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1.  TASK DEFINITION
1.1 Define the information problem
· What is the task?
· What information is required?  Read over the entire assignment carefully.
· Select, narrow or broaden topic.
· Formulate questions.
1.2 Identify information needed
· What type of information do I need?
· Develop a thesis statement that can be proven by your paper or assignment.
· Pick out keywords from this statement.  Use these for your initial search.
· Use graphic organizers (Inspiration, KWHL).
	         
2.  INFORMATION-SEEKING STRATEGIES
2.1 Determine all possible sources
· What are possible sources
· Brainstorm
· What is available in this library?  Do I have to go to another library? Online? Databases?
· Think outside the box (telephone, interviews, etc.)
2.2 Select the best sources
· What is the best source for this assignment?
· Evaluate the different sources.
· What is the most relevant source for your information need?
· Skim and scan to help decide if a source is appropriate.

3.  LOCATION AND ACCESS
3.1 Locate sources (intellectually and physically)
· Where do I find the appropriate source?
3.2 Find information within sources
· How do I find information within each source?
· Brainstorm synonyms for the keywords.
· Use Boolean searching to expand or limit the search.
· Use the index, table of contents, appropriate search engines and screens.
· Evaluate websites based on the following criteria:
· Authority-Who owns the website and what are their qualifications?
· Accuracy-How reliable and free from error is the information?
· Objectivity (Bias)-is the intention of the site to sway your opinion?
· Relevance-Is the information applicable to the assignment?
· Currency-Is the content of the work up-to-date and the pub. date clear?



4. USE OF INFORMATION
4.1 Engage the information with a source
· How can I use each source?
· Read, Hear, View, Touch
4.2 Extract relevant information
· What information is useful from each source?
· Take notes using note cards, highlighting, copies, post-its or cut and paste.
· Write down sources for the bibliography.  Do not plagiarize.

5.  SYNTHESIS
5.1 Organize information from multiple sources
· Put the information from different sources together to create a unique product.
· Answer a question that there is not a right or wrong answer.  Support or prove your conclusion through facts and information
5.2 Present the information
· Did you present the information in a creative manner and follow all the guidelines?  Use PowerPoint, a video, essay, research paper, etc. for creativity.

6.  EVALUATION
6.1 Judge the product (effectiveness)
· Is my project complete?
· Did I answer or prove the thesis statement?
6.2 Judge the information problem-solving process (efficiency)
· Look at your end result and judge your problem solving skills.
· Did you locate information efficiently?
· Did you focus and use necessary or relevant information?
· Do you have too much, or not enough information?
· Did you use the appropriate information source and find the best information?
· Do you need to revisit any of the steps?
