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Citizens Information Board (CIB) is a FETAC 

(Further Education and Training Awards Council) registered provider 
Recruitment & Selection Documentation for 

Information Providers Programme (FETAC Accredited)

DISTANCE LEARNING Programme
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The Programme is open to people involved in Citizens Information Services (CIS) in and from the community and voluntary sector providing information on public and social services numbers permitting.   The intake for this Programme will be limited to 40 learners and in the event of a large demand for places it may be necessary to limit participation by any one organisation to 2 learners. 

Criteria for selection include:

· Sufficient previous training and experience  including induction in local CIC 
· At least 12 hours familiarisation in the information setting

· Computer literacy

· Agreement to meet requirements of the Programme listed above.
Fees:

Citizens Information Centres & MABS     No fee. 
All others

€500

1. What is distance learning?

The main difference between distance learning and the more familiar classroom-based approach is that most of the knowledge is conveyed through written resource material contained in 21 topics currently in the CD-ROM.   You read through the programme in Distance Learning format in your own home at a time that suits you best and need to set aside at least 6/7 hours per week for study. 

Learners should complete one topic per week following the course timetable.   There are a number of activities and questions incorporated into the learning materials and it is important to complete each one of these activities as they help you to learn. 

At the end of each topic, there is a ‘Test your knowledge’ section.   You must always complete this section of the topic, as it lets you know whether or not you have any gaps in your knowledge.   If you can’t answer the questions, then you need to go over the material again until you feel you know it. 

You will also discover that many of the topics contain lists of written and online resources.   In most cases, it is not essential to read this extra material.   The resources are included in case you have a special interest in that topic and want to find out more.   For some topics, Social Welfare for example, it is recommended that you obtain copies of relevant Government publications before you start to work through each topic.   Note as well that you need access to a computer and the Internet when studying some of the topics, including all the Social Welfare topics and the Health topic.
You are not entirely on your own as you study through distance learning!   You have contact with others through:

· work place training; tutorials; Citizens Information Board support.

1.1
Workplace training

Each week there will be a 3 hour work placement where you will meet other Information Providers and learn from observing them!   It allows you to make the connection between theory and practice. Workplace training allows you to: -
· become familiar with the work environment and ethos of your Information Centre

· observe and learn from more experienced information providers

· practise some of the skills you have been acquiring during the Programme, including using the computer to source information.

The training in the Information Centre will be guided by activities that reflect the subject matter of that week’s topic.   The supervisors receive information on these activities in advance of each term. Before the Programme starts, you will be allocated a supervisor who is a resource to answer your questions and help guide your work place training.   
The supervisor oversees the workplace-training element of the Information Providers Programme to ensure that the theoretical knowledge gained from the content of the programme is put into practice.   At the end of each session, you complete your workplace training form, giving details of what you managed to achieve during your workplace session and then your supervisor signs your form.   These forms will be collected at the end of each Term of the Programme.

Note that the workplace training is compulsory!   It is part of the assessment system and is worth 10% of the total marks. 
1.2
Tutorials

Learners have the opportunity to meet as a group at 4 tutorials which are interspersed throughout the Programme.   The tutorials will focus on the acquisition of practical skills which cannot be fully taught through written material.   They also include an input on certain areas of the Programme by an experienced trainer and some case study work.   They are very intensive and aim to involve the learners as actively as possible.   In addition, they provide the opportunity to ask questions and receive guidance on how to prepare for assignments.

1.3
Citizens Information Board support

You can phone the Training Executive for your region if you have a query or need information. 
2.
Programme aim

The aim of the Information Providers Programme is to equip information providers with the skills, knowledge and attitudes necessary to provide a high quality, impartial and confidential information, advice and advocacy service to the public.  
On successfully completing the Programme, learners should be able to: -
· work according to the ethos and standards of good practice of the organisation 

· source and provide information, advice and where appropriate, advocacy, on taxation, social welfare, health services, employment law, family law, consumer rights, accommodation, homelessness, immigration and nationality queries

· communicate effectively and with sensitivity in face to face interviews and when answering telephone enquires

· respond to queries relating to discrimination in line with equality legislation

· identify and record social policy issues

· be familiar with Freedom of Information and Data Protection legislation

· practise and promote Interculturalism in an multi-ethnic society

· differentiate the levels of advocacy to manage queries through the process of identifying and accessing sources of information, recording case details and referring, if appropriate, to relevant agencies.

