HOW TO SCHEDULE A CLASS IN THE LIBRARY

Advance scheduling for library use is recommended, particularly if you require a computer lab for your class.

COMPUTER LAB OPTIONS:
Public Lab:  Located on the lower level of the library, the public lab is open daily during classes.  Containing 18 desktop computers and access to a computer projector, this lab is available for class use throughout the day.  Classes requiring no library staff instruction will be booked in this lab.  To book this lab, see the following instructions  HOW TO BOOK A LIBRARY COMPUTER LAB.

Library Instructional Classroom:  Located next to the Public Lab, the library instructional classroom contains 18 laptop computers for student use and a computer projector.  This classroom is reserved for library staff instruction.  If the public lab is already booked, however, classes requiring no library instruction may be booked in this room. However, please note, a faculty member is required to be in the classroom at all times.  To book either location, see the following instructions HOW TO BOOK A LIBRARY COMPUTER LAB.

OTHER LIBRARY USE OPTIONS:

Class Use of Library Facility:  Faculty are welcome to bring their classes into the library for individual/small group research.  However, we ask that you give the library advance notice.  That way we can avoid several classes in the library at the same time, but more importantly, we can have extra staff available for assistance if needed as well as have an opportunity to determine what types of resources students will be looking for.
CALENDAR OF CLASSES:  

Use for both the public computer lab and the library instructional classroom are booked on the Calendar of Classes by a member of the library staff.  To locate this calendar to see if either location is available for a particular time, go to the Ong Library Homepage (http://library.wra.net/library/index.cfm).  Under Quick Links, select Calendar of Classes. This calendar will show you the times and locations that have been booked.  Please note that you cannot book a lab yourself—you must contact a library staff member.  Please see the following instructions HOW TO BOOK A LIBRARY COMPUTER LAB.
HOW TO BOOK A LIBRARY COMPUTER LAB:

Options:

· Call the library at extension 730.  A library staff member will book your request on the Calendar of Classes.

· Email LIBRARY GG with your request.  A library staff member will book your request on the Calendar of Classes and email you that your request has been taken care of.

· IMPORTANT!!  Please be sure to use the LIBRARY GG email address.  This reaches all members of the library staff, so someone can take care of your request right away.
