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The cover illustration and its insert companion were inspired by Stanley Kubrick’s 1968 film 

2001: A Space Odyssey. The moment when prehistoric man discovered the use of simple

tools was a milestone in the history of civilisation. The ability to use information as a survival

tool has had an equally profound impact. The pairing of these images conveys a sense of the

evolution and progress of the human race, from a manual to an intellectual dexterity; they

emphasise the liberating effects of information on the human spirit. We believe that these

images encapsulate many of the principles of information literacy described in this

Handbook; they motivate, inspire and demand attention. We hope that you agree.



 

 

 

 

 

 

 

Handbook for Information 

Literacy Teaching (HILT) 

 
 
 
 
 
 
 
Jessica Gaunt 
Nigel Morgan 
Rowland Somers 
Rosemary Soper 
Erica Swain 
 
Layout and formatting by Rob Sell 
 
 
University Library Service 

Third Revision, August 2009 
 
 

 

This work is licensed under a Creative Commons Licence.           



  

 
 
 
 
 



 Handbook for Information Literacy Teaching: July 2009  i 

Foreword by Janet Peters 
 
“Information Literacy encompasses knowledge of one‟s information concerns and 

needs, and the ability to identify, locate, evaluate, organize and effectively create, 

use and communicate information to address issues or problems at hand; it is a 

prerequisite for participating effectively in the Information Society, and is part of the 

basic human right of life long learning”.
1
 

 

Information Literacy has been a key topic in academic library circles for many years, 

building on the User Education and Information Skills which went before it.  The 

challenge has been to persuade colleagues in academia and education in general 

that the sacrifice of some teaching hours to demonstrate the importance of being 

able to identify, locate, retrieve, evaluate and use information effectively is well worth 

while in developing learning techniques which can be used throughout life.  Although 

this is still not universally achieved, Cardiff University is at the forefront of UK 

Universities in promoting the value of information literacy to the academic community 

in various ways.  The University has adopted an information literacy Guidance Note 

for display on its web site; several innovative learning and teaching projects which 

promote the use of information literacy have won University funding; and this year the 

Higher Education Academy (HEA) subject centre for Computing and Information 

Science awarded one of the team the prize for Teaching Excellence. 

 

Naturally, if such a high profile approach is to be taken, the quality of the teaching of 

information literacy must be excellent by everyone involved.  This handbook has 

been tried and tested by staff both in Cardiff University and now internationally in 

countries such as Finland, where a locally adapted version has been written in 

Finnish.  It has proved its worth already in providing a consistent and pedagogically 

sound foundation both for teaching sessions and for one-to-one advice and 

guidance, and it is extensively updated regularly to include new developments such 

as Web 2.0.  As the product of the work of many experts among the Subject 

Librarians at Cardiff University, who are acclaimed nationally and internationally for 

the development of innovative techniques such as the Cephalonian Method, a 

resource bank of learning objects on Information Literacy and in their involvement in 

peer review of their own teaching, I commend this handbook to you in the strongest 

terms.  You will wonder how you ever managed without it. 

 

Janet Peters, Director of Libraries and University Librarian, Cardiff University  

                                            
1 US National Commission on Library and Information Science. 2003. The Prague 

Declaration: Towards An Information Literate Society  [online] Available at: 

http://portal.unesco.org/ci/en/files/19636/11228863531PragueDeclaration.pdf/PragueDeclarati

on.pdf [Accessed 23rd July 2009]. 
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Message from the HILT Group 
 
The Handbook is based on one produced in 1995, which was comprehensively 

revised in 2005 and further amended and developed in 2006 and 2007.  

The text reflects the importance attached to information literacy (IL) both within the 

Information Services Directorate (INSRV) and the wider Cardiff University.  It has two 

principal aims: 

 

 to assist Subject Librarians, Library Operations Managers and others with 
an IL role by equipping them with techniques to promote IL within 
Schools, to prepare learning outcomes and to deliver and evaluate 
appropriate learning experiences 

 

 to help ensure consistent and high quality practice across INSRV and to 
form a central element of staff training for IL developments. 

 

The eight sections are presented in a logical order beginning with the key issues of IL 

provision, with subsequent sections exploring the planning and delivery of teaching, 

and finally evaluation and student assessment.  Each section comprises a 

presentation of guidelines with references to supporting documents, examples of 

good practice and relevant literature in the field. 

