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COURSE GOAL

To enable FEMA personnel at a Disaster Field Office (DFO) to use Internet resources for appropriate research.

COURSE OBJECTIVES

The objectives of this course are to enable participants to:

· Define Internet terms.

· Develop basic skills to use the Internet.

· Explain FEMA policy on the use of the Internet in the DFO.

· Access information from the FEMA Home Page.

· Perform research on –

· Disaster specific information, and

· General information.

· Use the Internet to complete a request for information.

TARGET AUDIENCE
The target audience for this training includes individuals who work in the Disaster Field Office and must access information through research.  Prerequisite:  Basic computer skills.

APPROXIMATE TIME

3 hours

CONTENTS

This course includes the following:

· Course Overview

· Internet terminology

· Basic Internet Skills

· FEMA Policy on Internet use

· Internet research skills

· Skill evaluation

· Course Summary 

PREPARING

Use the following checklist to help you prepare for this course:



Supplies and Equipment

· Computer Lab

· Visuals 1 through 12  (See Visual Masters section of this document.  Prepare the visuals if necessary.)

· Overhead projector with screen

· Masking tape

· Chart paper, easels, and markers

· Name cards

· Pens, pencils, and note paper

Handout Materials (See Handout Masters section of this document.)

· Fill in any necessary handout materials needed for the course.

NUMBER OF INSTRUCTORS

One or two instructors may be used to teach this course.



INSTRUCTOR QUALIFICATIONS

Instructors should have computer training experience while working at a DFO.  Instructors should be familiar with the use of the Internet and be capable of answering student questions.  If this is your first deployment, request an experienced instructor to co-instruct. 

Instructors must do all activities for this workshop in the DFO where it is offered to see what the students will see, and to have answers for their questions.  This is very important since each LAN will vary from others.  Also complete the Treasure Hunt to prepare a KEY as this it the means to evaluate student learning.



COURSE OVERVIEW
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Visual 1,2

[image: image1.wmf]
Begin this course by reviewing the following objectives:
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Introduction to the Internet Summary
Distribute the handout titled “Introduction to the Internet Summary.”  Tell the participants that they can use this handout to take notes.  



INTERNET TERMINOLOGY
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Visual 3
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Display the following visual. 
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Review the following key points:
· The Internet has its own jargon, with many unique terms.
· Use the Glossary section of the Student Summary.
· If you hear or see a term you do not understand, ask for help finding the definition.
Refer students to the Glossary.
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Discussion Question:  Can you find a term in the Glossary that you’ve heard others use and did not understand? Please share what that is.






INTERNET POLICIES AND MANNERS
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Visual 4
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Display the following visual.
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Review the following key points:

· The FEMA policy on Internet use parallels the policy on telephone use.

· The use must be appropriate to FEMA business and your job assignment

· Use logic and good judgement regarding the sites you visit

· There is a firewall with word identification capabilities for security.
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Framing Search Questions
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Visual 5

[image: image8.wmf]

Display the following visual.
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Review the following key points:

· Internet Manners, sometimes called “Netiquette”

· General rules of conduct and respect apply.

· Fun, acceptable shorthand of “Emoticons” may be used

Refer students to Netiquette and Emoticon pages in the Student Summary.



GETTING STARTED
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Visual 6
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Display the following visual. 
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Review the following key points:

· FEMA Home Page

· What’s There?

· How do I find it?

· Can I print it?

· What’s There 

· General information about the agency, 

· a staff directory, 

· FEMA for Kids

· Program information, and

· Training opportunities.




· For How do I find it? and Can I print it? turn to your Student Summary for directions and to the computer.
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Activity:  The FEMA Home Page

Directions:

1. Start at the Windows screen

2. Double-click the Internet icon

3. What page appears?


The FEMA Home Page
4.  Locate the list of options at the left side of the screen.  Click on Flood Insurance.
a. Visit two additional links from here.

b. List them in your Student Summary with one new item of information you acquired at each.

c. Choose one page of information to print.  

d. Use the PRINT button on the bar at the top of the screen.

Cue students to use this print feature as a way to keep information they find.




5.  Use the BACK button on the bar at the top of the screen to return to the FEMA Home Page.

Cue students to use this button to return to their  previous location when on the Internet. 
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Discussion Question:

Draw students’ attention back from the computers and ask them to report on what they found at the FEMA Home Page.






NAVIGATING ON THE INTERNET
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Internet Manners

•

“Netiquette”

•

Be polite

•

Use ethics in choice

Visual 7
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Display the following visual.
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Review the following key points:
· There are several techniques to Navigate the Internet.  This class segment will take you through three.

· Using Universal Resource Locators (URL), which are web addresses

· Using a search engine to find information on various topics

· Saving places you use frequently for quick access.
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Activity:  Using a URL on the Internet

Directions:

1. Place the cursor in the address block at the top of the FEMA Home Page with a mouse click.

2. Type:


www.nasa.gov [enter]


OR


http://food.epicurious.com/ [enter]

3. In the Student Summary, state what you find.

4. Visit two additional links from this site, and note them in your Student Summary.


Allow students 5 - 7 minutes to complete this, then cue them to use a quick way back to the FEMA Home page without going through several BACK steps. 

5.  Return to the FEMA Home Page by using the HOME button.
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Discussion Question:

Draw students’ attention back from the computers and ask them to share what they found at the site they visited.
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Terminology
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Activity:  Use a search engine to find information on the Internet.
If you do not know a URL that will provide the information you want, you can use a search engine and look for topics on the Internet.

