FLASH Top Twelve



Name: ___________________________  Date: ________ 

Instructor: ______________________________________

Librarian Signature: _____________________________

YOUR TOPIC__________________________________________________________    

1. What key concepts and terms describe the information you need? Think who, what, when, why, where, how? What do you already know? Is there special terminology for the field? Are you looking for the historical, social, economic, religious, or other aspects of the topic?

a. Write 3 concepts or key words related to your topic: 

__________________   __________________   __________________ 

b. Write 3 words that broaden or narrow your topic:

__________________   __________________   __________________

YOUR SOURCES

2. Information sources usually have a purpose and a target audience.  

a. Think of potential resources (e.g., popular vs. scholarly, current vs. historical, free vs. fee) and identify 2 potential resources and their intended audience.

______________________________________________________________________________

______________________________________________________________________________

3. A library database is one source of information.  Databases contain many formats of information (books, journals, newspapers) covering many topics for varying dates. 

a. Write a definition for the word database:
______________________________________________________________________________

b. Describe how is a database is structured:

______________________________________________________________________________
YOUR SEARCH

4. Knowing how to build a good search by connecting words (e.g., Boolean operators, truncation, and proximity) helps you retrieve more useful results.  

Example: 
Topic sentence:
Is the federal government justified in monitoring a citizen’s activities?



Boolean operators AND, OR, NOT: 
(surveillance OR spying) AND (debate OR controversy)



Root words and truncation symbol: 
spy? finds spy, spying, spyder but not spies

Note: not all databases use the same symbol for truncation.
a. Write a sentence describing your topic: ______________________________________________

______________________________________________________________________________

b. Use Boolean (AND, OR, NOT) to combine your words.  Fill in the blanks using words and synonyms for your topic. 
(_______________ OR ________________) AND (________________ OR _______________)

c. Identify any root words you may be able to truncate for your search:

_____________________________________________________________________________
5. You will probably use both public and academic libraries throughout your lifetime.  Understanding and using various classification schemes (LC, Dewey, etc.) and library systems to locate information resources is a valuable skill.

a. Using the TCC holdings display below, locate the correct catalog information by number:

Author____   Pages____   Title____   Place of publication____   Publisher____   Date____

b. Is this book shelved in Chesapeake? _____     When is the Portsmouth book due back? ________

c. Circle the call number of the book.
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d. From the LRC home page (http://www.tcc.edu/lrc/index.htm), use the TCC library catalog to locate the book Encyclopedia of Animal Behavior (Call number: _______________________). Find the book on the shelf.  Use the volume with the index and locate the article on animal friendship.  The article is on what pages? ___________

e. Using a library catalog other than TCC, locate a record for a book at an academic library or a public library.

Library you selected: ____________________________________________________________

Title of the book: _____________________________________________
Is it on the shelf? ___

6. General information sources, such as encyclopedias, increase your general knowledge of your topic and may help you think of additional search terms. Choose one of the following options:  

a. Locate a general source of information by searching the library catalog using your topic and encyclopedia for the key word search.

b. From the LRC home page, use our subject list of indexes & databases.  Select one of our General & Reference titles that you might use as a general source of information.  Write the title of the source: _______________________________________________________
7. Knowing how to effectively use the search tools of a database saves you time and frustration.  Using a library catalog or a database, look at the basic and advanced search features and complete the following exercises.

a. Name one feature available in an advanced search that you do not see on the basic search:

______________________________________________________________________________

b. Describe ways you can limit your search results in the database you selected:

______________________________________________________________________________

c. Describe the difference between a subject search and a key word search:

______________________________________________________________________________

YOUR RESULTS

8. Do a search for your topic in one of our full text databases.  Then assess the quantity, quality, and relevance of your results to determine whether you need to revise your search.

a. Did you get too few results?  How could you broaden your search? Does it work?

______________________________________________________________________________

b. Did you get too many results? How could you narrow your search? Does it work?

______________________________________________________________________________
c. Examine elements of the citation such as title, abstract, source, and date of publication. Are the results relevant to your topic?    yes  or  no

d. Use one of the articles you found to complete exercise number 9.

9. To gather reliable information you need to examine and compare information from various sources in order to evaluate reliability, validity, accuracy, authority, timeliness, and point of view or bias.

a. Choose one of the full text articles you found in exercise number 8.  Look at the article and answer the following questions:

i. Does your article cite the author’s name?

Yes     No

ii. Does your article cite a publisher?


Yes     No

iii. If you needed a current article, is the date current?
Yes     No

iv. Are references cited at the end of the article?

Yes     No

v. Is the article intended for college students?

Yes     No

vi. Is the writing style clear and organized?

Yes     No

vii. Is the article relevant to your topic?


Yes     No

viii. What is the purpose of the article?

Persuade        Inform        Entertain      Sell something    Other



YOUR CITATIONS

10. Applying appropriate documentation style to cite sources gives credit where credit is due.

a. Use the TCC Writing Assignments subject guide and identify 3 popular documentation styles.

__________________   __________________   __________________

b. Use the TCC Writing Assignments subject guide to link to Dartmouth Writing Program and locate a web site relating to writing in your discipline.

What is the name of the web site you found? 

______________________________________________________________________________

11. Not all information you find is in a book and not all sources are in one library.  How do you locate a source you need once you find a citation for it? 

a. Describe ways you can obtain materials from another library:

______________________________________________________________________________

b. Describe the differences between intercampus loan (ICL) and interlibrary loan (ILL):

______________________________________________________________________________

c. Other than a book or magazine, name another format of information and explain where you might find it: 

______________________________________________________________________________

OTHER CONSIDERATIONS

12. You should be aware of issues related to free vs. fee-based access to information.  Answer two of the following questions.

a. Governments produce hundreds of reports and documents on just about any topic.  Why are government documents free?

b. What are 2 reasons why some information must be purchased?

c. Why do you have to be careful when using Internet web sites?

d. What is VIVA and what are the names of 2 VIVA libraries?

e. Name two ways you can avoid plagiarism.

f. What is “fair use” as it applies to issues of copyright?

g. What is one way the library staff protects patron privacy and intellectual freedom?

Congratulations!  “Information literacy forms the basis for lifelong learning. It is common to all disciplines, to all learning environments, and to all levels of education. It enables learners to master content and extend their investigations, become more self-directed, and assume greater control over their own learning.”–ALA Information Literacy Standards http://www.ala.org
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