 

This is intended to be a work of reference, dipped into as the need arises, rather than 

read from cover to cover! You are encouraged to use it as a practical tool - feel free 

to annotate or attach your own notes.   

 

We hope that you find the information useful and inspiring.  

 

Good luck with your teaching in the coming session!  

 

July 2009 

 

 
 

Top (left to right): Nigel Morgan (Chair), Erica Swain, Rowland Somers 

Bottom: Jessica Gaunt, Rosemary Soper (Secretary) 
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Section 1: Information Literacy - key issues 

Information Literacy: concept and strategic context  
Cardiff University places great emphasis on the acquisition of information literacy (IL) 
skills by staff and students.  You will be pleased to know that you work for an 
institution which has acquired an international reputation for excellence in this field! 

IL is defined, and its strategic context at Cardiff explained, in the Information Literacy 
Guidance Note (see Supporting Document 1, pp. 79-86).  It is essential that you are 
familiar with its contents.  See also the INSRV Information Literacy Strategy 2008-
2011 (Supporting Document 2, pp. 87-89).  Further, one of the key messages 
identified in the Library Review 1 was that more IL training would be broadly 
welcomed (see Section 7.7 of the Final Report).   

IL Standards: charting your progress 
According to the Association of College and Research Libraries’ (ACRL) competency 
standards for IL in higher education, the information literate student: 

1. Determines the nature and extent of the information needed 

2. Accesses needed information effectively and efficiently 

3. Evaluates information and its sources critically and incorporates selected 
information into his or her knowledge base and value system 

4. Individually or as a group uses information effectively to accomplish a specific 
purpose  

                                                

 
1 Cardiff University Directorate of Information Services. 2005. Review of the University Library 
Service 2004/05 – 2014/15 [online]. Available at: 
http://www.cardiff.ac.uk/insrv/resources/libraryreview/library_review_final_report.pdf 
[Accessed: 6 August 2009]. 

Summary  
The concept of information literacy is introduced with reference to Cardiff 
University’s Information Literacy Guidance Note.  The key issues covered in this 
section are: 

• IL: concept and strategic context (p. 1) 

• IL standards: charting your progress (pp. 1-2) 

• Embedding and integrating your teaching into curricula (pp. 3-4) 

• Promoting IL (pp. 4-6) 

• Keeping up-to-date (pp. 6-7). 
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5. Understands many of the economic, legal and social issues surrounding the 
use of information and accesses and uses information ethically and legally.2 

To help you assess your teaching against these standards, below are the categories 
of provision used by the IL audit, conducted at intervals in the University Library 
Service (ULS).  This monitors progress towards the goal of embedding IL into taught 
programmes of study. 

A    Orientation.  An introduction to library facilities, procedures and 
 arrangement of material.  Include in this category training in the use of 
Voyager and how to find books and journals in the library. 

B Achieves outcomes in competency standard 2.  Mainly includes 
training in the use of specific databases or indexes and/or searching 
and evaluating the authority of web sites. 

C Incorporates competency standards 1 and 2.  In addition to the
 competencies which will be achieved in category B, the training is 
focused on identifying and finding information for a specific topic, 
using a range of information types (books, journals, web resources 
etc). 

D Encompasses competency standards 1, 2 and 3.  In addition to the 
training in category C, training includes evaluation of the information 
found, such as the relevance, reliability, objectivity and weight of 
authority of the content, e.g. critical appraisal. 3 

E Encompasses competency standards 1, 2, 3 and 4.  An IL framework 
is used to integrate skills teaching.  Information searching sessions 
are fully integrated with sessions on “using information effectively” 
through, for example, using the information found in the searching 
session in later sessions in the module. 

Subject librarians should aim to achieve at least category C in their IL teaching, 
though it is recognised that this will not always be possible. 

INSRV wishes to ensure that you are confident and able to fulfil your IL teaching role. 
The Instructor Training procedures (Supporting Document 3, pp. 90-91) were 
approved by the ULS Board in 2005 to ensure that staff are suitably qualified and 
experienced, and also have the necessary confidence to deliver training of high 
quality. 

                                                

 
2 American Library Association. 2000. Information Literacy Competency Standards for Higher 
Education [online]. Available at:                                   
http://www.ala.org/ala/mgrps/divs/acrl/standards/standards.pdf [Accessed: 6 August 2009]. 

