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Information literacy, or library instruction, is a key component in getting today’s youth to develop good research habits and gaining a lifetime love of learning.  By teaching children how to be information literate, they’ll be more confident in their searching and will get better results.  This paper describes a program for information literacy aimed at children in grades 4-6 at the Guilford Free Library in Guilford, Connecticut.  The program outline can be found on page 5, and a sample section on pages 6-16.
 
The children who use the Guilford Free Library for their research papers typically come in a few times a year looking for items relevant to a topic they’ve selected or have been assigned to write about.  They often do not know what type of information they need or where to find it.  Sometimes a child will not find a book on a particular subject and will not ask the librarian for help obtaining a copy from a different library or find alternate resources – he or she will leave, resorting to using any information found on the internet.
 
By developing an information literacy program, the Guilford Library will be able to teach these children research and information literacy skills.  It will cover a broad range of topics, and make it easy for the user to learn the specific skills they are lacking – they can go through the entire program in sequence, or pick and choose topics one-by-one.  The program will be offered online, with links placed on each public computer and the library’s website.  It will also be offered in booklet form, so a user can sit and read, or walk around the library with it.  It will be written in an informal style, with catchy fonts and some graphics to break up the text.  The language will be geared towards children in grades 4-6, and will include many reminders to ask for help from the librarian if needed.  The online version will be interactive, and will offer tests at the end of each section, so the user can test his or her newly learned skills.
 
The title of the program will be “Guilford Free Library – Using the Library’s Resources: A Guide.”  It will specifically be designed for children in grades 4-6 who utilize the Children’s Department for their research and recreational reading.  The Guilford Free Library is a medium-size public library serving a population of 22,000 people.  
 
The information literacy program will consist of an introduction to the library and will briefly talk about the library’s policies (check-out times, renewal procedures). It will show the layout of the library and inform the user where the different types of items are located in the Children’s Department.  A brief explanation of the differences between fiction and non-fiction will be provided, as will be an outline of the Dewey Decimal system.  The next section will teach the user how to develop a research topic and determine what materials are needed to research that topic.  Choosing a good research topic is the key.  It must be neither too broad nor too narrow, and must be researchable.  The program will explain these points and give examples.

Then, it will cover the Online Public Access Catalog (OPAC) and talk about how to find different materials, such as books, periodicals and audio-visual materials.  It will walk a user through the different screens of the catalog, offer tips on searching and explain the differences between searching by keyword and subjects.  The library also has access to a statewide catalog, as well as various databases for research.  The program will explain how to use these resources to supplement the user’s local research.  
The information literacy program will include a section suggesting helpful web resources as alternate or additional sources of information.  There will be a section talking about plagiarism – what it is and how to avoid it.  The program will then talk about how to evaluate a resource (print, web or other) for validity and relevance.  Finally, the program will show the user how to cite the resources in their papers and present the bibliography.  It will explain the different writing styles (eg., Chicago, MLA, APA, etc), and offer resources for more in depth exploration.  At the end of each section, a short test will be available to the user to check he or she understands the concept.  
This program will be created electronically and made available online, with links to it from the library's website.  Each public computer will have links on the desktop, taking users directly to the tutorial.  A printed version will also be made available in booklet form for those who prefer it that way, or who would like to walk around the library with the booklets. These booklets will be considered reference items, and not circulated or given away.  Users who wish to print out or make copies of pages may do so.
As this program is new, it will need to be marketed to the target user group and the results must be evaluated.  To promote this program, signs will be put up around the Children's department and flyers will be put out on the desk.  A featured spot on the website will also be created, with a write-up about the benefits of information literacy.  To evaluate the program, a very short test will be given at the beginning and the end of the online program, asking the user to answer some questions about the library, conducting research, using the catalog and citing sources.  These questions will differ from the end-of-section questions.  A print-out of the test will be given to those who choose to use the booklet.  The answers will be compared to see if progress was made.  Periodic surveys, in person, on paper and/or online, will be conducted to gather new ideas and check to make sure the format is working.  The Children’s Librarian will evaluate the before/after tests and the surveys to determine how to adapt the instruction program to better serve the users.
The Final Report from the Presidential Committee on Information Literacy, released on January 10, 1989, in Washington, D.C. stated, "To be information literate, a person must be able to recognize when information is needed and have the ability to locate, evaluate, and use effectively the needed information … Ultimately, information literate people are those who have learned how to learn … They are people prepared for lifelong learning, because they can always find the information needed for any task or decision at hand."  The Guilford Free Library aims to teach its patrons, especially those in grades 4-6, valuable information literacy skills.  As these children grow, and make use of their information literacy, they will become excellent lifelong learners and contributors to society. 
OUTLINE: Guilford Free Library – Using the Library’s Resources: A Guide.
· Pre-program test
I. Introduction to library

