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Practicing Library Situations
 Special thanks to ESL Instructor Marcia Arthur for many of the situation dialogs. 
See page 12 for instructions.
Created 05/09/05 – Revised 01/24/08
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

1.  Finding and Checking Out a Book (Dictionary)
A student enters the Library.  The student wants to check out a bilingual dictionary with words in English and in the student’s native language.  The student doesn’t know what to do and goes to the checkout desk.
	Librarian:
	Hi!  Can I help you?

	Student:
	I don’t speak English.

	Librarian:
	Do you want something to help you learn English?

	Student:
	I need a book.  I need a dictionary.

	Librarian:
	We have lots of foreign language dictionaries.  What is your native language?

	Student:
	I don’t understand.

	Librarian:
	What country are you from?  What language do you speak?

	Student:
	I’m from ________________.  I speak ____________________.

	Librarian:
	Come with me.  Here is a dictionary with words in English and _____________.   Is this what you want?

	Student:
	Yes.  Thank you.


Student checks out the dictionary at the checkout desk.  The Librarian stamps the due date on the book.  The book checks out for two weeks. The Librarian may use the calendar to show the student what day to bring the book back.
	Librarian:
	OK.  Now let’s go and check out this book to you.  Do you have a library card?

	Student:
	Yes, here is my library card.

	Librarian:
	This book is due in two weeks.  You need to return it to the Library on ________________.

	Student:
	OK.  Thank you very much.

	Librarian:
	You’re welcome.  Please come again.


~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
2.  Finding and Checking Out a Video

A student enters the Library.  The student wants to check out a video about learning English.  The student does not know where to find the video.  The student goes to the checkout desk for help.

	Librarian:
	Hello.  Can I help you?

	Student:
	I don’t speak English.

	Librarian:
	Do you want something to help you learn English?

	Student:
	Yes, please.

	Librarian:
	OK.  Follow me.  What format do you want?  Do you want a book, a video or an audiocassette?

	Student:
	A video, please.

	Librarian:
	How about this video?  Is this what you want?

	Student:
	Yes, this is good.  Thank you.


The student checks out a video with a book at the checkout desk.  The Librarian stamps the due date on the video which checks out for one week. The Librarian may use the calendar to show the student what day to bring the book back.
	Librarian:
	OK.  Now let’s check out this video to you.  Do you have your library card?

	Student:
	Here it is.

	Librarian:
	The video is due in one week.  You need to return it on _______________.

	Student:
	Thank you!

	Librarian:
	You’re welcome.  Please come again.


The student takes the video home and watches it.  If it has a book with it, the student doesn’t write in the book or spill food on it.  The student brings the video back to the Library in one week.  The student understands some of it. But that’s OK because the student learns English little by little.
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

3.  Finding and Checking Out a Set of Audiocassettes  
A student goes to the Library.  The student wants to check out a set of audiocassettes for learning English.  The student does not know where to find the audiocassettes.  The student goes to the checkout desk for help.
	Student:
	Excuse me.  

	Librarian:
	Hello!  How can I help you?

	Student:
	I want to learn English.  

	Librarian:
	We have lots of materials about learning English.  What format do you want—a book, a video or audiocassettes?

	Student:
	Audiocassettes.

	Librarian:
	OK.  Come with me. Here are audiocassettes about learning English.  We also have some in other languages.  What language do you speak?

	Student:
	I speak _____________________.

	Librarian:
	How about this set of audiocassettes?  Is this what you want?

	Student:
	Yes, this is good.  Thank you.


Student checks out the audiocassette at the checkout desk.  The Librarian stamps the due date on the book which checks out for one week. The Librarian may use the calendar to show the student what day to bring the book back.
	Librarian:
	OK.  Let’s check it out for you.  Do you have a library card?

	Student:
	Yes, but I left it at home.

	Librarian:
	That’s OK.  Do you have some photo identification like a driver’s license?