3 Critical appraisal is ‘[t]he process of carefully and systematically examining research to 
judge its trustworthiness, and its value and relevance in a particular context’. See: 
http://www.medicine.ox.ac.uk/bandolier/painres/download/whatis/What_is_critical_appraisal.pdf 
[Accessed: 6 August 2009] (from which the above quote is taken). 

 



Section One: Key Issues 

Handbook for Information Literacy Teaching: July 2009 3 

Starting out: embedding and integrating your teachi ng into 
curricula  
Where possible, IL training should be embedded within the subject curriculum to 
maximise relevance, timeliness and student motivation.  Stand-alone sessions are 
less effective; it can be difficult for a learner to transfer a skill practised in a generic 
environment into a subject-specific context. 

Ideally, your session(s) will be timetabled within the module.  IL should be included in 
the learning outcomes of the module and any assessment should incorporate an 
element of testing IL skills (see Section 7 Assessment, pp. 63-67). 

Preparing and reviewing your teaching 
• Get the content right: try to ensure your session content flows from what the 

students have just been doing in the module into what they will be doing next.  
Ensure that your teaching is relevant and timely, that the learning will address 
real needs and that the context is authentic.  If possible, try to sit in on a 
module session preceding yours. 

 
• Get the academics on your side: academic staff are best placed to develop 

certain aspects of IL; they can help students evaluate and analyse critically 
the information identified in your session.  Liaise with lecturers to design the 
curriculum so that students need to find and read the information and use it 
for a specific purpose (e.g. for an essay, report or presentation).  The School 
may integrate your undergraduate teaching into its activities to prepare 
students for academic writing, critical analysis and research skills to meet 
Quality Assurance Agency (QAA) standards. 

 
• Opportunities for reinforcement: students need the opportunity to repeat 

the process of finding, evaluating and using information for an assessment as 
soon as possible after your session.  If the assessment is for another module, 
the links between your teaching in the one module and the expectations of the 
tutors in the other need to be expressed very clearly. 

 
• Assessment: use assessment tools which are integrated, such as research 

trails or i-maps accompanying an assessed essay, rather than non-embedded 
assessments, such as the creation of a bibliography on a set topic (see 
Section 8: Assessment, pp. 63-67). 

 
• Personal Development Plans 4: Consider whether it is appropriate to include 

reflections on IL in the PDP structure suggested by the School. 
 

                                                

 
4 The QAA requires that all HE students be given the opportunity for Personal Development 
Planning (PDP).  Schools are required to provide opportunities for students to reflect upon 
their learning, performance and achievement and plan for their personal, educational and 
career development.  See the University’s Personal Development Planning page at 
http://www.cardiff.ac.uk/learning/themes/pdp/index.html [Accessed: 6 August 2009]. 
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Don’t forget – Rome (or Cardiff, for that matter) wasn’t built in a day!  It takes time to 
forge relationships with academic staff and to get your teaching fully embedded into 
modules.  Prioritise and plan your strategy carefully – possibly by concentrating your 
efforts on just one or two courses per academic year.  If successful, you can then 
move on to embedding your teaching in other modules / courses. 

Promoting IL 
It is vital that you promote IL to your School.  Indeed, you may already have 
established an IL teaching partnership.  However, if you have not yet managed to get 
your teaching embedded, you need to emphasise the importance of IL and generate 
support.  Gauge the method most appropriate to the style and personality of the 
School.  

Strike while the iron is hot!  Successful promotion depends largely on your ability to 
take advantage of available opportunities.  If you are well informed and involved with 
the work of the School, you will be at an advantage. 

Promotion to Schools 
• Don’t be shy!  Make contact with key members of School staff, e.g. those on 

research, teaching and library committees, course directors, the skills co-
ordinator and leaders of skills or other modules.  Find out which lecturers 
have an interest in IL and develop these contacts.  

 
• Make links, where appropriate, to IL when attending School meetings and/or 

staff and student panels.  Reciprocate by inviting School staff to IL events. 
 

• Alert relevant staff (such as library representatives, course directors, Heads of 
School) to the strategic documents noted earlier in this section 

 
• Show examples of instruction materials you have used for other courses 

and/or those being used by colleagues at other sites.  However, make sure 
you get permission from the originator!  Alternatively, consider showing the 
materials later in this Handbook (pp. 99-166). 
 

• Offer to train lecturers in an aspect of IL, e.g. the use of a particular electronic 
resource, and then use this as a selling point.  If possible, integrate your 
session into existing staff training programmes in the School. 

