
· show the web environment using a data projector
· Participants fulfill the tasks independently (or they can work in pairs)
· joint control (verifying the accuracy of 2-3 participants)
















[bookmark: _Toc21942474]5 Work with interactive elements on the web pages of authorities
Note 5
a) practical training of searching specific information on the web of authorities
(1)
interpretation
· The lecturer together with the participants will summarize the main principles of public data, groups of public data and possibilities of searching public data on various portals

(2)
individual work
· the lecturer together with the participants will select 3 interactive elements on the web of various authorities (based on previous examples)
· Participants will receive specific tasks for specific interactive elements of their choice
· verify understanding of tasks
· show the web environment using a data projector
· Participants fulfill the tasks independently (or they can work in pairs)
· joint control (verification of correctness on the example of 2-3 participants)





























[bookmark: _Toc21942475]Final summary
 (1)
interpretation
· The lecturer summarizes the knowledge of the course and evaluates the final theses.
· The lecturer will give the successful participants a certificate of participation in the workshop.
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