Library Resource Guide for Faculty

College Librarian: Carrie Thomas x3686 cathomas@colby-sawyer.edu
Hours of Operation 
Mon – Thurs: 8am – 11pm 
Fri: 8am – 9pm 

Sat: 10am – 9pm 
Sun: 10am – 11pm 

Library Web Page 
From the Colby-Sawyer home page, click on the word LIBRARY beneath the top banner picture and you will find a world of resources at your fingertips. Be sure to look at Resources, Services for Faculty, and the “What’s New” section! 

Borrowing Privileges 
All Colby-Sawyer College faculty, staff (including Sodexho and Follett) and their families may borrow library materials without charge using their Colby-Sawyer ID. Family members may apply at the Information Commons desk for an independent borrowing account and network username and password. 

Circulation Policies 
College staff and family members may check out books for personal use for a three-week loan period. Faculty and teaching staff may check out items for the duration of the current semester so that they can use those materials in teaching and research for their courses. Faculty are asked to return all library materials at the end of each semester. At the end of the loan period, CSC employees are sent overdue notices, reminders to assist them in keeping track of library materials checked out in their name. We ask that you contact the Information Commons desk at x3685 to renew items. Although we do not charge overdue fines, all borrowers will be billed for the replacement costs of the materials charged to their account if not returned within a month after the due date. 

Recall of Materials 
Should you require a book that is checked out to another borrower, the staff at the front desk can assist you with placing a “recall” on the item.  An item may be recalled for another patron after the item has been out for nine days. Borrowers then have five days from the date of the recall notice to return the item. 

Inter-Library Loan 
Materials (books and periodical articles) that are not part of the CSC library collection may be obtained from other libraries. ILL requests may be submitted electronically by accessing the Library homepage: http://www.colby-sawyer.edu/information/technology/library_services.html and selecting the type of material you would like us to locate for you. Family members of faculty and staff are asked to submit ILL requests through their town library so that we can focus our efforts on our faculty and students. 
Video and DVD Viewing Areas 
The library has three DVD viewing areas. Areas on Level 1 and Level 5 can accommodates up to three people each; the study room on Level 3 can accommodate up to 7 or 8 students.
Telephone numbers 




            Reference Staff 
Help Desk: 526-3800 or x3800


Sondra VanderPloeg: svanderploeg@colby-sawyer.edu
Information Commons: (circulation & reserves)
Wende Brock: wbrock@colby-sawyer.edu
526-3685 or x3685 




 Landon Hall: lhall@colby-sawyer.edu







 Beth Krajewski: ekrajewski@colby-sawyer.edu







 Kelli Bogan, archivist: kbogan@colby-sawyer.edu 







Carrie Thomas: cathomas@colby-sawyer.edu
Information Literacy at Colby-Sawyer College:

Options for Library and Research Instruction

Option One: Library staff partner in the classroom (“embedded librarian” with WRT 105) 
Each Writing 105 instructor is offered the opportunity to have a member of the library Reference staff “embedded” in the classroom. Where possible, the library partner will attend class regularly, getting to know students personally, with the goal of building strong interpersonal connections and encouraging students to use and seek out the support of library personnel in all settings. Ideally, research skills and library resources are introduced in context, as the skills and information are needed, accomplishing “just in time” instruction. The principles of RAVTAB, 

     Reliability   Accuracy   Validity   Timeliness   Authority   Bias 

underlie our work in helping students develop strong research skills and reinforcing critical thinking in all information pursuits. The Writing 105 instructor and library partner work together to determine frequency of class attendance and specific instruction segments. 
Option Two: Required individual or small-group appointments (for any course)
Professors are encouraged to design assignments which include a research appointment with library reference staff, appointment may be required or an incentive for extra points. Reference appointments are available 9am to 9pm Monday through Thursday, 9am to 5pm on Fridays, and during regular library hours on the weekend. Students make appointments via e-mail, in person, or over the telephone, and are expected to keep appointments. Faculty must provide the library with a copy of the assignment (ideally, before it is assigned to the students) and specify how reference staff should report student fulfillment of the library appointment element of the assignment (an e-mail to the professor is often sent after the appointment). Library reference personnel are available to help students in various stages of research, including but not limited to: topic development and narrowing, identification of appropriate print and electronic resources, bibliographies and citations. 

A research-oriented class may involve regular visits to the library. Professors are welcome to bring students to the library for research during class time; when possible, we ask to be notified in advance so we may be better prepared to assist students with research in specific subject areas. Faculty are encouraged to acquaint themselves with the breadth and depth of available library resources before bringing their classes for research sessions. Reference staff are available to meet with faculty to review library collections and brainstorm parameters for in-library research assignments. 