	Student:
	Yes, here is my driver’s license.

	Librarian:
	Great.  Here you go!  The audiocassettes are due in one week.  You need to return it on ______________.

	Student:
	Thank you.

	Librarian:
	You’re welcome.  Please come back again soon.


~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

4.   Finding and Trying to Check Out a Reference Book  
A student goes to the Library.  The student wants to check out a telephone book (reference book).  The student does not know where to find the reference books.  The student goes to the checkout desk for help.

	Student:
	Excuse me.  

	Librarian:
	Hello!  How can I help you?

	Student:
	I need a telephone number. 

	Librarian:
	What city is the telephone number from?

	Student:
	Kent.

	Librarian:
	Come with me.  I’ll show you where the telephone books are located in the Reference Book section.  Kent phone numbers are found in the South King County telephone book.  Here it is.  Do you need any help looking up the telephone number?

	Student:  
	No, thanks.  I know how to find the number.  Can I check out this telephone book?  

	Librarian:
	I’m sorry.  This is reference book.  We look at it a lot and need to keep it in the Library.  You can use it in the Library but you cannot check it out and take it home.

	Student:
	OK.  I will use it here in the Library.

	Librarian:
	If you need a copy of a page, we have a photocopier.

	Student:
	How much does it cost?  

	Librarian:
	The photocopier costs five cents a page.

	Student:
	OK.  Thank you.

	Librarian:
	Please let me know if you need more help.


~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

5.   Returning a Book to the Library When the Library is Open  
The student comes into the Library and returns a book.
	Student:
	Hi!  I am done with this book.  I want to return it.

	Librarian:
	Thank you.  Did you like it?

	Student:
	It was OK but I want something different next time.

	Librarian:
	What other formats are you interested in?  A video?  An audiocassette?

	Student:
	I want to try a video.

	Librarian:
	Do you want to check out a video now?

	Student:
	No, it is lunch time and I am hungry.  I will come back later. 

	Librarian:
	Good.  I hope to see you then.


~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

6.   Returning a Video to the Library When the Library is Closed  
Two students come to the Library to return a video but the Library is closed.

	Student 1:
	Oh, no!  The Library is closed!  How can I return this video?  It is due today.

	Student 2:
	Don’t worry.  The Library has a book return box.  Here it is.

	Student 1:
	This is a video, not a book.  Can I return a video in the book return box?

	Student 2:
	Yes.  The Librarian said we can put it in the box.  Just put it here in the slot.

	Student 1:
	OK.  Thanks.  I am glad you are here to help me.

	Student 2:
	No problem.  That’s what friends are for!


~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
7.  Renewing a Video in Person at the Library.

The student checked out a video.  After one week, the student needs more time to watch the video again.

	Student:
	Hello!  I want to check out this video again.  Can I renew it?

	Librarian:
	Let’s see if anyone is on the waiting list for it.  Do you have your library card with you?

	Student:
	Yes, here it is.

	Librarian:
	(Librarian checks on the computer.)  No one is waiting for this video.  I checked it out again to you for another week.  It’s now due on ______________________.

	Student:
	Thank you very much!

	Librarian:
	You’re welcome.


~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
8.  Renewing a Book by Phone.

The student checked out a book.  After two weeks, the student needs more time to read the book.  The student calls the Library at 425-235-2331 during open hours and talks to the Librarian on the phone.
	Librarian:
	Hello.  RTC Library.  This is Debbie.  How may I help you?

	Student:
	Hello.  My name is __________________.  I have a book.  I want to check it out again.  Can I renew it?

	Librarian:
	Let’s see if anyone is on the waiting list for it.  What’s your library card number?  That’s the number on the back of your library card. 

	Student:
	My library card number is __________________________.  

	Librarian:
	Thank you.  I also need the name or the title of the book you want to renew.  What is the title?  

	Student:
	The title of the book is _____________________________.

