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Information for Faculty” Web site  
__________________________________________________________________________________________________________________________________ 

 
• Designed especially with faculty in mind, this portal brings together everything you need 

to know about library products and services in one, easy-to-use page. Everything you 
need is just a click away! 

 
• The Web site provides quick links to all of the library’s resources, such as book 

collections, audio-visual support, research services, library instruction, academic honesty, 
library policies – and much more. 

 
Please visit the “Information for Faculty” Web site or  

even better, make it your homepage! 
 

http://library.senecacollege.ca/Faculty/ 
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Library Access 
__________________________________________________________________________________________________________________________________ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Location:  
 

Stephen E. Quinlan Building, S1115 
70 The Pond Road 
Toronto, ON M3J 3M6 
 

Hours of Operation: 
 
Library 
 Monday – Friday ……………………………………….8 a.m. – 10:30 p.m. 
 Saturday – Sunday …………………………………….9 a.m. – 5 p.m. 
 
Audio-Visual Support Services 
 Monday – Friday ……………………………………….8 a.m. – 6 p.m. 
 Saturday – Sunday …………………………………….Closed 
 
Learning Centre 
 Monday – Friday ……………………………………….8:30 a.m. – 8 p.m. 
 Saturday – Sunday …………………………………….Closed 
 
Hours differ during the summer and on holidays. Please call ext. 3055 to confirm hours or visit: 
http://www.senecac.on.ca/library/About_the_Library/hours.html 
 
 
Frequently Called Numbers at the Library: 
 
Borrower Services    ext. 3055 
Reference and Information   ext. 3038 
Audio-Visual Services   ext. 3054 
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Who’s Who at the Seneca@York Campus Library 
__________________________________________________________________________________________________________________________________ 

 
ADMINISTRATION 

 
Joy Muller – Manager, S@Y and Markham Libraries 
Besides managing both the S@Y and Markham Libraries and Audio Visual Services, Joy’s 
portfolio includes administering information literacy initiatives and copyright for the College. 
Joy is currently the Chair of the Seneca College Academic Council for 2009/10. 
Email: Joy.Muller@senecac.on.ca / ext. 3042 or 7524 
 
 

 
FACULTY 

 
James Buczynski – Seneca@York Campus Librarian 
James manages Seneca Library's online resource acquisitions and copyright licensing. At 
the Seneca@York campus, he coordinates reference and informational services, oversees 
the virtual reference service, develops the Computer Science collection, and delivers 
online and in-person reference service. 
Email: James.Buczynski@senecac.on.ca / ext. 3159 
 

 
 

Pamela Bolan – Seneca@York Information Services Librarian 
Pamela is the Collection Coordinator for the S@Y campus, providing support in selecting 
and ordering materials for the collection. Other key activities include offering reference 
service, teaching research classes, serving as the liaison librarianfor Corporate 
Communications and participating in the development of library resources.   
Email: Pamela.Bolan@senecac.on.ca/ ext. 3415 
 

 
 

Mara Bordignon – Seneca@York Information Services Librarian 
Mara coordinates the large variety of information literacy instruction classes for faculty and 
students.  She provides liaison services for various Schools such as Biological Sciences 
and Applied Chemistry and the School of Communication Arts.  Her responsibilities include 
developing various resource collections, reference service, program review support and 
general pedagogical assistance. 
Email: Mara.Bordignon@senecac.on.ca / ext. 3153 
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STAFF – Reference 
 

Michelle Gravelle – Reference Technician 
Michelle oversees the Ask Seneca Libraries email reference service, helps maintain the 
Seneca Libraries web site and online course resource pages, provides online and in-
person reference service, and is a member of the library’s marketing team. 
Email: Michelle.Gravelle@senecac.on.ca / ext. 3162 
 
 
 
Alana Otis – Senior Reference Technician 
Alana is responsible for developing the School of Biological Sciences and Applied 
Chemistry collection at the library, providing online and in-person reference service, and is 
a member of the library’s marketing team. 
Email: Alana.Otis@senecac.on.ca / ext. 3387 
 
 
Esmie Stone – Senior Reference Technician 
Esmie manages the Seneca@York Library’s interlibrary loan requests, provides online and 
in-person reference services, and purchases materials for English and Liberal Studies 
subjects.  
Email: Esmie.Stone@senecac.on.ca / ext. 3477 
 
