Library Instruction Request Form

Please return form to the library front desk in L-200. After receiving your request, a librarian will contact you to confirm the class date, time, and location. If you do not receive a response within two working days please contact Reina Williams, Librarian at (773) 481-8400 or via email at rwilliams341@ccc.edu.
___________________________________________________________________________________________________
Top of Form

Name                                                              Email Address                                                  Campus (i.e. Humboldt Park or Wright College)
Please list course title, day, date, and time. Example: English102, Monday, April 25, 2012, 3:00pm
_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________
​​​​​​_________________________________________________________________________________________
Approximate Number of Students________  Do you need us to reserve a computer lab? Yes____ No_____
Please mark an X next to the library instruction session you are requesting.
_____Walking Tour of physical library, 20 - 30 minutes
The walking tour led by a library faculty member includes: 

· Review of Library Services such as the Ask a Librarian desk
· Copy Center (Library, L-200)

· Library computers (Computers with Microsoft Office and internet access, black and white printer, color printer, and print management system.)

· Circulating collection, reference books, etc.(Library, L-200)

· Location of Fiction collection, ESL, GED, and test books in the library (These books can be checked out for 2 weeks with a student I.D.) 

· Study Room (Students can sign up for 2 hours with a group of 2 or more.) (L214)

· Writing Center, (L113)

· Media Services, (L112)

· General labs, 1st floor of Learning Resource Center 

_____Basic Information Literacy Session, 30 - 45 minutes
This session takes place in a computer lab where students get practical experience searching the library's online resources.

· Tour of physical library (Optional)

· Overview of library services via PowerPoint

· General overview of library website

· One subject specific library database search
· One search of the online library catalog for a book
_____Intermediate Information Literacy Session, 45 minutes - 1 hour 
This session takes place in a computer lab where students get practical experience searching the library's online resources.

· Tour of physical library (Optional)

· Overview of library services via PowerPoint

· General overview of library website

· Two subject specific library database searches
· One search of the online library catalog for a book (This can be substituted for another database search.)
· Discussion of how to avoid plagiarism and citation resources

_____Advanced Information Literacy Session, 1 hour- entire class period
This session takes place in a computer lab where students get practical experience searching the library's online resources.

· Tour of physical library (Optional)

· Overview of library services via PowerPoint

· General overview of library website

· One active learning exercise to teach students how to select keywords and create Boolean phrases

· Two to three subject specific library database searches
· One search of the online library catalog for books (This can be substituted for another database search.)
· Discussion of how to avoid plagiarism and citation resources