3.
Course structure

The Information Providers Programme is divided between theory and practice with the theory element consisting of 21 topics, supported by four tutorials.   Each topic needs a minimum of 6 to 7 hours study time.   More time will be needed for work on assessments. 

The practical component of the Programme is carried out through 21 sessions of work place training each lasting 3 hours where the designated supervisor guides the learning and signs off on the hours worked.   

4.
Assessment system

In addition to attending all of the workplace training sessions, there are three different types of assessment in the Programme. The learner must: -
1. Do 6 written assignments within a specified time (Learners are required to keep a copy of all work submitted for their own records).   Assignments must be handed in by the specified date. The only exceptions are where there is illness or major unforeseen circumstances which make it impossible to meet the deadline.   A letter of explanation must be submitted along with the late submission of an assignment.

2. Carry out a role play interview where the learner plays the role of an Information Provider answering a query which will be filmed on video camera.

3. Complete an end of Programme Theory Exam where information is sourced using a computer to provide answers to ten questions and do an IT Skills test.


Citizens Information Board (CIB) is a FETAC

(Further Education and Training Awards Council) registered provider
Information Providers Programme (FETAC Accredited) DISTANCE LEARNING Programme 

APPLICATION FORM 
(Information will be treated in the strictest confidence and form will be destroyed in due course)
	PLEASE RETURN THIS COMPLETED FORM TO: Renee Hayes, CIB, Georges Quay House, 43 Townsend St, Dublin 2

	CLOSING DATE  15th August 2011


COMPLETE ALL SECTIONS IN BLOCK LETTERS 
Programme Date:  Oct 2011 – June 2012

Tutorial Location: Dublin / Cork / Athlone /Enniscorthy (Provisional)______________________
        

Name of Applicant: -------------------------------------------
Home Tel. No.: ----------------------------------

                                                                                Personal Mobile Tel. No.: ---------------------------------
Your contact address: ---------------------------------------------------------------------------------------------------------
Organisation Name: ------------------------------------------

Your Email: --------------------------------------

Organisation Address: ------------------------------------------------------------------------------------------------------

Organisation Tel. No.: - ----------------------------------------------
Your Tel. No.: - -----------------------------------

Job Title: - ----------------------------------------------------------
*PPS Number: - -------------------------------

Your position: - Volunteer   FORMCHECKBOX 
  Employee   FORMCHECKBOX 
  J1   FORMCHECKBOX 
  SE/CE   FORMCHECKBOX 
 RSS   FORMCHECKBOX 
  

Other   FORMCHECKBOX 
 ------------------- (specify)
*Date of birth: - ----------------------------------                       (*required for identification/registration with FETAC)

Do you have any special requirements that we should know about?   If yes, please outline: -

------------------------------------------------------------------------------------------------------------------------------------------

Your IT Entry Test & Cover Sheet must be attached to application 
Have you completed the Induction Programme in CIC  (CIC Applicants only) ( Yes  (   No
1. Experience in information provision: -
How long have you been involved in Information Provision? -------------------------------- 
How many hours per week do you work in Information Provision? ------------------------

Please explain how you think this Programme will benefit you in your role as an Information Provider: -
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
If you have other experience which you think is relevant please detail: -
----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

2. Details on training/education: -

List all relevant work, training/education you have done to date: -

------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------

3. Learning through the DISTANCE LEARNING programme

Will your organisation/centre facilitate the 3-hour workplace training commitment each week during the Programme?






 FORMCHECKBOX 
 yes 
 FORMCHECKBOX 
 no

Are you prepared for the commitment that is required in: - 
· Working through the course materials at home
 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
 no

· Attending weekly workplace training


 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
 no

· Attending four tutorials 




 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
 no

· Researching and writing assignments?

 FORMCHECKBOX 
 yes 
 FORMCHECKBOX 
 no

What challenges does taking part in the Distance Learning format of Programme pose for you? 

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

4. Self Assessment: 

Please tick the box that best describes your skills and way of working.  