 
 
Albert Villaruz – Weekend Library Technician 
Albert serves as our reference technician every Saturday answering questions from 
students and faculty.  He also covers circulation and is frequently asked to assist senior 
staff with various library projects.  
Email: Albert.Villaruz@senecac.on.ca / ext. 3055 or 3038 
 
 

STAFF – Borrower Services 
 

Dina Paraftsis – Senior Borrower Services Technician 
Dina is responsible for general library information, and oversees the daily operation of the 
Circulation Department by ensuring that the borrower database is current and accurate. 
She is responsible for putting reserve / faculty materials on the reserve shelf, books the 
Electronic Training Lab online for faculty and provides reference services. 
Email: Dina.Paraftsis@senecac.on.ca / ext. 3055 or 3351 
 

 
Alexandra Dimou – Borrower Services Technician  
Alexandra answers basic questions, circulates library materials, accepts reserve items 
from faculty, books the Electronic Training Centre (Room 1112), and assists in the booking 
and circulation of audio-visual materials. 
Email: Alexandra.Dimou@senecac.on.ca / ext. 3055 or 3363 
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Shannon Legge and Esther Leung offer Evening and Weekend Borrower Services and Reference 
Support. 
 
 
 
 
 
 
 
 
 

Email: Shannon.Legge@senecac.on.ca  or Esther.Leung@senecac.on.ca / ext. 3055 
 
 
 
 
STAFF – Audio-Visual Services 
 
Mark Olearo and Ewan Gibson provide assistance and support for the audio-visual needs of students, 
faculty and staff.  Along with maintaining the equipment in the electronic classrooms on campus, they 
look after the booking and circulation of media resources (VHS and DVDs) and equipment (cameras, 
televisions, etc.). 
Email: avrequest_sy@senecac.on.ca / ext. 3054 
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 Liaison Librarian Services 
__________________________________________________________________________________________________________________________________ 

 
Professional Development Opportunities 
 
Seneca Libraries offers all Seneca Faculty and staff instruction on new developments in 
scholarly research and library resources in order to continuously improve their information 
literacy skills, whether at the basic, intermediate or advanced level.  Recent SPARK (Short 
Practical Academic Research Knowledge) instruction sessions included alerting services 
(information pushed to you based on present profiles), electronic book collections, APA and 
MLA citation and legally using YouTube videos in the classroom.  Look for an announcement in 
October providing a list of upcoming sessions.  Besides classes, liaison librarians are available 
to provide one-on-one orientations to the library’s collections, search tools and best practice 
search strategies. 
 
Planning your Library Instruction Sessions 
 
For library instruction to be effective, it must take place at time of need. Faculty can schedule a 
customized Library Instruction Class for their students geared to a specific assignment. Classes 
introduce students to both print and electronic resources and to the process of identifying, 
accessing and evaluating relevant print and electronic resources.  Faculty are required to attend 
these classes with their students to support the learning process.  To discuss upcoming 
research assignments and schedule an instructional session for your class, please contact your 
S@Y liaison librarian.   
 
Please book your Library Instruction Class through your liaison librarian at the beginning of the 
semester. For a complete list of liaison librarians, please visit: 
 

http://www.senecac.on.ca/library/Faculty/Collection_Development/liaison_librarians.html 
 
 

Reviewing Research Success Tutorials 
 
Tutorials have been developed to help your students acquire basic library research skills such 
as developing a search strategy and conducting electronic searches. To have a look at our 
Research Success Tutorials: 
 

• Visit http://library.senecacollege.ca/Faculty 
• Click “Library Tutorials” under “Course Support & Instruction” or bookmark  
• http://library.senecacollege.ca/Research_Help/tutorials.html 
• Select a tutorial from the drop-down menu 
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Sharing Your Research Assignments 
 
The library staff at the reference desk would like to help your students with their research. In 
order to ensure that library staff are well prepared, please drop off or send your assignments to 
the library at the beginning of each semester, care of your liaison librarian.  For assistance in 
designing library assignments that creatively utilize Seneca Libraries’ vast array of print and 
electronic resources, visit the faculty library Web site at http://library.senecacollege.ca/Faculty or 
consult our librarians: 
 
James Buczynski ext. 3159 
Pamela Bolan ext. 3415 
Mara Bordignon       ext. 3153 
 
Requesting Library Purchases 

Seneca Libraries offer access to a large virtual library (37,000+ full-text online periodicals, 
25,000+ full-text online books), much of it available online via the Internet.   

