Stage 2: Accessing Resources — Checklist cee

U Explore a variety of resources.

o Do I understand the purposes of
different resources?

o Did I consider a variety of
resources: print, electronic, and
human?

Can | give reasons for the
resources | have chosen to
use?

U Use the computer to access
resources.

o0 Have | explored the school
library website and relevant
electronic databases?

Do | understand why and how to
use directories, search engines,
and metasearch engines?

What keywords string together
for best search results?

What kinds of searches give me
the best results?

Select

U Know how to select general
and specific resources.
0 Do | understand how to begin
with general resources and
then move to specific ones?

O Select the best and most
suitable resources.

o Did | scan and skim
resources to get an overview
of the information?

Did | select primary and/or
secondary sources for my
topic?

Did | find the best resources
for my topic?
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Gather

U Record resources.

0 Have | started to create my list
of resources?

0 Did I record citation details of
the resources, including
author, title, source, and page
numbers?

U Gather resources.

0 Have | saved or printed lists of
resources, articles, or
abstracts?

o Have | collected the most
appropriate resources?

Collaborate

Q Share findings and ideas.

o Did I discuss the selection of
resources with my peers and
teacher/teacher-librarian?

Did | ask my peers and
teacher/teacher-librarian what
other resources | might explore?

O Discuss resources and
research process.

o Have | had a conference with
my teacher or teacher-librarian
to explain my progress and
choice of resources?
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Locating Sources of Information — Checklist

When doing research, you can find print, electronic, or media information from many sources.
O Search the online catalogue or browse the shelves at your school and public libraries.

O Use the links on the School Library Website for Internet, online databases, and eBooks.

O Contact friends, teacher-librarians, teachers, and experts (face-to-face or online) to gather useful
information.

Reference Materials Notes (e.g., titles and definitions)

general encyclopedias (e.g., Grolier Encyclopedia)
subject-specific encyclopedias (e.g., Lands and Peoples)
dictionaries and thesauri

almanacs and yearbooks

directories @

atlases and maps

0000 0o

Non-Fiction Books

Fiction Books

Periodicals and Newspapers \

Q print periodical articles §§§§§

Q print newspaper articles §§§

a online periodical databases (e.g., Gale Cengage and
Proquest)

a online newspaper databases (e.g., CPIQ)

Q specialized online databases (e.g., Global Issues in
Context, Canadian Points of View)

Resources to Find

Internet and Media
a School Library Website

Q videos and DVDs (TDSB teachers to refer to MediaNet
video library: www.tdsh.on.ca/MediaNet)

"
Q CDs, mp3s, and podcasts Q

a television and radio programs

Community Resources il Notes (e.g., names and addresses)

family, friends, and teachers

public, college, and university libraries Lﬁ&

community services, directories, and organizations

government agencies
trade directories

a
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business and industry sources (e.qg., travel agencies)
telephone directories (Canada411.com)

)
C
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Q
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o
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art galleries and museums (physical and virtual)

O

speakers and experts

Tip: Sources may be primary or secondary. Primary sources are original materials existing as the earliest or first
of a kind, such as artifacts, diaries, photographs, original documents, or interviews. Secondary sources are
works that interpret or analyze an event or primary source, and are generally one step removed from the event
or source.

T Y
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http://www.tdsb.on.ca/MediaNet

Scanning Texts

SCANNING is a way of quickly reading down a page, list, or
paragraph to find a specific word, detail, or fact. You scan to pinpoint
something you need, without having to read the entire piece.

How to Scan

1. Know the kind of text you are reading (e.g., an encyclopedia, a website, a magazine)
and make predictions about where you'll find key words, terms, facts, dates, or names.

2. See how things are arranged on the page. Titles and headings will help you focus;
alphabetical lists will sort items; numbers will put things in order.

3. Move your eyes vertically or diagonally down the text, looking for the precise thing you
need.

Heading CBC Archives

archiveslcbc.ca
On this website. vou’ll find a selection of radio and television clips from the Archives of

Name theEanadian Broadcasting CorporationJSome of these files have rested quietly at the

bottom of the CBC vaults for more than 60 years and are, for the first time, now

available to the generaljpublic.

Facts [Search hundreds of clips,]explore a timeline, browse by key historical and cultural
headingsf he Teachers section provides educational materials for Grades 6-8,
1

Grades 9410, and Grades 11-12, which are all available free of charge.

