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 Delivering information skills training courses
The purpose of this briefing is to provide an overview of practical factors that you may need to consider in order to deliver information skills training courses:
 

Training skills
In order to deliver effective information skills training courses, it is important that trainers have experience and feel comfortable with teaching and training. Some trainers develop effective teaching skills through practice and experience. However, there are courses available for information professionals to develop and enhance their teaching skills.  An example is the TFPL 'Training the trainer: preparing LIS professionals to train their users' course.
 
Update your knowledge
Before delivering your training session, you should ensure that you are up-to-date with any changes that may have occurred which are related to the information skills topic you will be providing. As well as the possibility that new bibliographic databases, websites, reference management software etc may have been introduced since the last time you taught your particular information skills topic, existing information packages are constantly being developed. In addition to being aware of updates such as these, trainers also need to ensure that they are confident with the new/updated information packages in order to provide successful, accurate and relevant training courses to their students.
 

Choosing the location and venue
Where you choose to hold your information skills training course will depend on the facilities that you have available for training at your workplace and the preferences of your students. Although you may have an adequate supply of space and computers available to provide training at your workplace, some students may prefer to receive training at their own workplace for convenience. In addition, in circumstances where you have agreed to provide training to students that are located at a distance from your region, you may be required to travel to the location of your students in order to provide the training course. In circumstances where neither you nor your students have adequate facilities to run a training course, you may need to look into finding suitable accommodation in which to hold the classes.
When choosing a location and venue for training courses, it is important that the venue is easily accessible by both yourself and the students. Providing information such as location maps, directions (for those travelling by car) and details of local public transport routes are essential to ensure that your students can find the training venue. 
 

Course materials
If you are intending to use course materials such as handouts as part of your course, it is important to create and photocopy the necessary amount in advance of delivering your information skills training course. In addition, other materials that you may wish to use such as flip charts and A3 size poster paper (along with felt-tip pens, pins, blu-tack etc) should be ordered in advance of your training session and be made available to the students on the day of training.   
 

Technology and equipment
Lectures or presentations
To deliver your lectures or presentations during the training course, you will require equipment such as an overhead projector (OHP) or a computer/laptop with projector equipment. If you are delivering training away from your workplace, it is important to enquire if the venue that you will be teaching at has this type of equipment. If not, you will need to supply this equipment yourself. 
Practical sessions
If you are intending to run an information skills training course on topics such as 'searching electronic resources', 'internet searching', 'bibliographic database searching', and 'electronic reference management' it is important to remember that you will require access to a sufficient amount of computers which have the relevant software applications installed, internet access and networked access to the databases and electronic resources that your institution has subscriptions for. It is important to ensure that these computers are booked in advance of your training session.
You will also need to ensure that your students have the relevant login usernames and passwords to log-on to the computers and any extra usernames and passwords they may require. If your students do not have this type of information, it is important that you are able to obtain 'training' usernames and passwords before the course is run.  

Catering 

If your training course includes refreshments or lunch breaks, it is important to remember to book catering services to provide food and drink for your course. You may be able to order food via an internal catering service at your organisation. If your organisation does not have catering facilities, you may need to order food from an external catering source or ensure that suitable facilities such as canteens or cafes are available nearby. If you are running your training course at an external location or venue, it is important that you discuss catering with the external source and ensure that any issues are resolved as part of their preparation for your course. 
                            

Support from colleagues
If you are training a large group of students, or if your training course is set to run for one or more days, if possible, it can be useful to enlist the help of colleagues with training experience. For example, when training a large group of students if two or more trainers are available this can help to ensure that the students receive adequate help and support during exercises or practical sessions that may be taught. In addition, it can be very stressful and tiring for one person to provide training over the course of a full day or more. The training course schedule can be split up into two or more equal parts, and taught by you and your colleague(s). 
 

Charging for training courses
Whether or not you decide to charge for your training courses will depend largely on your workplace and the funds that are available for training. 
To provide an example, at the ScHARR Information Resources Information Service, staff and students within ScHARR can receive information skills training sessions at no cost. However, for external training courses, there is a per head charge for sessions.  It is often helpful, if running a course without direct charges, that you state a cancellation fee as this will make people think twice about cancelling their attendance at short notice.
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