Faculty are encouraged to make recommendations to your liaison librarian for suitable research 
material(s). Materials could include books, periodicals, videos, CD-ROMs, etc.  Please submit 
suggestions to the appropriate liaison librarian in the S@Y Campus Library (S1076).  

 
You may also complete and submit the online form by visiting: 
http://library.senecacollege.ca/Faculty/index.html 
and under the heading “Course Support & Instruction”, select: 
“Make a recommendation for library purchase”. 
 
Note: The majority of the library’s materials are purchased from May to September.  For a list of 
recent acquisitions, see: http://library.senecacollege.ca/New_Books/index.html 
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Organizing your Online Course Readings 

Seneca Libraries offers access to a large virtual library (17,000+ full-text online periodicals, 
11,000+ full-text online books), much of it available online via the Internet.  

Although copying for class distribution is occasionally allowed (ask the Copyright Technician at 
ext. 7527 or email (Copyright@senecac.on.ca), sharing files though email is generally forbidden. 
Sharing hyperlinks to download the files, however, is permitted and is encouraged. In order to 
share hyperlinks, you must use a specific hyperlink type called a “persistent link”; these are 
provided through many electronic article databases. 

Persistent links provide an advantage over the standard copy-and-paste web browser address 
bar links because they are stable or “persistent” over time. Web browser address links are often 
search session specific and become non-functional in a short period of time.  

Library staff are able to create access to online resources specifically designed for your course 
that can include Web sites, articles, online magazines and more.  In place of traditional course 
packs, some faculty are now building electronic course reserves, using persistent links to online 
library resources and scanned print materials.  To learn more about Course Readings, please 
contact Borrower Services or your library liaison. 
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Research Assistance for Students 
__________________________________________________________________________________________________________________________________ 

 
Help from the Reference Desk 

Information research has two facets: strategy and sources. 
Library reference staff guide and instructs students, faculty 
and staff in developing search strategies, selecting search 
tools and identifying sources. Sometimes students are 
reluctant to use research or are unaware of the assistance 
that is available. A tried and true general rule of thumb to 
tell students is: “if you don’t find what you were looking for 
in 20 minutes, ask for help”. The research experience 
should be a positive one. 
 

 
Using askON Online Reference 

 
askON is a live, chat-based information and research service jointly 
offered by a number of post-secondary libraries in the province, delivering 
immediate, interactive, and knowledgeable research help to college and 
university students in Ontario. Students can get help with research for term 
papers, assignments and other academic projects. Library staff are 
available to chat in real-time and help students formulate research topics 
as well as find, select, access, and evaluate appropriate information 
resources.  To try a session or for more information, please visit our  

  Web site at http://library.senecacollege.ca and click on the “askON” icon.  
 
Accessing Research Databases and Other Sources from Outside Seneca 
College  
 
Using your home computer or another computer outside of Seneca College to access the 
library's electronic resources means that you are using a computer that may have applications 
installed to block access to certain resources over the Internet.  
 
If you click on a Seneca Libraries database and get an error message such as “Access Error”, 
“Insufficient Credentials” or “You are attempting to access ProQuest from a page that has not 
been properly authorized”, chances are that information to authenticate your access (cookies, 
referring URL) is being blocked by your computer.    
 
To diagnose and resolve remote access issues, start with the “Troubleshooting Tips” from the 
library Web site at: 
http://library.senecacollege.ca/Technical_Help/accessing_resources.html#troubleshooting 
 
or visit http://library.senecacollege.ca/Faculty and select the section “Home Access and 
Troubleshooting”. 
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Academic Honesty 
__________________________________________________________________________________________________________________________________ 

 
Seneca Libraries maintain a comprehensive Web page dedicated to Academic Honesty.  Topics 
such as copyright, plagiarism software (SafeAssign) and intellectual property are addressed. A 
variety of tools are available for classroom use including an Academic Honesty tutorial, a 
Research Success tutorial and a Citation tutorial. You will find access to our collections of 
VHS/DVDs on this topic available through our Audio-Visual Services department, as well as 
information concerning Seneca College policies and College Academic Honesty committees.  
 