Heading || Ontario History Quest (OHQ)

oha.tpl.toronto.on.ca/

This website is a student resource dedicated to di ering Ontario’s history—its people,
their dreams, struggles, and achievements. It includes t ey resources: the OH
Learning Site of activities for teachers and students and theJOHQ Digital Collections]site
of over 3300 digital images.

erms

On the OHQ Learning Site, students will learn about Ontario’s history from images of
original letters, diaries, pictures and other documents. Onjesio=tH Quest is for
students in Grades 7, 8, 10, and 12 studying history from E820—1970 Lnd carefully
follows the Ontario curriculum.

@recccccccces eecccccccccccccce eeecccccccccccccce eecceecccccccccce eeecccccccccccccce eecccccccccccccce ceccccccc P
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Skimming Texts

SKIMMING is a way of quickly reading across a text from left to right to get
the main idea and a few important details. You skim to get a sense of the
text, whether it is what you need, and which parts you may want to read
later in detail.

How to Skim a Book Index

1. Flip through a book from cover to cover for a
general impression. Look for:

Chapter Paragraphs

Q title page, front and back, a date (is it Chapter Headings
current enough for the assignment?)
table of contents Table of Contents

Preface

m}
Q chapter headings
QO summaries

a index

2. Check out the book jacket for a summary of
the contents and biographical information of
the author.

3. Look at the preface for the author’s purpose.

4. Read the opening and closing paragraphs of
selected chapters for summaries of the
chapters.

5. Check the index for specific references to
your topic.

Title Page

How to Skim an Article or Chapter

1. Read the title, headings, captions, words in
heavy print, and italicized words.

2. Glance quickly through the article for a
general impression of its length and
organization.

3. Examine the illustrations, charts, graphs,
maps, etc.

4. Read the first and last paragraphs and the
first sentence (usually the topic sentence) of
other paragraphs.

How to Skim a Website

1. Browse the home page for content, using
frames, main body, menu bar, search box,
directories, and links.

2. Identify who created the site (e.g., “About
Us") and scroll to check when it was last
updated.

3. Browse the site for content that meets your
needs.

’oooooooo.-o.ooooloot..oooooootooo.oooool.oonoooooooooo.o-ooo...oo-ooocooo.o.coo.ono.oo..oo.ooloococooooltoo.‘
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Effective Online Searching Strategies

Strategy 1: Using Concepts to Develop Keywords

Types of Online Searches
Keyword Searches = Broad Search

Step 1. Briefly Describe Your Topic/Focus/Thesis

o Make a list of terms before you start to search
(see example to the right).

e Use specific words (e.g., Bengal tigers, not tigers).

e Search by phrase, using quotation marks to find
the words together (e.g., “acid rain”).

o Narrow your search with related terms (e.g.,
“Bengal tigers” and habitat).

e Check spelling and typing (e.g., centre versus center;
colour versus color; labour versus labor).

Topic/Focus/Thesis

Contemporary media celebrate violence in
ways that encourage violent behaviour in
adolescents today.

1 Step 2. Identify the Main Concepts

First Concept
Directory Search = Subject/Topic Search

e Search by subject or topic in Internet directories
and online subscription databases.

media

Boolean Search = Relational Search

e Use operators AND(+), OR, and NOT(-) to find
relationships between search terms:

AND (+) for information containing all terms
(e.g., Renaissance AND sculpture;

Second Concept

violence

Third Concept

adolescent

Step 3. Think of Synonyms/Related Terms

Renaissance +sculpture) /First Concept
OR for information with any term (e.g., Related Terms

euthanasia OR “assisted suicide”)

- NOT (-) for information without a term (e.qg., television
blue jays NOT birds).
e Use the Advanced Search features of search
engines and directories to narrow your search. .
video game

e

Second Concept
Related Terms

crime

brutality

Strategy 2: Tracking the Search to Narrow the Results

Types of Searches: K =Keyword P =Phrase

S = Subject/Directory Search

B

/Third Concept
Related Terms

youth

= Boolean Search

Search Terms

Type of Search

\Number of Hits/

adolescent violence television

Keyword

\ 3178000 /

“television violence”

Phrase

Television and society

Subject/Directory

adolescent AND violence AND television NOT movies

Boolean

T Y
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Effective Online Searching Strategies (cont'd.)

Strategy 1: Using Concepts to Develop Keywords

Step 1. Briefly Describe Your Topic/Focus/Thesis

Topic/Focus/Thesis

First Concept

AND
+

Step 2. Identify the Main Concepts

Second Concept

AND
+

Third Concept

1 Step 3. Think of Synonyms and Related Terms

m:irst Concept Related
Terms

AND
+

@cond Concept Related
Terms

AND
+

Strategy 2: Tracking the Search to Narrow the Results

Types of Searches: K =Keyword

P = Phrase

S = Subject/Directory Search

ﬂhird Concept Related
Terms

B = Boolean Search

Search Terms

Type of Search

Number of Hits

Tip: Your goal is to narrow your search to a manageable number of relevant hits. Try different combinations of
search terms. Above all, be patient while searching and record your results to avoid duplicating searches.
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Selecting Information

Briefly and clearly state your topic and its focus. The focus can be key questions you are asking

about your topic, a problem you are trying to solve, the position you are taking, or the decision
you are making.

