Library Student Aide Activity Checklist
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	Check for any books left on tables, trash, misplaced chairs, etc. at the beginning of the period. Clear debris.
	
	
	
	
	
	
	
	
	
	

	Scan any books left out on tables.
	
	
	
	
	
	
	
	
	
	

	Check the books in and place them on the reshelving cart.
	
	
	
	
	
	
	
	
	
	

	Check-ins and check-outs.
	
	
	
	
	
	
	
	
	
	

	Check the book cart, and organize the books for reshelving.
	
	
	
	
	
	
	
	
	
	

	Reshelve  - both library books and textbooks, as well as videotapes, CDs, and DVDs.
	
	
	
	
	
	
	
	
	
	

	Add paper to the printers and photocopiers as needed.
	
	
	
	
	
	
	
	
	
	

	Shelf read your assigned book section for accuracy at least once a week.
	
	
	
	
	
	
	
	
	
	

	Dust your area at least once a week.
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	Take messages to students or teachers as needed.
	
	
	
	
	
	
	
	
	
	

	Check Mrs. Lofton’s box in the office.
	
	
	
	
	
	
	
	
	
	

	Process any reserve book request forms and reserve books.
	
	
	
	
	
	
	
	
	
	

	Assist with processing of new books. 
	
	
	
	
	
	
	
	
	
	

	Maintain your “I recommend” shelf.
	
	
	
	
	
	
	
	
	
	

	Work on the Teen Learning 2.0 tutorial as time permits. 
	
	
	
	
	
	
	
	
	
	

	Read.
	
	
	
	
	
	
	
	
	
	

	Work on a booktalk. 
	
	
	
	
	
	
	
	
	
	

	Special assignment tasks. (Describe.)


	
	
	
	
	
	
	
	
	
	

	Check the library for any books left on tables, trash, misplaced chairs, etc. at the end of the period. Clear debris.
	
	
	
	
	
	
	
	
	
	