To access this page, please visit http://library.senecacollege.ca/Faculty/ and select “Academic 
Honesty and Copyright”. 
 
Citation Styles 
 

Seneca Libraries maintain several current citation style 
guides. These guides provide quick, constructive instruction 
in the proper application of various citation formats and 
include research tips. The print guides,  entitled Guide to 
Research and Citation, MLA Style, (3rd Edition) and Guide 
to Research and Citation, APA Style (2nd Edition), are 
available for purchase in the Seneca College bookstores for 
$5 each.   
 

 
To include the MLA guide in your Course Outline (using MLA citation style), use the following 
format: 
 
Seneca Libraries. Guide to Research and Citation: MLA Style. 3rd ed. Toronto: Seneca  
 College, 2009. Print. 
 
To include the APA guide in your Course Outline (using APA citation style), use the following 
format: 
 
Seneca Libraries. (2008). Guide to research & citation: APA style (2nd ed.) Toronto,  
 Ontario: Seneca College. 

 
Free online style guides are available via the ”Information for Faculty” Web site. To access this 
page, visit http://library.senecacollege.ca/Faculty, select “Research Help”, and then “Citing 
Sources”.   
 
Online style guides are available via the “Information for Faculty” library Web site. To access 
this page, visit http://library.senecacollege.ca/Faculty, select “Research Help”, and then “Citing 
Sources”.   
 
Students can bookmark these online style guides at:   
http://library.senecacollege.ca/Research_Help/Citing_Sources/index.html 
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The Seneca Libraries has a team of consultants who specialize in citation style. They will be 
happy to work with faculty to support and emphasize consistent citation formats for research 
assignments. 
 
Tutorials, guides and online support are all available.  To find out more, please consult your 
liaison librarian or Joy Muller, Library Manager at ext. 3042 or 7524 or email: 
Joy.Muller@senecac.on.ca 
 
 
Copyright 
 
Seneca College facilitates access to print, visual, virtual and electronic resources to further 
academic teaching / learning in accordance with the Copyright Act, Access Copyright’s Ontario 
College Agreement, and the Seneca College Copyright Policy Guidelines and Procedures  
(see http://www.senecac.on.ca/policies/copyright.html). 
 
Copying, selling, or distributing copyright-protected books, articles, periodicals, audio-visual 
resources and/or materials received through print and/or electronic communication shall be 
done in accordance with the terms and conditions set out in the above three guiding documents, 
other applicable federal and provincial laws/regulations, and all relevant College policies. 
 
All initial copyright inquiries are handled by Seneca Libraries staff. Staff are available to provide 
guidance and instruction on copyright legislation. For more information, contact the Copyright 
Technician, at ext. 7527 or email Copyright@senecac.on.ca. 
 
Note: Screening films in classrooms, libraries and lecture halls require Public 
Performance Licenses. Seneca Libraries has negotiated various Feature Film Public 
Performance Licenses.  The licenses cover non-theatrical educational screenings of videos or 
DVDs from most major studios represented in Canada. 
 
For more information, please see the Audio-Visual section of this manual or contact  
Audio-Visual Services at ext. 3054. 
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Borrower Services 
__________________________________________________________________________________________________________________________________ 

 
Library Cards 
 
Faculty and staff must present their OneCard when borrowing materials from the library. Part-
time or sessional faculty are required to show their employment contract or class schedule to 
obtain a library card. 
 
Loan Periods 
  
Circulating Books .................................... Two weeks, or up to six weeks by request 
Periodicals .............................................. Faculty may borrow low demand titles on request 
Reserve Items ......................................... Varies from two hours to one week 
Reference Items ..................................... In-library use only; in-class use by request 
Audio-Visual Materials ............................ In-library or in-class use only 
Renewals ................................................ Two weeks by request 
 
Study Room Bookings 
 
There are seven study rooms available throughout Seneca@York Campus for   
Group Study purposes. Students are able to books these rooms online through:  
 

https://www.senecac.on.ca/roombooking/index.html 
 

Faculty are asked to call Borrower Services directly to book a room at ext. 3055. 
 
Reserves 
 
Seneca Libraries can create online access to many of your course reserves (including faculty 
notes, solutions, articles, book chapters, etc.). Students can access items through the Course 
Readings site or through a faculty member’s Blackboard course. 
 