a. Policies and Procedures
b. Building layout
c. Children’s room layout
i. Fiction and Non-Fiction: differences
ii. Dewey Decimal system outline
d. Test
II. Developing a research topic
a. Choosing a topic

b. Determining materials

c. Finding materials

d. Evaluating materials

e. Test

III. Online Public Access Catalog (OPAC)

a. Using the catalog

b. Search tips

c. Locating materials

d. Accessing statewide catalog

e. Accessing statewide research databases

f. Test

IV. Web resources

a. Links to reference sites

b. Tips on evaluating information on websites

c. Test

V. Plagiarism

a. What it is

b. How to avoid it
c. Test

VI. References

a. Writing styles overview

i. Links to additional information

ii. Citing sources
iii. Composing bibliography

b. Test

· Post-program test

Sample section from information literacy program:
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Using the Online Public Access Catalog (OPAC)





The catalog is there to help you find the items – books, magazines, DVDs – you are looking for.  This section will help you use the catalog, give you search tips, help you find items in the library and show you how to find even more items around the state!





This is the first screen of the OPAC: �





You can search for an item right from this screen.  





By TITLE – if you know the name of the item, type in all or part of it





By KEYWORD – type in a word or words related to what you are looking for (they can 


      be in the title, the author’s name, or what the item is about)





By SUBECT – type in what the item is about





By SERIES – if the item is part of a series, you can type in the series name





By ISBN – this is the International Standard Book Number, which is assigned to each 


       edition of a book.  You can type in a book’s ISBN number to find that specific 


       book.





By CALL # - this is the number on the spine of the book that tells you where the book is 


           located





By BARCODE – each item in the library gets its own barcode.  If you know the item’s 


     barcode number, you can type it in





Using the Online Public Access Catalog (OPAC)





Once you enter your search term(s), you may choose the location.  You can choose to search our entire library, another library in our system, all of the libraries in the system, or certain sections of the libraries.  In this example, we will search for “civil war” from all the libraries’ Children’s collections.





�





�


This results in a list of items being displayed.  You’ll see the title and a picture of the item.  It’ll tell you what library has the item (Location), its Call Number, and if it is available, missing, checked out or on hold for someone else.





Click on the title for more information about the item.





If it’s available at our library, you can find it on the shelf.  If it’s not available, or located at a different library, you can place a hold on the item.  This is easy and simple to do (see section on placing holds).





If you need any help, ask a librarian – we are here to help you!





Using the Online Public Access Catalog (OPAC)





PLACING A HOLD





�





To place a hold on an item, click on the title.  On the detail screen, select “Request/Hold.”





�





On the next screen, enter the last name the library account is under (yours or your parent’s/guardian’s) and the library card number.  Then, pick the library you want to have the item sent to and click “Submit.”





�





You will see a confirmation that the hold was placed.  Once the item comes in, you will get an email or phone call that item is ready for pick up.





If you have any questions, ask a librarian!





Using the Online Public Access Catalog (OPAC)





When you click on a title, this is what you see:


�





Shown at the top is publishing information about the item – the author/creator, title and where and when it was published.  Next to that, you’ll see a picture of the item.





Below, you’ll which libraries have that item, what the call number is and what the status is (available, missing, on hold).  





Below that, you’ll see detailed information about the item – it’s physical characteristics and what it’s about.





If it’s part of a series, the series title will be shown – click on the title to see more items in the series.





There will be a list of subjects that tell you what the item is about.  To find more items about the same subject, click on the subject link.  You’ll see how many items are available under that subject.  





�





Clicking again will take you to a list of those items.





�











If you need any help, ask a librarian – we are here to help you!





Using the Online Public Access Catalog (OPAC)








If you have any questions, ask a librarian! 


We LOVE to answer questions.





LOCATING MATERIALS





OK, so you found an item you want… now what???  You know the title, author and call number and that it’s in the library and available.   What do you do?





The call number will tell you where to find the item.  








If it’s a book with a call number like this “973.7 B” means it’s NON-FICTION.  Numbers mean non-fiction.  Books are shelved in numerical order.





If it’s a book with a call number like this “JFIC AVI” means it’s FICTION.  Author last names mean fiction, and books are shelved in alphabetical order by the author’s last name.





If it’s an Easy Reader book, the call number will begin with “ER” then show the author’s last name.  Books are shelved alphabetically by author last name.