	Librarian
	(Librarian checks on the computer.) No one is waiting for this book.  I renewed it for you for another two weeks.  It is now due on ______________________.

	Student:
	Thank you very much!

	Librarian:
	You’re welcome.  Thanks for calling.  Goodbye.

	Student:
	Goodbye.


~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
9.  Returning a Book for which the Student Has Received an Overdue Notice
The student is late in returning a book.  The Library sent out an Overdue Notice to the student.  The student doesn’t owe a fine yet since it is the first overdue notice. 
	Student:
	Hello.  I want to return this book.  I am sorry it’s late.  I received this letter in the mail.

	Librarian:
	Do you need more time to use the book?  Do you want to renew it?

	Student:
	No.  I am done with it.  Do I owe any money?

	Librarian:
	Not this time.  You only owe a fine when you receive a bill.  

	Student:
	I am glad I don’t owe any money.

	Librarian:
	Thank you for returning the book.  Next time, if you need more time to use it, you can come see us or call us and ask to renew it.  We can then check it out to you again for another 2 weeks.

	Student:
	Thank you.  I will do that next time.


~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
10. Student Receives a Fines and Fees Notice (a Bill) for a Long Overdue Book 
The student is late in returning a book.  The Library sent out two Overdue Notices and now a Fines and Fees Notice bill to the student.  The student now owes a fine and must go to the College Business Office to pay it.
	Student:
	Hello.  I want to return this book.  I am sorry it is late.  I received this bill in the mail.

	Librarian:
	Oh-oh!  It’s very overdue.  Now you’ll have to pay a fine.

	Student:
	How much do I owe?

	Librarian:
	Since you returned the book, it’s only $5. 

	Student:
	How do I pay it?

	Librarian:
	You need to go to the College Business Office to pay the fine.

	Student:
	Where is it?

	Librarian:
	(Shows a map of the Campus.)  The College Business Office is located here in the J-Building, in Room J-114.

	Student:
	Thanks.  I will go and pay that bill right now.

	Librarian:
	Next time, please come see us or call us when you receive the first overdue letter.  We can then renew the book for another two weeks.

	Student:
	OK.  I will do that next time.


~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
11. The Student Asks about Paying a Fine for a Lost Book 

The student loses a book.  The student now owes a fine—the cost of the book plus $5.  The student must now go to the College Business Office to pay for it.

	Student:
	Hello.  I lost a book.  Yesterday I received this bill for it.

	Librarian:
	Oh-oh!  Now you’ll have to pay a fine.  The fine is the cost of the book plus $5.

	Student:
	I am sorry. How much do I owe?

	Librarian:
	According to this bill, you owe a total of $25.  That’s $20 for the book and $5 for a processing fee.

	Student:
	How do I pay it?

	Librarian:
	You need to go to the College Business Office to pay the fine.

	Student:
	Where is it?

	Librarian:
	(Shows a map of the Campus.)  The College Business Office is located here in the J-Building, in Room J-114.

	Student:
	Thanks.  I will go and pay that fine right now.

	Librarian:
	Good.  As soon as the fine is paid, you will be able to check out materials again.

	Student:
	Good.  I want to check out more books.  Thank you.


~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Instructions for Practicing Library Situations
Each student is given a copy of this handout with the conversation dialogs and vocabulary words.  If needed, the Librarian and the ESL Instructor can demonstrate the first situation to show the students how to do it.  Using lots of props makes it easier for the students to understand what is happening and also makes it more interesting.
After one situation has been demonstrated, students then take turns demonstrating the situations, again using the dialogs on the handouts and the props.  
After all 11 of the situations have been demonstrated, a student can choose to roll one or two dice.  The student then must demonstrate whatever situation number that comes up as the total of the dice.  If a student rolls doubles (both dice come up with the same number), then the student gets to select whatever situation they want to demonstrate.  For example, they could choose the shortest situation or the one with the least amount of dialog.
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
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