Items that cannot be made available online, for copyright or other reasons, will be placed in the 
library’s reserve collection at Borrower Services. Faculty may use the reserve collection to 
circulate course materials for a shorter period of time which allows more students access to the 
material.  Shorter loan periods can be in library use only, overnight, three days, or seven days.   
 
To place a print item on reserve: 
 

 Fill out a Course Reserve Request Form available: 
 
(a) Online at http://library.senecacollege.ca/Faculty and click on “Make a course reserve 
request”, under “Course Support and Instruction”, or 
 
(b) At the Borrower Services Desk in the library. Please fill in every section of the form, 
especially the course code and the end date. 
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 Copyright legislation, software end-user agreements and the College’s Access 
Copyright photocopying license occasionally prohibits access via course reserves. 
Inquire early to avoid disappointment.  

 
 You may place up to two copies of each item on reserve. 

 
 You may choose from the following loan periods: two hours, overnight, three days, or 

seven days. 
 
 Please allow up to one week for processing before students may borrow transferred 

items. 
 
 Reserve items will be transferred to the regular collection, or returned to faculty, at the 

end of the semester.  
 
 For more information, contact Borrower Services at ext. 3055. 

 
Intercampus Loans 
 
Faculty may request library books from any Seneca library. There are two ways: 
 
In Person 
 
Visit the Borrower Services Desk in the library and staff will request the book for you. 
 
Online 
 

1. Go to http://libcat.senecac.on.ca to access the library catalogue. 
2. Find the item’s title in the catalogue. 
3. Begin by finding and displaying on the screen: the Library Catalogue Brief or Full      

Record for the item that you want HOLD or REQUEST.  
4. No one can request reference or reserve items from any campus.  
5. Click Place Requests.  
6. Login by entering your nine-digit OneCard or thirteen-digit Library Card number.   Enter 

your last name.  
7. Click Login. 
8. Choose a request type.  Your request will NOT go through if you do not choose 

accurately.  
 

Hold: This service prevents an item that is currently signed out from being renewed. 
When the item is returned, the first patron on the “hold” list will be notified of its 
availability. An item on “hold” can only be checked out to the first patron waiting for it on 
the “hold” list. 
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Request: This service initiates retrieval of the item to the circulation desk the first 
morning after the request is made. The item is held for the patron for one week. 
Occasionally items are either signed out prior to being retrieved or are reported missing. 

 
9. Select an item copy. Use the drop-down menu to view copies available.  
10. Select a location to pick up the item, from the Pick Up At drop down menu. 
11. Enter your OneCard / Library Card Number to confirm your hold or request. 
12. Enter in a comment (optional). 
13. Click Submit Request. 
14. Click Logout to log out of your account and return to the search screen. 
15. You will be contacted by email or phone when your item arrives. 

 
If you experience any problems, please contact the Borrower Services at ext. 3055. 
 
Interlibrary Loans 
 
Faculty may order books and periodical articles from other colleges or universities.   Delivery 
periods range from a few days to several weeks. Be advised that some lenders charge fees for 
borrowing and some types of materials cannot be borrowed due to an institution’s external 
circulation policies.  Commercial document delivery services are used as a last resort.  To place 
an interlibrary loan request: 
 

 Fill out an ILL Request Form available online by visiting 
http://library.senecacollege.ca/Faculty and select “Forms” from the Quick Links drop-down 
menu, or alternatively at the Reference Services Desk in the library.  

 
 You will be contacted by telephone or email when your materials arrive. 

 
 For more information contact Esmie Stone at ext. 3477. 

 
Access to York University Libraries  
 
Students 
 
Seneca students who are enrolled in joint Seneca-York University programs, and who receive 
sessional identification cards from York, have borrowing privileges at York University.  
Other students are not eligible as is detailed in York’s policy regarding community college and 
high school students detailed at: 
http://www.library.yorku.ca/ccm/BorrowRenew/BorrowingPrivileges.htm. 
 
Students have access to print collection not held on reserve and "some" online resources. 
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Faculty 
 
Seneca@York faculty can be issued a York University Libraries’ Courtesy library card upon 
request. The card entitles the holder to borrowing privileges with the exception of access to 
reserve collections, borrowing of maps, and interlibrary loan. Holders of Courtesy cards are 
allowed to borrow up to 15 books for a two-week loan period and to renew items once only. 
Proof of identification and affiliation with Seneca@York will be requested. Faculty should bring 
their Seneca library card, the “One Card” photo ID card, to the Scott Circulation Desk. The 
expiry date of the York Courtesy card will match the end of the academic term.  
 
