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Using KnowUK as a teaching and study aid for BTEC First Diploma in Public Services.

Why should I use KnowUK?

· KnowUK is a unique web service which contains over 100 of the most vital reference books on the UK.  It is simple to search and use and will answer questions like:

· How many people are enlisted in the Army in the UK?

· Which unions can ambulance technicians join?

· What are the health and safety requirements within the work place?

· KnowUK is an ideal environment for students to develop key research skills.  It provides accurate and high-quality results from well-known reference books, as opposed to general Internet searches, which can provide thousands of irrelevant results.  

· KnowUK can also help to save research time for both students and teachers. Information which has previously only been available from a number of places such as libraries, voluntary organisations and government departments can now be found easily in one single source.

· Students can print pages from KnowUK to include within their portfolios of work without any copyright restrictions – this includes maps.

What is the purpose of this guide?

· This is a short guide for teachers and students of BTEC First Diploma in Public Services, Level 2.  It explains how to get the most out of using KnowUK (http://www.knowuk.co.uk), with subject-specific examples of the main features. 

· The sample questions in this guide are based upon the Edexcel syllabus for the BTEC First Diploma in Public Services, Level 2. However they also illustrate how KnowUK can be used in the teaching of this subject regardless of syllabus.
When should I use Search all of KnowUK?

The Public Services examples below illustrate just how easy this search is to use and how you can use it to quickly find a wide variety of information – we recommend that you use this search the majority of the time.

(1) What is the purpose of a career in the armed forces in the UK? (Core Unit – Unit 1- Uniformed Public Services Employment)

· Enter armed forces into the search box on the homepage and press the blue Search button.  

· There is no need to use words such as a, an, the, in, and, to etc. in KnowUK as they are not recognised by the search engine which cuts down on the number of search results.  Just pick the most important words in your question.

· This search returns 1000 results, which is a lot to read through.  The categories listed in the blue bar on the left-hand side of the page enable you to look at the search results by subject.  As you are interested in careers information, the best category to choose is Courses and Careers.  Click on this category to narrow down your search.

· Select the entry on The work, The Armed services, Occupations from the Which? Guide to Choosing a Career to read general information on a career in the armed forces.
Search Tips

· The searches in KnowUK are not case sensitive so entering Navy or navy will get the same results.

· A search that produces many results can be refined by clicking on any of the categories listed on the left-hand side of the page under the heading See category results.

· KnowUK sorts the results of a search in order of relevance. To view the results in alphabetical order, click on the word alphabetical immediately above the list of records.

· Don’t worry about spelling a word incorrectly – KnowUK checks your spelling for you.

· KnowUK automatically looks for plurals and variations of words, so entering service will also find information that relates to services and serviced.
· Choose between viewing 25 or 50 records per page by clicking on either number immediately above the list of records.
When should I use the Advanced Search?

This search enables you to search single publications which are relevant to your subject, using advanced options. For example:

What is the role of the police when someone dies in an accident? (Core Unit – Unit 1 - Uniformed Public Services Employment)

· The Advanced Search is ideal for such a question, as this information can be found in one particular publication, What To Do When Someone Dies (A general search on police accident will find a large amount of unwanted information).
· Click on the Advanced Search link on the homepage, or at the top right of your current page. Enter police accident in the search box. To ensure that only information containing both police and accident will be returned by your search, select the option All of these terms below the search box.

· To select What to Do When Someone Dies, scroll down the alphabetical list of publications, or click on the relevant letter from the displayed alphabet. Click on the checkbox next to the title and then press one of the blue Search buttons on the page.

· On the List of Results page select the entry Calling the police to get a description of the role of the police when someone dies in an accident. The word(s) you searched upon are highlighted in red.

Advanced Search Tips

· If you want to search for a phrase such as public services, select the Exact phrase option below the search box. KnowUK will only find records containing that exact phrase, instead of records that contain both or one of these words.
· If you’re not sure which publications contain the information you require click on About this publication next to the publication title to read a description of the contents.
· If you don’t select any specific publications for this search, KnowUK will automatically search all publications.
Other Search Options

· If you would like to read through a publication in depth, click on the Browse All Publications option. Find the publication you need from the alphabetical list and click on Browse contents next to the title. Click on the + and – signs on the contents page to access the information you wish to read.
· Search a category is a search that can be used to find results relating only to one particular subject. Select a category such as General Knowledge or Health and Welfare from the list at the left-hand side of the page. Enter your search term in the box and click the blue Search button. To limit your search to one single publication within the category, click on the box next to the title.
When should I use the Local Information pages?

Local Information pages are a unique collection of editorially selected information that covers over 1,200 towns and cities in the UK. Each place has a dedicated page, which includes:

· General information from the Hutchinson UK Gazetteer.

· Weblinks (both within KnowUK and to selected external sources) which cover:

· Business

· Employment and careers

· Local history

· Local press and media

· Leisure and tourism

· Politics

· Social services

· Transport

· Weather

· What's on guides

· Images of the local area

· Map

· Find local services and facilities search 

They are useful for research focused around a particular location.  For example:

Identify fitness facilities in York to enable you to develop a personal fitness programme (Core Unit - Unit 3 – Uniformed Public Services Fitness).
· On the homepage, or at the top right hand corner of your current page, click on the Local Information link.  Select the region Yorkshire & Humberside from the map of the United Kingdom, or from the list on the left side of the page. From the alphabetical list of towns select York. 

· On the next page you will find four different categories: Local map, Local links, Find local services and facilities and Images. Click on Local links.
· In the Local links section, click on the Leisure and Tourism category.

· Within the leisure section select York – Leisure (external link).  This directs you to the City of York Council page dedicated to leisure in York, including public sports and leisure facilities. 

Which titles in KnowUK provide information on Public Services?

Even though KnowUK is a general database, it includes a number of titles that contain information directly relevant to your subject:

· Air Force List
· Army List
· Binley’s Directory of NHS Management

· Civil Service Biographies
· Civil Service Yearbook
· Hutchinson Factfinder
· Hutchinson Encyclopedia of Britain

· Informa Directory of Primary Care
· Municipal Year Book 

· Navy List
· Public Bodies
· UK Advice Finder
· UK 2005
· Voluntary Agencies Directory
· What To Do When Someone Dies
· Whitaker’s Almanack
· Which? Medicine
Further information on all of these titles is available from our content list. 

If you have any feedback about this guide or KnowUK please email knowuk-webmaster@proquest.co.uk.
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Use this guide to teach key information-seeking and research skills