 
• Offer to deliver a session in partnership with an academic, e.g. in a session 

on plagiarism and referencing you could offer to demonstrate and explain the 
advantages of EndNote.  This can effectively reinforce the relationship 
between your teaching and that of the academic staff.  

 
• Tie-in discussions on IL with other School priorities such as combating 

plagiarism or PDPs 
 

• Draw attention to Cardiff’s IL web pages at  
http://www.cardiff.ac.uk/insrv/educationandtraining/infolit/index.html and/or to 



Section One: Key Issues 

Handbook for Information Literacy Teaching: July 2009 5 

the Information Literacy Guidance Note.  These pages provide a digestible 
definition of IL and explain its benefits.  In addition, the IL elevator speech 
(Supporting Document 4, p. 93) illustrates how you can quickly communicate 
the importance of IL.  

 
• Keep track of the views and reports on IL instruction of professional or 

vocational bodies in the subject field, and draw these to the School’s 
attention.  In addition, the QAA benchmark standards may be relevant.5 

Promotion to students 
When IL sessions are embedded in curricula, students have a strong impetus to 
attend.  Nevertheless, some well targeted publicity will not go amiss.  In order to 
maximise attendance: 

• Get involved in induction / registration week events.  Give a lively 10 minute 
presentation to the whole cohort within the School’s orientation programme.  
This is an ideal opportunity to introduce yourself and highlight the importance 
of the IL sessions students will be attending. 

   
• If held in induction / registration week, ensure that the library orientation 

session is included in the student’s timetable and handbook and mentioned in 
the course introductory lecture 

 
• If your orientation session is in week 1 and you have had no prior contact with 

the students, arrange with lecturing staff to advertise and promote your 
session through an announcement at the start of a lecture.  Better still, drop 
by and make the announcement yourself (but obtain permission first!). 

 
• Use the orientation session as a promotion opportunity to advertise further 

events tailored to the particular needs of the student group 
 

• You may want to avoid the term ‘information literacy’; ‘research skills’ may be 
more readily accepted and understood. 

 
• Be friendly, be approachable, BE YOURSELF! 

                                                

 
5 The Quality Assurance Agency for Higher Education. No date. Subject benchmark 
statements [online]. Available at: 
http://www.qaa.ac.uk/academicinfrastructure/benchmark/default.asp [Accessed: 6 August 
2009]. 
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Promoting IL – a Subject Librarian’s perspective         Case study 1 

For me, the best promoters of embedded IL sessions are actually my students.  Try 
to collect as much feedback from your sessions as possible and use that in 
discussions with academic staff.  Nothing surprises academics more than students 
asking for your sessions to be made compulsory!  

When you are talking to lecturers, show your enthusiasm and demonstrate flexibility 
as well as knowledge of IL theory.  Above all, go prepared with plenty of ideas so 
they are given a choice about how to implement IL in their specific School setting.  

And finally, never give up – just be persistent and flag IL skills in all appropriate 
meetings (preferably without getting on people’s nerves!) until you get an agreement 
for a trial session. 

Sonja Haerkoenen, Arts and Social Studies Library 

Keeping up to date  

IL is an exciting and evolving field.  It is important to be aware of the latest 
developments and thinking in both IL and teaching generally by: 

• Attending IL events and conferences.   Apart from the prestigious Librarians 
Information Literacy Annual Conference (LILAC), there are excellent regional 
events organised by CILIP’s University College & Research Group6.  If you 
are unable to attend, it is worth checking at a later date to see if presentations 
have appeared on the web.  In addition, the IL briefings, ULS briefings and 
QUILT seminars held in the University are an excellent way to keep abreast of 
local developments.  

 
• Networking.   Conferences and events are ideal opportunities to acquire and 

develop useful contacts and to become part of the wider IL community - they 
are not simply about attending presentations.  These events are usually more 
informal and friendly than you imagine.  Regard networking as an integral part 
of your attendance.    
 

• Using mailing lists.   There are some excellent mailing lists which facilitate 
discussion and the exchange of ideas: 

o Lis-infoliteracy is the main UK IL list.  Subscribe at   
http://www.jiscmail.ac.uk 

o ILI-L is the Information Literacy Instruction Discussion List of the 
ACRL.  This US-based list is lively, dynamic and thought provoking. 

                                                

 

6 UC&R Group [online]. Available at: 

http://www.cilip.org.uk/specialinterestgroups/bysubject/ucr [Accessed: 6 August 2009]. 




