PHS Library Visit Request
via PUSD email



· Open Web Outlook email
· Review the Library and L2 Reference Room calendars to see what times are available. To view the library calendar, look at the left column of your Outlook email and click on Public Folders. Then click on the + in front of PHS. The 3 library rooms are listed as L13 Library Lab, L2 Library Ref Lab, and Library. 

· Click on New and create a new message similar to the example below:
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Katherine,
WHEN: Sept. 16, periods 2,4,5
WHO!  American History, juniors
WHAT: Debating election issues: economy, Iraq, health care, immigration, climate change
HELP: Could you please give a brief (10 min.) introduction, with a handout or wiki on applicable library resources?
Thank you
1da B. Good, US History teacher
Poway High School
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· We will then schedule your visit into the Library or L2 Library Ref Lab (limited to 21 students only).  You will receive a reply via email.
· We schedule the L2 Library Ref Lab and the Library on a first come, first serve basis.  Please get your requests in early and also let us know if you need to cancel.

· If you feel uncomfortable reserving via email, we also will schedule you over the phone (ext. 5461) or in person.

· You may sign up for the L13 Library Lab as you would any Computer Lab using the Electronic Calendars.

Send requests to


 Katherine Powell, Librarian





Date & periods. If lab day, indicate which half of period.





Please let us know the topic even if no help is needed. 





We would like to collaborate with you on your lessons.  Feel free to call or stop by the library to further discuss any help we can offer.