A picture book will have the call number begin “JJ” then show the author’s last name.  Picture books are shelved according to the first letter of the author’s last name.





If it’s a DVD, the call number will begin with “JDVD”.





If it’s a Book on CD, the call number will begin with “BKCD”. 





If it’s a music CD, the call number will begin with “JCD”.





All DVD’s, Books on CD and music CD’s are located on the A/V shelf.
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SEARCH TIPS





Title Search


Type as much or as little of the title as you want





Author Search


Type the author's or artist's last name first.





Subject Search


The subject search uses a specific, controlled vocabulary for describing Library material. If you do not find what you are looking for in the subject index, try a keyword search or ask a librarian for assistance.





Phrase Searches�Search for complete phrases by enclosing them in quotation marks: “civil war”





Words enclosed in double quotes will appear together in all results exactly as typed. 





Wildcards�Words may be shortened 1-5 characters using an asterisk:  environment* 


Use a double asterisk ** for open-ended truncation:  inter**�You may also use a question mark ('?') to replace a single character:  wom?n





Boolean Operators�Use AND or OR to specify multiple words in any field, any order. Use AND NOT to exclude words. Select the operator you wish to use from the selection list. Parentheses group words together when using Boolean operators. 


mother AND goose


(indian OR pacific) AND (ocean life AND NOT mammals) 





Proximity Operators�The NEAR operator is used to retrieve records that contain the specified words or phrases within ten words of each other in the same indexed field. 


The WITHIN operator is similar to the NEAR operator, but allows the user to specify the maximum number of words that may appear between the specified words. WITHIN 10 and NEAR are equivalent.


international NEAR conference


fractal WITHIN 3 geometry











If you have any questions, ask a librarian!
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USING THE STATEWIDE CATALOG





What happens when NO library in our system has what you need?





		Turn to reQuest, the statewide catalog.  


� HYPERLINK "http://www.iconn.org" \t "_blank" �reQuest� - Connecticut's online catalog of public, school and university collections��-- ONLY USE REQUEST AFTER SEARCHING OUR CATALOG FIRST –


�





  Type in your keywords, and click on “Search” 


  You click on the “Advanced Search” to use more specific terms (Author, Title, etc.) 


  Your results will appear in a new window. Pick the title you wish to borrow. 


  Select “Send ILL Request” from the options menu. 


  Fill in your personal information.


We will contact you when your item is here at the library.  Please note: our Interlibrary Loan service is available for Guilford residents only. 
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ADDITIONAL RESOURCES


Need more sources??  Newspapers or magazines?


Use reQuest again!


�





Type search terms into the box under “Find Articles” and click “Search Articles”


With the box “Limit results to full-text articles” checked, the only results will be entire articles related to your search!  You can use these articles for sources for your research.


OR


Click on a specific database to the left of the search box (like Newspapers, CT Digital Collections, etc.)


Follow instructions from there to find information you need.  And as always…


ASK A LIBRARIAN – WE’RE HAPPY TO HELP!
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Want to know what you know?


Take the quick SELF-TEST and see:


When you are looking in the library for a specific item, you should:


look under the stairs.


use the online catalog.


check your back-pack.


go to school. 





When you are not sure WHAT you are looking for, you should:


go home.


talk to a librarian.


cry.


search the catalog for a keyword.


A or D, or both.





If our library does not have an item available, you can place a ________ on a different copy.


hold. 


blanket.


hat.


foot.





To request or hold a book, you need to enter the last name on your account and:


your age.


your eye color.


your favorite song.


your library card number.
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What search word (BOOLEAN OPERATOR) can increase the number of search results you get?


OR   (ex.: pig OR hog)


ONLY   (ex.: pig ONLY hog)


WITHOUT   (ex.: pig WITHOUT hog)


AND NOT   (ex.: pig AND NOT hog)





What search word (BOOLEAN OPERATOR) can limit the number of search results you get and create a more specific search?


ALSO   (ex.: civil ALSO war)


AND   (ex.: civil AND war)


INCLUDING   (ex.: civil INCLUDING war)


SAME AS  (ex.: civil SAME AS war)





TRUE or FALSE: A book with facts about sharks would have a call number of: JFIC SHARK


TRUE


FALSE





What can you access through request, Connecticut’s statewide ‘research engine’?


Items from libraries across the state.


Newspaper articles online.


Magazine articles online.


Journal articles online.


All of the above.
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SELF-TEST ANSWER KEY





b


e


a


d


a


b


a


e








How did you do?  








Got questions?  Ask a librarian.











Ready for more?  You may continue to another section.
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