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College of Alameda Library
Library Instruction Request

Today’s date_______________

Instructor:_________________
Class:___________ Section number:___________
Instructor contact information:__________________________________________

Time /days of week class meets: _____________ Number of students:________
Preferred dates/days/times for instruction: 1st choice:_____________2nd choice:________

Focus of instruction:

__Overview of research process

__Developing a research question or thesis

__Finding overview information on a topic

__Searching the library catalog

__Searching library databases (Specify which databases)


_____________________________________________________________

_____________________________________________________________
__Evaluating websites and other information sources

__Citing sources and avoiding plagiarism


__MLA


__APA

__Other, please specify_______________________________________________

NOTES TO INSTRUCTOR: 
· Please also attach a copy of your class assignment and syllabus when submitting this form.
· Instructors must be present during library instruction sessions (including online sessions).

· We require a minimum of two week’s notice to schedule instruction. 

· Submit this form via email to coa-reference@peralta.edu.  This form is available online on the Library webpage (under For Faculty).  

· A librarian will contact the instructor via email in 3-5 working days to officially schedule the library instruction session.

For Library Use Only (to be filled out after the session, one form for each session):  Library instruction scheduled for:    
Date:_________________Time:_________________Librarian:____________________
Number of Students that attended the session: ________

Embedded in Canvas Shell (yes or no): _________ Live presentation or pre-recorded? _______
Multiple sessions for this class (yes or no):  ________ If yes, number of sessions expected: _______
Librarian Checklist: 
Add the session to the online Library calendar (when booked with instructor).

Send this completed form to Caitlin (after each session). 
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