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Instruction Toolkit
Background, Purpose, and Audience

Small Special Collections Library, UVA Library
Instruction Program
• Around 70 instruction sessions per academic 

semester
• Instruction for undergraduate and graduate 

courses, local K–12 classes, and community groups
• Sessions taught by 3 instruction 

librarians/archivists, plus other library staff, 
including curators, reference librarians, and others

Instruction Toolkit
• Centralized internal repository of teaching 

resources and best practices
• Designed to help orient staff (both new and old!) 

to instructional duties



Instruction Toolkit
Format

Considerations
• Is the toolkit’s format suitable for the kinds of 

resources (the “tools”) it will share?
• Is the toolkit’s format accessible and understandable 

for the library and archives instructors who will use it?

Potential Formats
• File management and collaboration platform (e.g., 

Microsoft SharePoint, Google Drive, Box, etc.)
• Internal research guide/LibGuide
• Institutional intranet
• Shared resource library made with reference 

management tools (e.g., Zotero)
• Paper guides



Instruction Toolkit: 
Contents

Recommended Timeline for
Preparing for an Instruction Session
• Outlines the tasks instructors should complete 

when preparing for an instruction session
• Step-by-step guide for instructors who do not 

teach as often and need a refresher on policies 
and best practices

Instructor Directory
• List of all Special Collections instructors, their 

areas of expertise and interest, and some 
classes they have worked with in the past

• Useful for assigning instructors to sessions
• Helps instructors identify co-teachers and 

collaborators



Instruction Toolkit: 
Contents

Sample Lesson Plans, In-Class Activities, and 
“Class Files”

• Adaptable lesson plans with examples of 
learning objectives

• Examples of in-class activities to encourage 
instructors to engage students in active learning 
exercises

• Copies of all resources made and used for a 
class – useful for planning for similar or repeat 
class visits



Instruction Toolkit
Contents

Inclusive Classroom Practices

• Designing accessible and 
flexible instruction

• Promoting inclusive language
• Engaging students in active 

learning exercises that probe 
archival silences and biases

Trauma-Informed Approaches 
to Archives

• Strategies for creating a welcoming 
classroom environment that 
supports students’ well-being and 
autonomy

• Useful for instruction sessions that 
involve challenging or offensive 
collection materials



Instruction Toolkit
Outcomes and Further Considerations

Outcomes

• Refined and standardized 
practices for designing, delivering, 
and assessing instruction sessions

• Support during staffing 
transitions

• Making transparent the labor 
involved in library and archives 
instruction

• Creating community amongst 
library and archives instructors

Further Considerations

• Buy-in and input from library 
and archives instructors and 
other staff is essential

• Approach an instruction toolkit 
as a living and evolving resource 
repository
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