My Topic: My Focus:

Consult the previous “Locating Sources of Information: A Checklist” and select the best resources

with which to explore your topic and focus. Give reasons why these resources are the most
appropriate.

Resources to Find: My Reasons:
People to Contact: My Reasons:
Places to Go: My Reasons:

—

Tip: Prioritize. Decide which resources you should begin with, which resources you might examine
next, and which resources you could leave until later.
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Selecting Web-Based Resources:
TDSB School Library Website Key Links

The Toronto District School Board maintains a School Library Website that is customized for every
school. Central staff pre-select and organize quality Internet sites and purchased databases.

Below is the home page. At the left are descriptions of the contents of other pages. Ask your teacher-
librarian for the website’s address (URL) to access all the features of the site at home and school.

The research journey takes you from...

G o o
eneral Knowledge Proficiency~~_Expert Knowledge
Books (i.e. Articles (i
e Canadian Encyclopedia | e Library Catalogue * CPIQ .
e Grolier Encyclopedia e Toronto Public Library y Global_lssues_. In Cont_ext
«  Wikipedia Catalogue o Canacﬁqn Points of View
e  eBooks e Actualité Francophone
e Student Resource Centre
Canadian
T LT T O s 'S
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Human Resources — Tapping into the Knowledge and coe

Expertise of People
Experts in a field have a wealth of ideas and perspectives to share about a topic. Consult business, community,
and government directories to identify experts at universities, colleges, companies, organizations, or

government agencies. Search the Internet for those experts who offer safe, authoritative, and free advice to
student researchers. Follow up the interview later with a written note of thanks.

Conducting an Interview

Making Initial Contact Developing Questions During the Interview

a Telephone, email, or write a O Have a variety of questions O Thank the interviewee for
letter to request an interview. ready for the interview. agreeing to the interview.

Q Introduce yourself and state O Make sure your questions are | Q@ Explain the purpose of the
the reason for the interview relevant to the topic you are interview and give a general

Q  In your communication researching. comment about the questions.
demonstrate some Q Prepare open-ended, O Begin asking each question
knowledge of the person thoughtful questions that and, if possible, extend
and/or institution/company. require more than one-word, answers with more questions

O  Be specific about how long “yes” or “no” answers. based on the information
the interview will take. 0 Be sure the questions avoid given.

O If you wish, ask if you can personal bias. O Ifyou are unsure of a
record the }nterview. response, ask for clarification

or reformulate the question.

Communicating Your Progress: Conferencing with
Your Teacher and Teacher-Librarian

Having the chance to talk with your teacher and teacher-librarian throughout the research \
process helps you check your progress: are you researching a good topic, asking
meaningful questions, finding appropriate resources, and making wise decisions?

Use the Conference Notes form on the following page.

Be prepared to talk about your research progress and show your work to date (e.g., in a
portfolio, on a visual organizer). In your conference, consider answering the following questions:

a Why is the topic O Where have you o How you are O What are the

important to you? searched for recording the challenges in writing a
: resources? information? first draft?

Q How does the topic
relate to your O Which are your best | @ Whatis your method | @ What changes are you
personal resources? for taking notes? making as you work on
experience? a Whom have you a How is your focus or the first draft?

O How are you feeling asked for help? thesis emerging? O How are you going to
Zggg:itemiésseamh Q Whatdo you still Q What have you edit your \./v.ork?

| need to find? learned about the a Are you citing your
research so far? sources accurately?

D Y

© 2010 Toronto District School Board -25- Research Success @ Your Library



Conference Notes

Name: Topic:

Section A: Progress to date (completed by the student before the conference)

Focus/Thesis so far:

Resources used:

Questions for your teacher:

Section B: Comments and suggestions (completed by the teacher)

Section C: Plans for the future (completed by the student)

Next conference date:

Tip: While this Conference Note template is useful in Stage 2 of your research, it can be used at any
stage to monitor your progress and make sure you are on track in completing the project.
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Selecting Resources: A Sample Flow Chart

As you select resources, it is useful to plan your work “flow.” Using a flow chart is one way of doing
this. A flow chart is a picture that describes the process of steps followed to accomplish a project or

task.

Here are two simple flow charts. The flow chart on the left traces how one student selected resources
for a report on Prime Minister Pierre Trudeau’s contribution to the Canadian Charter of Rights. On the
right is a sample template with prompts to help you plan the selection of resources for your

assignment.

