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For more background and context on Information Literacy and
learning, please refer to the Background booklet in this series.

For the links between information literacy competence and the
Knowledge and Skills Framework, please refer to the Tables booklet
in this series.

For explanations of unfamiliar terms, please refer to the Glossary
booklet in this series.

For demonstrations of search tools and techniques referenced in the
tables, please visit our information literacy courses at
http://www.infoskills.scot.nhs.uk.

For further information and resources related to information literacy,
please visit the information literacy portal at
http://www.infoliteracy.scot.nhs.uk/home.asp
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Introduction

In its publication Skills for Scotland: A Lifelong Skills Strategy the Scottish Government
aspires to a country ...where employers improve productivity by investing in their own staff
and are able to access a skilled workforce that is increasingly literate and numerate with
good ICT and problem solving skills.

Information literacy supports lifelong learning as it is not a pre-requisite to learning ...but
rather about actualizing a way of learning... (Bruce, 2007). Through the application of
information literacy, the individual experiences many different types of learning and, in
doing so, further develops his/her problem solving, critical thinking, communication and
information skills.

Types of learning

The diagram below illustrates a variety of types of learning which might be experienced
through the application of the information literacy process.

Action learning involves learning by performing a task related to the ‘thing’ being learned.

Affective learning is concerned with the emotional reactions of the learner as something
new is learned or practised.
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Reflective learning involves the learner in assessing their own performance of new
activities

Transformative learning is related to the process of creating new practices from existing
processes.

Reproductive learning is similar to learning by rote. The learner repeats existing practices
in his/her own activities.

Generative learning occurs when the learner is able to link newly obtained information
with his/her existing knowledge and understanding

This booklet uses short extracts (or scenarios) to describe specific situations and shows
how some of the problems involved can be solved by using the steps of the information
literacy process model. Following the extract, the stages of the cycle are shown in text
which reflects the colour of that step. For example, the question stage is always coloured
red, the source stage is beige, find is lilac and so on.

Information Literacy

Information literacy is a way of learning to learn
which  supports all educational activities.
Information literacy skills and abilities support the

development of critical thinking and problem ';“ 3
solving and encourage innovation and creativity. _;"é;.‘\ | %&i
An information literate person has broad set of Y °

transferable skills, abilities and attitudes which

can be applied throughout life. 4
PN ﬁ
| N :
Vg v

The explanations and demonstrations included in BEE :
this booklet are intended to show how information L \J’,ZJ
literacy can help in forming and asking focussed
guestions, in finding needed information from ww.\"
people as well as written and electronic sources, Lo
and in using retrieved information to make

decisions and perhaps alter everyday practice.

The information literacy process model used in the booklet is a quick way to show the
steps involved in getting to good information and using it when you've found it.
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The Model of the Information Literacy Process

The model used is intended to illustrate, very simply, the seven basic stages of the
information literacy process — your way to get to the information you need. These are :

Question

Combine

what do you need to know? As obvious as it sounds, you must ask the right
question to get the right answer.

where can you look for the information? Your sources will include people as well
as written and electronic materials. Perhaps there is someone you know or can
contact who would be able to supply the information you need?

which words do you use in your search? At the question stage you will have
identified the key words in your question and are now ready to use them to
search the sources you have selected.

have you found ‘good’ information? Look closely at the information you have
found to check whether your question has been answered. Do you believe the
information?

have you learned something new and useful from your search? Blend this with
what you knew before searching.

would other people in your family/workgroup find your new information useful or
interesting? How will you share it with them?

how will you use the information? Will this help improve management or
treatment of your condition?

Becoming information literate and developing your existing skills and abilities is an ongoing
process. It requires the continuous application and improvement of previous learning to
build your level of skill and knowledge.
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Examples of information literacy in action

The following stories show how information literacy can help the people involved with their
problems. Each story is followed by a single ‘trip’ around the information literacy process
model, stage by stage.