Follow these steps:

1. From the FEMA Home Page button bar, click on the SEARCH button.

2. What comes up on the screen?


One of several search engines, with a listing of other choices.

3. Select Alta Vista.

4. In the search box, type the topic earthquake.  Click the SEARCH button.


How many ‘hits’ are indicated?


How many of these are shown as listings?  


What are the first two?
5. Try the search again by entering the phrase earthquake intensity scale.


How many ‘hits are indicated?


Are the initial listings the same as before?  

6. Go HOME, then to SEARCH.
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Discussion Question:

Does the same search engine, Alta Vista, come to the screen?

Discuss with students that the Internet Explorer rotates among search engines that are listed.  A person may choose any they particularly want to use.  People develop favorites since different search engines list different hits and vary in ease of use.






[image: image45.wmf]2

Introduction to the Internet

4

Perform research on

4

Disaster specific information, and

4

General information.

4

Use the Internet to complete a request for

information.


Activity:
Repeat the steps to search for earthquake and earthquake intensity scale using a search engine other than Alta Vista.


Allow students time to complete this.  Observe them for individuals who may need assistance.
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Review these key points.

Framing Search Questions

You can improve your search techniques by the way you state the topic on which you want information.

Each search engine has a  “search tips” or “help” site that you can use to find suggestions for focusing your information search.  Check the site for advanced search information.



[image: image47.wmf]Visual 9 

[image: image19.wmf]





[image: image20.wmf]
Review these key points

Let’s look at some of the common tips for narrowing an internet search.

1. Use lower case letters, when you are not sure what you want


This will get you both upper and lower case responses, while using upper case letters will only get you an exact match.

2. Include words with + or exclude words with –


For example, to find a recipe for oatmeal cookies without raisins, try recipe cookie + oatmeal – raisin
3. Put an exact phrase in quotes


For example, “Bengal tiger” will search for that phrase, while Bengal tiger will bring up anything with either word.

4. Drop-down lists


Search engines often have drop-down lists so you can choose:


The language to use  


A Natural Language Query (written as you would say it)


A Boolean logic search 


Various other techniques 
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Activity:  Framing your search
1. Choose a broad topic, like coffee or cat.  SEARCH

2. Add description, like Brazilian.  SEARCH

3. Try quotes, + or -, and Natural Language Query.

Allow students time to perform these searches.
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Discussion Question:

Draw the students’ attention away from the computers and ask them to discuss what they discovered about framing searches.
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Activity:  Set a ‘bookmark’ or a favorite site.

When you find a site that you will use often, you can set it as a favorite on your computer.

Directions:

1. Enter a topic of your choice and perform a SEARCH.

2. Find a site you want to save (or use one, such as the NASA site from earlier in this workshop).

3. On the icon bar at the top of the screen, click the FAVORITES button.  Choose the ‘add to favorites’ option, click to enter your listing.

4. Return HOME.

5. Choose FAVORITES.  Highlight the site you just listed, and click.  This should return you to the site directly, so you do not have to SEARCH again.




Draw the students attention back from the computers and proceed with the next lesson.
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Display the following visual.
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Discussion Question:

What kind of information about the disaster area is necessary and helpful in the Disaster Field Office?




( Possible Answers:
· Area maps

· Local and state government agencies

· Area schools

· Weather conditions

· Volunteer organizations

· Service Clubs

· Services for the elderly
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Discussion Question:

What ideas do you have on how to gather this information on the Internet?




( Possible Answers:
· Use a search engine to find state and county

· Follow links to various services and organizations

· Use FEMA page to access disaster specific information already known

· Use the Local Area Network (LAN) in the DFO to read the Disaster Fact Sheet

· Use telephone directory to check for a list of local internet sites by URL
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Activity:   Find information you would use in your DFO assignment for this disaster.  Use one of the general topics we just discussed, like the weather or a listing of volunteer groups.

Direct students to use the skills they now have to search the Internet and print or record information they find.  Allow independent work time.
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Discussion Question:

Draw students’ attention back from the computers and ask them to report on what they found.



ACQUIRE GENERAL INFORMATION
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Display the following visual:
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Discussion Question:

What kind of general information is helpful in the DFO?




( Possible answers:
· News – local, state, national and international

· Culture and customs of people who now live in the disaster area

· Language resources

· Environmental information
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Activity:  Find one item of general information, such as those we have just discussed, that would be helpful in this disaster.

Direct students to use the skills they now have search the Internet and print or record what they find.  Allow individual work time.
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Discussion Question:

Draw the students’ back from the computers and ask them to share what they found with the group.



TREASURE HUNT
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Visual 12
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Display the following visual.




Review the following key points:
Through this workshop we have:

· Defined Internet terms

· Developed basic skills to use the Internet

· Explained FEMA policy on the use of the Internet in the DFO

· Found information on the FEMA Home Page

· Performed research of both a general and disaster-specific nature

Now it is time to use the Internet to complete a request for information.  This the final activity and evaluation of the skills you acquired.

Ask if students have additional questions.

Direct students to  complete the Treasure Hunt and return it to the instructor.

Very important:  Instructor must complete the Treasure Hunt prior to asking the students to do so in order to have a ‘key’.
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Activity:  Treasure Hunt – One hour

Distribute the Treasure Hunt Handout.  Explain to the students that they have one hour to complete this activity.  Some people may complete it more quickly.  The instructor should remain available for questions.

Ask students to complete and return the course evaluation form with their completed Treasure Hunt.
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