Lending regulations are outlined in the York University Libraries Lending Code at 
http://www.library.yorku.ca/ccm/Home/About/Policies/LendingCode.htm. 
Notices are mailed to the borrower's home address. Borrowing privileges may be withdrawn 
from any borrower who violates the regulations of York University Libraries. 
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Audio-Visual Services 
______________________________________________________________________________________________________ 

 
E-Classrooms 
 
Audio-Visual Services maintain and service all of the AV equipment 
in Seneca@York’s electronic classrooms and labs. The campus 
currently has two 150-seat lecture theatres and approximately 90 
e-classrooms and computer labs in its two buildings, SEQ and TEL. 
There are two styles of electronic classrooms: rooms with equipment 
controlled via a touch panel and more traditional electronic 
classrooms. 
 
At the beginning of the fall ’09 semester, S@Y will have 31 touch-
panel controlled rooms and 42 by January ’10. Each of these is equipped with a ceiling mounted 
data projector and a podium containing a computer, VCR, and DVD player. These podiums 
have the ability to connect external devices such as laptops, USB drives, camcorders and 
microphones. Security access codes are available from Audio-Visual Services and are also 
available via the Electronic Classroom Status Module on My.Seneca, under the Employee 
Services tab. 
 
The more traditional e-Classrooms are also equipped with ceiling mounted data projectors. The 
podium (containing a computer, VCR and switching equipment) is accessed with a key, which is 
signed out for the semester from Audio-Visual Services. All of the AV equipment is operated via 
remote controls found inside the podium. 
 
E-Classroom Training 
 
We encourage all faculty (especially those new to the college) to attend one of the Library’s 
e-Classroom Training Sessions, held during the first two weeks of each new semester.  These 
workshops cover the basic operation of both types of e-classroom mentioned above, as well as 
an overview of the services the department offers. If you are unable to attend these sessions, 
please call or email to arrange a one-on-one tutorial at ext. 3054 or email 
avrequest_sy@senecac.on.ca. 
 
E-Classroom Instructions 
 
From the Audio-Visual Services web site at http://library.senecacollege/Audio-Visual, click on 
“Electronic Classrooms”, and then “Electronic Classroom List & Instructions”. Search for the 
Seneca@York campus list of electronic classrooms. Click on your classroom to view/print 
detailed operating instructions.  
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E-Classroom Demo 
 
From the Audio-Visual Services web site at http://library.senecacollege/Audio-Visual, click on 
“Electronic Classrooms”, and then “Electronic Classroom Demo”. For York  
e-classrooms, select a classroom type to view the PowerPoint demo designed for first-time 
users. 
 
Classroom Assistance 
 
If you experience any problems involving Audio/Visual equipment please call  
Academic Services at ext. 3128 or via email at acshelp@senecac.on.ca.  Audio-Visual 
Services and/or Academic Services staff will be dispatched to the location experiencing the 
equipment problem. For all other AV enquiries please contact us at ext. 3054 or visit the AV 
desk in the library. 
 
York Campus e-Classrooms 
 
The following SEQ rooms are touch panel controlled and require a security access code: 

 
 

 
 
 
 
 
 
All other rooms in SEQ and TEL require a key for podium access. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
“E-Classroom Status” module on My.Seneca 
 

1200, 1201, 1206, 1208, 1209 
2115, 2148, 2149, 2150, 2152 
2153, 2154, 2155, 2156, 2158 
2159, 2160, 2168, 2169, 2170  
2171, 2172, 2173, 2174, 3007 
3028, 3030, 3031, 3032, 5157 
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This module provides the PIN access code for touch panel controlled rooms, and timely 
information on repair status of all e-classroom equipment. A link to E-classroom 
“Instructions for Use” is also provided.  
 
 
Booking Equipment 
 
There is a variety of equipment available from the AV department in the library and 
Computing Commons, including video cameras, data projectors, digital voice recorders 
and digital cameras. 
 
