Skill Overview
Directions: Read about the skill and then complete activities to practice the skill.
[image: ]What does it mean to locate information?
This means knowing how and where to gather facts, answers, or resources to complete a task or solve a problem. It also means using books, websites, people, or other sources to get the help or details you need.
[image: ]Why are these skills important?
Employers want workers who can solve problems and make good decisions by finding the right information. Knowing how to locate information can help people make good decisions, complete tasks correctly, and avoid mistakes.
These skills are important at work, home, school, and in your community. When you know where and how to find information, you can learn new things, solve problems, and complete tasks more successfully.
For example, you may need to look up information online, ask someone for help, or compare different sources to find the best answer. 
[image: ]How can you improve these skills?
You can improve these skills when you:
· Identify what information is needed and why it is important.
· Know where to look for information.
· Use websites, books, people, or other resources to find answers.
· Compare information from different sources.
· Ask questions when you need more information or something is not clear.
	


Skill Practice
Directions: Try one or more activities to practice your skills. 
Activity 1: Identifying the Need for Information
Read 2-3 scenarios below and then complete the chart by identifying:
· The information you need;
· Why the information is important; and
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· Where you could find the information or who could help you.
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Scenario 1:
Your supervisor asks you to plan a team meeting to discuss recent sales data. Some coworkers will join the meeting in person, and others will join the meeting online.
	What information do I need?
	Why is this information important?
	Where could I locate this information?

	Date and time of the meeting
	Workers need to know when to attend.
	Supervisor or company calendar

	
	
	

	
	
	



Scenario 2:
You moved to a new city and need to schedule a doctor’s appointment for your child.
	What information do I need?
	Why is this information important?
	Where could I locate this information?

	
	
	

	
	
	

	
	
	



Scenario 3:
You want to register for a training program.
	What information do I need?
	Why is this information important?
	Where could I locate this information?

	
	
	

	
	
	

	
	
	





Activity 2: Choosing the Best Source for Information
Read 2-3 scenarios below and then answer the questions.


Scenario 1:
You are a new employee at a manufacturing company. You have questions about company safety policies. You ask two coworkers where to locate the information you need.
Coworker A: “You could ask other coworkers what they usually do.” 
Coworker B: “Let me show you how to find the safety policies on the company website.”
· Which suggestion do you think is most useful? Underline or highlight the response.
· What are 1-2 reasons you think it is most useful?

Scenario 2:
You are in training to work as a human resource representative. An employee calls with a question about health insurance benefits. You ask two coworkers where to locate the information you need.
Coworker A: “I think the employee handbook explains most of the benefits, but you should check that it’s the newest version.”
Coworker B: “The company benefits website should have the most current information.”
· Which suggestion do you think is most useful? Underline or highlight the response.
· What are 1-2 reasons you think it is most useful?

Scenario 3:
Your car breaks down, and you need to find transportation to work for the next few days. You ask two people where to locate transportation information.
Coworker A: “Check the local bus or rental car websites for schedules and prices.” 
Coworker B: “Ask coworkers if they know about bus routes or ride-share options.”
· Which suggestion do you think is most useful? Underline or highlight the response.
· What are 1-2 reasons you think it is most useful?


Reflection Questions:
1. Why is it important to know where to locate information quickly?

2. What are 2-3 things you can do when you need help finding information?

3. Why can it be important to compare information from different sources?

1. 
Skill Application
Directions: Think of something you need or want to learn more about and then answer the questions below. (This could be related to work, home, school, or your community.)

Examples:
· Finding a new job
· Learning bus routes
· Understanding medical benefits
· Repairing something at home
· Learning a new computer program
· Finding childcare
· Choosing between two training programs

1. What information do you need to find?

2. Check the boxes for 2-3 places where you could locate this information.
☐  Books
☐  Guides or manuals
☐  Websites
☐  Videos
☐  Company handbook
☐  School website
☐  Library
☐  Coworker or supervisor
☐  Friend or family member
☐  Other:	

3. Who is one person you could ask for help?

4. Why is it important to know where to find information?
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