Kay identifies supportive training

Kay is a trainer and would like to refresh her tutoring skills. However, since she has a full-
time job, she would prefer to update her skills by undertaking an online qualification rather
than attending college [QUESTION]. Kay begins by checking the information stored in the
filing cabinets in the office. When she finds nothing suitable, [FIND,

she turns to her more experienced colleagues for help . Unfortunately, they’re not
able to help because online training in tutoring was not available when they last undertook
their studies. Kay decides that the next sources of information to try are the Internet (using
the Google search engine) and the telephone book . This involves an information
search for ‘new’ information in Kay’s selected sources. As she searches, Kay realises that
because she would prefer an online course, her search need not be limited to Scottish or
UK providers. She includes overseas schools and colleges in her search . Kay
is able to identify several courses [FIND] but many of those provided by universities require
attendance | COMBINE]. She is fortunate in finding that the Institute of IT
Training (IITT) offer online tutoring skills courses and LearnDirect Scotland have several
SVQ units which can be completed online. Kay decides on the IITT course and passes the
course information on to other colleagues who also have an interest in undertaking similar
study [SHARE]. She has learned about a more extensive list of information sources by
exploring the resources made available through the search [COMBINE]. Although she
rejected the majority of these for her current purpose, she has compiled a list of schools
and colleges and filed this with other contact information stored by her work-group
[SHARE]. She has also bookmarked a series of establishments which offer online training
in a range of subjects [SHARE]. She goes on to complete several course sessions and
acquires skills which she is able to apply in her own training presentations

Commentary

A successful search for information begins with forming a search question. First, think of a
question about the information you need and try to identify the ‘key’ words within the
question. If your intended information source is written or electronic, it can be helpful to
make a list of words with the same meaning as the key words and to prepare a search
statement. If the source is a person, it can be useful to be aware of alternative terms to the
words you think are key to your question. This might help in your discussion with your
‘source’ as his/her background and vocabulary are not necessarily the same as your own.

Key words
What does the phrase key words or key terms mean? Key terms are the most important
words in your search question.
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Kay’'s question is : Where can | do an online course in tutoring/presentation skills?

The main key word in Kay's question is tutoring. But Kay is interested in online courses
which teach tutoring skills, so a key phrase is online course .

One way to list Kay's key words and substitute words which have the same meaning
(synonyms), is to draw up a table.

Kay's table might look like this :

Key word Substitute word ) .
A table of words will help if Kay needs to
- search for information using written or
Training online sources. If she can’t find what she
Tutoring FO‘:‘C“'{_‘Q needs using the first words she thought of
nstructing (tutoring and online course), she can use
Teaching

some or all of the other words in the table
instead.

Online training
Distance learning
Online course | Virtual training
Internet course
Online class

Source
The next phase involves identifying possible sources of relevant information. The
information sources available to Kay are illustrated in the following diagram.

The open area represents information available and known to Kay and all of her
colleagues. This

includes the files in the Availability of information from Kay's point of view
filing cabinets and the
telephone directory as
well as one another.

accessible by Kay unknown by Kay

1 Shared information pool

Kay’s blind area

contains possibly accessible
relevant information by others
known by her more

experienced colleagues.

Kay cannot access this 1
information without the —
assistance of her

colleagues since it is unknown .
stored inside their by others hidden area unknown area

heads.

open/free area

3 Kay's area of expertise New information 4

NES, 2007-08
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The hidden area in the diagram represents the information stored in Kay’s head. This
would include her awareness that there are educational establishments which do offer
virtual training in her chosen subjects.

The unknown area contains information which is new both to Kay and her colleagues.
This includes the names and locations of the educational establishments which will meet
Kay'’s training needs.

Summary
This is one possible view of Kay's ‘trip’ around the cycle.

Kay's application of the information literacy
process

Where can | do an online course in

Question tutoring/presentation skills?

Files, colleagues, internet,
telephone directory

Find Series of relevant courses

Virtual courses selected

Selects courses provided by

Combine reputable training providers

Bookmarks websites. Compiles a
list of schools and colleges and
Share files this with other contact
information stored by her work-

group

Undertakes several of the
identified courses and uses what
she has learned in her own
training activities

Reflection
What actions have helped Kay improve her level of information literacy?
Which of Kay’s actions might support the members of her work-group?