 Book equipment at least two days in advance. Visit Mark Olearo or Ewan Gibson at 

the Audio-Visual desk in the library or alternatively, send them the booking request by 
email to avrequest_sy@senecac.on.ca. 

 
 Equipment is heavily used so book early.  Equipment is available on a first come, first 

served basis. 
 
 Loan periods and renewals are dependent on the amount of equipment available and 

demand level at the campus. 
 
Booking DVDs/Videos 
 

More than 8,000 VHS/DVDs are available from all Seneca 
Libraries. These are for viewing in the classroom and do not 
leave the college. Please allow two business days for delivery 
when ordering videos from other campuses.  
 
To book online, visit: 
http://library.senecacollege.ca/Forms/lrc_av_request.html   
To book by telephone, call extension 3054 
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Public Performance Rights 
 
Under copyright law, in order to show any films in the classroom or in any public setting, a 
public performance license must be obtained. All films purchased by the library already 
have these rights.  
 
For feature films only, Seneca College has licensed feature film public performance rights 
from Audio-Cine Films and Criterion Pictures. The license covers screenings of videos or 
DVD s from most major film studios represented in Canada and encompasses educational 
use at all Seneca campuses. For feature films not currently available through Seneca 
Libraries, users are to provide their own copy of the video or DVD. These may be rented 
from a video store, public library or purchased. 
 
The license requires faculty and students to report each classroom screening by telephone 
at ext. 2145. Alternatively, fill out a reporting form at 
http://library.senecacollege.ca/Forms/lrc_feature_film.html 
 
 To view the list of studios and titles inclusive to the license, please visit: 

o  Audio-Cine Films (http://www.acf-film.com)  
o  Criterion Pictures (http://www.criterionpic.com) 
 

For more information, please visit our Web sites at:  
 

http://www.senecac.on.ca/policies/copyright.html 
http://library.senecacollege.ca/Copyright/ 

 
If you are unsure if the license covers a specific film you want to screen in class, please 
contact James Buczynski at ext. 3159 or email 
James.Buczynski@senecac.on.ca. 
 

 Audio-Cine Films (http://www.acf-film.com)  

  Criterion Pictures (http://www.criterionpic.com) 
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Guidelines for the  
Electronic Training Centre (Room 1112)  
__________________________________________________________________________________________________________________________________ 

 
Who Can Use the Room?:     
 
Faculty and staff may book the room for training. Students may use the room during times 
when it is not booked by faculty and staff. Students should check the booking sheet which 
is posted on the glass by the door to the classroom (subject to change). 
 
Location:  
 
Room 1112 is located in the Seneca@York Campus Seneca Libraries to the right of the 
Borrower Services Desk, next to the Learning Centre. 
 
Food and Drink:  
 
Food and drinks are not permitted in the Library and Computing Commons. 
 
Hours of Operation:  
 
The Electronic Training Classroom is available during the hours that the Library and 
Computing Commons are open. For current hours, please consult the Library and 
Computing Commons Hours webpage at: 
http://www.senecac.on.ca/library/About_the_Library/hours.html 
 
Equipment:  
 
This classroom is equipped with projector, projection screen, electronic mouse, and 
whiteboard. There is an instructor's computer station as well as 40 computers for trainees.  
 
Software Available and Troubleshooting: 
 
See http://studenthelpdesk.senecac.on.ca/senecayork_1112_sft.html for a full list. 
Any problems with the room’s hardware or software should be reported to the Help Desk. 
 
Booking S1112:  
 
Library and Organizational Effectiveness (PD) have priority for booking the room.  The 
earliest we will accept requests for the room from departments outside the Library and 
Organizational Effectiveness is Thursday, the week before the requested date(s). If, at that 
time, there are no instruction classes scheduled for the room, we will make it available on 
a first-come, first-serve basis. To book the room, please contact 
Dina.Paraftsis@senecac.on.ca at ext. 3055 or James.Buczynski@senecac.on.ca at  
ext. 3159. 
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A checklist for Faculty: 
Things to keep in mind when booking information literacy instruction 
through Seneca Libraries 
 
To book: Notes: 
 

□ Have you called your liaison librarian in advance to book your 
session?  