                                        

      Good     
              Ok    

       Not good        

Literacy skills
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 





Numeracy skills
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Computer skills

 FORMCHECKBOX 

 FORMCHECKBOX 

    FORMCHECKBOX 



Motivation                                               FORMCHECKBOX 

  FORMCHECKBOX 

 FORMCHECKBOX 



Commitment                                           FORMCHECKBOX 


     FORMCHECKBOX 
   

        FORMCHECKBOX 





Ability to study on your own                    FORMCHECKBOX 


     FORMCHECKBOX 
  


        FORMCHECKBOX 





Organising workload                               FORMCHECKBOX 


     FORMCHECKBOX 
   

        FORMCHECKBOX 





Do you have access to the Internet?      FORMCHECKBOX 
 yes
                FORMCHECKBOX 
 no
Please note that Internet access is essential for enrolling on this Programme as communications to learners are carried out using email. 
Signature ((((((((((((((((((((( 
Print Name  ((((((((((((((((((((Date((((((((((((((((((
FOR COMPLETION BY THE WORKPLACE MANAGER

In support of ----------------------------------------------- application I agree to provide the required support and supervision for the duration of the Information Providers Programme delivered in the Distance Learning format.

Manager’s Name: -----------------------------------------------------------------------------------

Organisation address: --------------------------------------------------------------------------
Tel. No. : - ---------------------------------------------
Mobile No.: - -------------------------------------------


Email: ------------------------------------------

The workplace based training and supervision elements are central to the Programme.  

Are you in a position to provide the required level of support and supervision?  FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no
Supervisor’s details:

Name: - -----------------------------------------
Tel. No: - ------------------------------------------------

Email: - -------------------------------------------------------------------------------------------------------

Manager’s Signature: - ----------------------------------------------------

Print Name: - ------------------------------------------------------------------
Checklist: -

Please make sure you have ticked all the boxes before submitting the form: 

□
Form completed correctly, providing as much information as possible
□
Support person identified in the workplace

□ 
Form signed by Manager / Development Manager

□ 
Form submitted before 15th August 2011
□
Personal email address set up and tested
□
IT pre-test & cover sheet attached
�





�











CIB’s Information Providers Programme (FETAC accredited) has been designed particularly for people who have recently taken on the role of Information Provider in the CIS network and other information providing organisations in the voluntary, community and public sectors.   The Programme is intended for learners who have a desire to contribute to the community either through being a volunteer or a paid worker.   It is essential that each learner has spent at least 12 hours familiarisation in the information setting, prior to commencing the Programme.





The distance learning version of the Programme consists of 21 topics currently contained in a CD ROM.   The Programme is divided into three terms.   There are 4 tutorials throughout the Programme to be attended, 7 assignments and an end of Programme Theory Exam and an IT Test to be completed. 


Term 1: 


The Information Giving Process; Communications – Dealing with People, Finding information using the computer: � HYPERLINK "http://www.citizensinformation.ie" ��www.citizensinformation.ie� and other government web sites, Social Welfare (1) – Entitlements and work options for persons who are unemployed, Interculturalism, - Tutorial 1 -  Employment Law, Social Welfare (2) – Entitlements and work options for persons who are sick and disabled, Accommodation issues in Ireland; Being homeless – Tutorial 2.   Assessments – assignments 1 & 2 are due.�
�
Term 2: 


Equality Legislation, Introduction to Advocacy, Health Services provided by the Department of Health and Children, Social Welfare (3)- Entitlements for persons who are elderly, Social Policy Work, - Tutorial 3 -  Social Welfare (4) Entitlements and work options for persons widowed, deserted/separated or are lone parents, Freedom of Information (FOI),  Immigration & Nationality, – 


Assessments - Videoed Skills Demonstration/Role Play 3 and assignments 4 & 5 are due. �
�
Term 3: 


Family Law, Taxation, Social Welfare (4) – Persons who are Elderly, Social Policy, Employment Law, (2) Freedom of Information Consumer Rights, Data Protection. 


Assessments – assignments 6 & 7 are due and the Theory Exam and Skills Demo/IT Test is facilitated.�
�




































Learners will receive a FETAC Component Certificate for two modules at Level 6 on the National Framework of Qualifications (NFQ). This Component Certificate is not recognised as a full award. To gain this certification learners must: -





Work through all the topics in the CD ROM, completing all the activities in each topic. Topics will be checked during the course.


Attend all the tutorials.


Participate in 21 x 3 hour workplace-training sessions in the Information Centre


Submit all the assignments and gain a minimum of 50% in each one.


Carry out a role play interview on video.


Pass two end of course tests, one an information test and the other an IT test. 
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