MULTIMEDIA TRAINING KIT

Trainers' notes: Introduction to Databases

Developed by: Anna Feldman 

for the Association for Progressive Communications (APC)

	Introduction
	This unit forms an introduction to other more practical database units. It gives participants an understanding of the concepts behind database development, a sense of how database work can be applied to information projects and how to start thinking about the database planning process.  

It is primarily about developing an awareness of databases which can form a basis for future training in more practical aspects of database development work.



	Timing/duration
	3 hours 10 minutes.



	Content outline and main topics covered

	· What a database is, and how it fits into the information management picture (30 minutes + 30 minutes exercise 1).

· What the main concepts in database work are: fields, records, queries and reports (30 minutes + 30 minutes exercise 2).

· The priorities involved in the database planning process (20 minutes + 20 minutes exercise 3).

· Putting information first when planning your database (10 minutes + 20 minutes exercise 4).



	Target audience
	People from telecentres, civil society and development organizations with an interest in information management and/or a need to develop their organisation’s information management systems.



	Prerequisite skills/knowledge
	Basic PC skills, familiarity with Windows.



	Unit objectives/expected outcomes
	· An understanding of why information management is important for the work of CSOs.

· A basic knowledge of how databases work with information.

· The confidence to pursue further the development of a database.



	Pre-workshop activities
	-

	Notes on using exercises
	All exercises are based on the work generating discussion as a means to developing the participants’ understanding of the database idea.




	Resources included with unit
	· Trainers' notes

· Handout

· PowerPoint presentation

· Exercises

· List of additional resources

· Workshop evaluation form (for trainees)

· Materials evaluation form (for trainers)

· Copyright statement

The general database glossary and case studies should be used with this unit.



	Additional trainer resources
	-

	Equipment needed
	Flip chart (news sheet) and pens for recording exercise and discussion outcomes; PC and projector for conducting PowerPoint presentation (optional).



	Comments
	-
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