Which types of learning has Kay experienced in performing these activities?
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Angela finds information about her SVQ course

Angela is about to begin an SVQ course in Business and Administration. She’d like to find
out a bit more about the assessment process and what will be needed for her portfolio. She
knows that the awarding body for the qualification is the Scottish Qualifications Authority
(SQA) and decides to check their website. Using Google, she finds the SQA website at
http://www.sqa.org.uk. She clicks the SVQ link on the home page and then selects the
Business and Administration option from the Subjects drop-down menu. At the Business
and Administration page, she clicks the Candidate Portfolios link. At the following page,
Angela is able to access the booklet relevant to the SVQ level she is studying by clicking
Candidate Guidance and Portfolio level 4 link.

Commentary
Angela begins resolving her difficulty by formulating a question : Where can | find more
information about my SVQ portfolio?

Question —what does Angela need to know?
Angela would like to learn more about what is needed in her portfolio.

She knows the name of the body responsible for awarding her qualification. This is the
Scottish Qualifications Authority .

Find — what will she retrieve?
Angela hopes to identify more detailed information about the sorts of evidence she needs
to include in her course portfolio.

Angela quickly scans the contents pages of the .pdf document to confirm that she’s found
the needed information.

Combine — will this help Angela with her course?

Angela realises that the document gives more information than she had about assessment
as well as detailed information about evidence and how to compile her portfolio.

Share — how will she share the information she has found?

Because the booklet appears on a reputable website, Angela can pass the URL to others
she knows who are doing the same course.

She can now use the booklet to help her through the course.

10
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Summary

Angela’s application of the information

literacy process

Question

Where can | find more information
about my SVQ portfolio?

Scottish Quialifications Authority

Find

Portfolio advice for Level 4
Business and Administration SVQ

Check that the contents list
includes information on portfolio
and evidence collection

Combine

Add additional information on
assessment and evidence types to
what was already known.

Share

Pass URL to others doing the
same course

Use the booklet to help her
through the course

Reflection

Are there other sources Angela might have tried?

For trainers and learners

Why would the source used by Angela be considered valid and reliable?

11
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When your information source is a person

When you need information and you ask another person for help, it seems obvious to say
that they will know things that you don’t and you will know things that they’re not aware of.
This is one reason that it is important to be clear in your own mind what information you
need from them so that you can ask the right question or, perhaps, use the right words
when you ask questions.

When you speak with another person the diagram below might help you “see” your
information need from more than your own point of view.

If you imagine yourself as the ‘I’ in the diagram, and the ‘other person’ as the person you

expect to help answer your questions, you will be able to see where you share information
and where you each need to supply information to the other person.

12
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Box 1

Box 2

Box 3

Box 4

represents information known to both of us. It also holds information freely
available to everyone and might include details reported in newspapers,
magazines, books, television programmes etc.

represents the information that the other person is aware of , much of which may
be contained in his/her head. | can access this information only if the other person
chooses to share it with me.

is information only | know. This box is about my feelings, thoughts, worries and
wishes. The other person can access this information only if | choose to share it
with him/her.

represents information as yet unknown to both myself and the other person. This
may be identified and recovered by following the information literacy cycle from
the question stage to the apply step. When retrieved and shared, this information
will add to the contents of Box 1.

13
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Further Information

For more detailed information about Information Literacy, its context, background, links to
KSF and other occupational standards and competencies, please see the other booklets in
this series. These are available online from the Information Literacy Portal at
http://www.infoliteracy.scot.nhs.uk

Further support in developing your information skills is available through the Information
Literacy Skills courses online at http://www.infoskills.scot.nhs.uk. The course consists of
eight modules : an introductory module which helps you assess your IT skills while each of
the following seven modules is dedicated to a single step in the information literacy
process.

If you would like some comment or feedback on your responses to the questions in this
booklet or, if you would like to comment on the content of the booklet itself, please contact

Eilean Craig
Knowledge Outreach Manager
Libraries and Information Literacy team
Knowledge Services Group
NHS Education for Scotland
First Floor
Clifton House
1 Clifton Place
Glasgow
G3 7LD

Tel : 0141 352 2915

email : infoliteracy@nes.scot.nhs.uk
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