The Colby-Sawyer College Archives are also available for student research projects; professors are encouraged to consult with Kelli Bogan, College Archivist, in designing assignments requiring the use of the Archives. Kelli is available to work with students, she will give class presentations but students wishing to use the Archives for research MUST have an appointment. The Archives are open and available for research on Mondays (1pm-5pm and 6pm-9pm) and Tuesdays-Friday (8am-1pm and 2pm-5pm), closed weekends.
Option Three: One-time (or a few times) Library Instruction Session (for any course)
Members of the library reference staff are available to present group instruction on library resources at the library or in the instructor’s classroom. These sessions are most successful when designed to help students with a specific assignment. Professors are asked to schedule an instruction session by e-mailing Wende Brock or Landon Hall or by calling their office at x3688. Details about the course, number of students, and desired outcomes are helpful to library staff planning instruction. If the session is held at the library, it can include a tour of the physical space and/or an active research/learning opportunity for students. The sessions produce better results if the professors are present; we find that students value the session more highly when their professor is present, and the faculty member has opportunity to learn about library resources as well. 

1. The Research Process: Wondering where to start?  We’ll begin by learning how to utilize the Library’s website.  We’ll also talk about how to choose a feasible topic, generate research questions, write a thesis statement, and plan your research strategy.  This is a hands-on workshop – feel free to bring questions on specific assignments with you.

2. Print materials and e-books: Lost in the stacks? Learn how to use the library’s online catalog using title, subject, & keyword searches.  Learn how to save to ‘My List’ and where to locate books in our multi-leveled building. 

3. Identifying Scholarly Resources utilizing online databases: Learn the difference between a scholarly or peer reviewed journal and a magazine article and efficient strategies for locating valid & timely scholarly sources.

4. Statistical Research:  Confused about how to do statistical research?  Librarians can help you differentiate between data that is reliable and accurate and that which is biased.  Bring your assignments and learn how to pose feasible research questions and locate appropriate data.

5. Stats website for Nursing and Health Science majors:  A specialized version of the statistical research workshop with a focus on the health sciences.

6. Using the Census: Overwhelmed with data?  This workshop will provide an introduction to utilizing the social and economic data gathered by the US Census.

7. Primary vs. Secondary sources:  What’s the difference?  We’ll take a broad look at sources across the curriculum - from the Humanities to the Sciences – and how to utilize both in your research projects.

8. Archives:  Treasures of Colby-Sawyer’s past and present.  What we’ve got and how to use what we’ve got to inspire your research and imagination!

9. Literature Reviews and Annotated Bibliographies: How to construct them?! Bring your lit review and annotated bibliography assignments.  Working with authoritative models, you’ll learn how to create them in the required citation formats.

10. Academic Honesty:  What is it?  A conceptual discussion of the issues as well as strategies and practical tips for avoiding the pitfalls. 

11. Capstone Research:  Plumbing the depths with your research. This workshop provides guidance to upper level students on their capstone journey.  Initiates individualized partnership between capstone students and library reference staff.

12. Advanced Internet Searching:  Learn how to better utilize Google, Google Scholar, and other search engines to find reputable web resources, as well as to mine the depths of the ‘invisible web’.

13. What’s New at the Library?  A review of new programs, sources, applications, collaborations, and special events.  Depending on participant interest, this may also include a brief history of information and/or of the library at Colby-Sawyer.
All You Need to Know About Reserves
Reserves are materials that are chosen by you and placed at the circulation desk for your students to use. We will be happy to place library-owned items or personally-owned items on reserve for use in a course on a semester-by-semester basis. These items usually are checked out for a couple of hours for in-library use only to make sure that the reserve item is available for the entire class to use. Occasionally professors may elect to allow reserves to go out overnight, depending on the class and the requirements of the assignment. 

The form for placing an item on reserve can be found on the Colby-Sawyer website, under LIBRARY > Faculty Services.   Please fill in as many of the fields as are applicable to your item, and feel free to reserve as many items as are needed for your course. Please note that copyright guidelines recommend limiting the number of copies of a single item on reserve to 1 copy per 10 students in the class; experience tells us that 2 copies per section of 25 students is usually sufficient at our library. On-line readers of this document can click here: http://www.colby-sawyer.edu/information/library/courseReserves.html 
It is most helpful if you can give the library staff 24 hours notice before you expect students to come requesting reserve materials. We are usually able to process materials within that amount of time, and will alert you if there is ever a question or a delay in processing. 

Colby-Sawyer’s statement on copyright and fair use can be found at the same area of the library web site, and faculty are urged to read and understand the limits of fair use in the classroom when copying materials for their courses.
Please note the following important reminders about reserves:

1. Please give us at least 24 hours advance notice to place items on reserve.
2. Please give as much information on each item as possible.

3. Please be sure that the title of the item matches what it is called in your syllabus – many a student has been unable to find what they need as a result of variations in nomenclature.

4. Please call the library at x3685 should you have any questions about reserve materials, policies or procedures.

***************************************************************************** 
Recommended Reads

Have you checked out the CSC Recommended Reads Shelf yet? Come in and take a look at the books CSC students, faculty and staff have enjoyed for recreational reading! We'd love to hear from you -- let us know what book is your latest favorite, and we'll add it to the shelf! Contact Sondra VanderPloeg at svanderploeg@colby-sawyer.edu 