 

 
Two weeks advance 
notice is recommended 
to ensure both instructor 
and space availability 
 

 
□ Have you provided the following information to your liaison 

librarian?: 
 

□ Contact information 
□ Course name and section 
□ Estimated number of students 
□ Preferred date and time of your class, and alternate dates 
□ A copy of the research assignment that your class is currently 

working on, and a brief overview of its learning and research 
outcomes 

 

 
Classes should be 
scheduled within two to 
three weeks prior to the 
due date of their 
assignment 
 
 
 

 
After booking: Notes: 
 

□ Have you emailed / notified your students of the date / time / location 
of the library session?  

□ Have your briefed your students to come prepared to the session, 
and to give some thought to the research needed to complete their 
assignment successfully? 

□ Have you ensured that you are available to attend the session? 
□ Have you considered making attendance for this session mandatory 

in some way?  
 

 
Instructors are required 
to be present to provide 
feedback and clarify 
questions arising from 
assignment discussions. 
They are responsible for 
the class from a safety / 
security standpoint 
 

 
After the session: Notes: 
 

□ Have you provided feedback to the liaison librarian in regards to the 
success and suitability of the instruction?  

□ Have you considered adding a library session to your course 
syllabus for the next time you teach the course? 

 

 
Your feedback is 
encouraged to ensure a 
quality educational 
service for students  
 

 
To find your program’s liaison librarian and to book sessions, please contact: 
http://tinyurl.com/576sb2 
 
For additional information on Course Support and Instruction Services, please visit: 
http://tinyurl.com/6z7cmq 
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** Textbooks may not be borrowed through Interlibrary Loan** 

 
INTERLIBRARY LOAN REQUEST 

 
                                      Date: __________ 

Name:    _______________________________________________________ 
(Student/Faculty/Staff) 

I.D. Number:  ____________________________________________________ 
 
Program/Division: _________________________________________________ 
 
Telephone Number:  _________________________________________________ 
 
E-Mail Address: _____________________________________________________ 
 
Address: ___________________________________________________________ 
 
Lending Library if known: ____________________________________________ 
 
BOOK/PERIODICAL INFORMATION 
 
Author: __________________________________________ 
 
Title: ______________________________________________________________ 
 
Call Number: ___________________________________________________ 
 
Periodical Title: _______________________________________________________ 
 
Article Title:  _________________________________________________________ 
                      
Volume No./Issue No: __________________________ Page No: _______________ 
 
Date of publication: ____________________________ 
_____________________________________________________________________________ 
 
LIBRARY USE ONLY 
 
Request sent on _________________   By E-Mail ___  Fax ___  Mail ____  to ________________ 
Request sent on _________________   By E-Mail ___  Fax ___  Mail ____  to ________________ 
Request sent on _________________   By E-Mail ___  Fax ___  Mail ____  to ________________ 
 
Date received: _____________________________ Date due: ___________________________ 
Renewal requested on: _______________________ Renewed to: ________________________ 
Date returned: __________________________________ 
Overdue notice sent: _____________________________ 
Overdue fine: ________________  Replacement cost: ________  
 
CHARGES 
Whenever possible, library staff will attempt to locate items that can be borrowed through ILL for free. 
However, some charges may apply. Please indicate the maximum amount of money you are willing to pay to 
receive each item. $ ________________________________________
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RESERVE ROOM REQUEST FORM 
 
Please note:  
All photocopied materials placed on Reserve must meet the guidelines of Seneca College’s Access Copyright license. 
Please refer to http://library.senecacollege.ca/Faculty/access_copyright.html 
  
Date:      Instructor’s Name:  
 
Department:     Course:     ext.  
 

Title of Publication 
(for books – the complete title) 
(for periodicals – the complete title of the 
publication and the title of the article 

Author(s) 
(include the full names of all of 
the authors, and specify 
between authors and editors 
 

#Pages in 
Work 
 (not just the 
part being 
copied) 

Specific 
Pages 
Copies 
(e.g.25,27
-30) 

 
 
Call Number 

 
Loan 
Period  
(see options 
below) 

Removal Date 

                                        
 
 

 
 

 
 

 
 

   
 

 
 
 

 
 
 

 
 

 
 

   
 

 
 
 

 
 

 
 

 
 

   
 

 
 
 

 
 

 
 

 
 

   
 

 
 
 

 
 

 
 

 
 

   
 

 
Loan Period = Library only (L), Overnight (O), Three day (T), One week (W). Please indicate one for each title