Topic: Pierre Trudeau

Focus: The Canadian Charter of Rights

Start Stage 2
Trudeau: Charter

v

Get an Overview

Online Canadian
Encyclopedia

A 4
Check Primary
Sources
Charter of Rights
Trudeau’s Memoirs

Check Secondary
Sources
Trudeau Biography
McLean'’s article

Find more details

Enough
CBC Archives Details?

website

Yes l

Complete Stage 2
’L Trudeau: Charter

Topic:
Focus:
N
Start Stage 2
& J
v v Encyclopedias
Get an Overview v Dictionaries
v Almanacs
v Specialized
reference sources
Y
Check Primary v Letters
Sources v Diaries
v Original documents
v Photographs
Check Secondary v Biographies
Sources v Periodical articles
v Non-fiction books
v Websites

Enough
Details?

l Yes

Find more details

<
<«

[ Complete Stage 2 )

)

Tip: These flow charts map a short sequence in only one stage of research. You might find
flow-charting a useful method for other stages and for analyzing and presenting information.

@rceecerccnces cevessssessnnee T cesesscsescnsccncsnss cevesvssceene cevee
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Record of Sources

Use the following boxes to record as much data as is available for each different type of resource
(e.g., a print reference may or not have an author). You can cut these boxes out and use them as
index cards to organize your resources alphabetically in your Works Cited (MLA) or Reference List
(APA).

Electronic Source Book Source

Print Reference Source

Periodical Source

T S

Author(s)

Titile

Place of Publication

Publisher

Copyright Date Page(s) Used

Dewey Call No.

o School Library o Public Library o Other Library

Author(s)

Title

Date Created Date of Access

Web Address

Database

o School Library o Public Library o Other Library

Author(s), if given

Title of Article

Title of Source

Edition No. Copyright Date

Volume No. Page(s) Used

Dewey Call No.

o School Library o Public Library o Other Library

Author(s)

Title of Article

Name of Publication

Issue No.

Edition, if Newspaper

Date Page(s) used

o School Library o Public Library o Other Library
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Media Source

-28 -

Author(s)

Titile

Place of Publication

Publisher

Copyright Date Page(s) Used

Dewey Call No.

o School Library o Public Library o Other Library

Author(s)

Title

Date created Date of Access

Web Address

Database

o School Library o Public Library o Other Library

Author(s), if given

Title of Article

Title of Source

Edition No. Copyright Date

Date of Access

Web Address

o School Library o Public Library o Other Library

Author(s)

Date

Title

Type of Media

Place of Publication

Publsher/Distributor

o School Library o Public Library o Other Library
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Assessment: Stage 2 Research

SCORING CHART: Assessment as Learning

Stage 2:

1 lowest score > 5 highest score

Comments

Research Knowledge and Skills

| have read/viewed a variety of print, electronic, and
media resources in my school library.

| have used the School Library Website to search for
and find appropriate online resources.

information.

| have used search directories to find appropriate

information.

| have used search engines to find appropriate

| have used skimmed and scanned texts for
appropriate information.

| have selected the best resources for my assignment.

decisions.

| have continued to plan my work and track my

| have collaborated with teacher-librarian, teachers,
and peers to check my ideas so far.

selected.

| have recorded the sources of information that | have

| have organized my resources effectively.

RUBRIC: Assessment for Learning

Knowledge/
Understanding

Locating resources

- demonstrates limited
knowledge of ways to
locate resources

- demonstrates
some knowledge
of ways to locate
resources

- demonstrates
considerable
knowledge of ways
to locate resources

- demonstrates
thorough knowledge
of ways to locate
resources

Thinking
Selecting information

- uses a limited range
of critical-thinking
skills to select
appropriate
information

- uses a moderate
range of critical-
thinking skills to
select appropriate
information

- uses a considerable
range of critical-
thinking skills to
select appropriate
information

- uses a wide range of
critical-thinking skills
to select appropriate
information

Communication
Collaborating to

- collaborates with
others to check
findings and ideas

- collaborates with
others to check
findings and ideas

- collaborates with
others to check
findings and ideas

- collaborates with
others to check
findings and ideas

check ideas O . . - . .
with limited with some with considerable with a high degree of
effectiveness effectiveness effectiveness effectiveness
Application - organizes and records | - organizes and - organizes and - organizes and

Organizing and
recording information

information with
limited accuracy and
effectiveness

records
information with
some accuracy
and effectiveness

records information
with considerable
accuracy and
effectiveness

records information
with a high degree of
accuracy and
effectiveness

T Y
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