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Mira Costa High School

Library 
Information for Student Aides 

from Mrs. Lofton, Teacher Librarian
FIRST – THANK YOU!

Library aides are an important part of the operation of the Mira Costa Library. I really need and appreciate your help. Thank you for choosing to be a library aide!

QUALIFICATIONS

Most students who work in the library are interested in books, reading, information gathering, and technology. You will also need the following:

· An attitude of helpfulness

· A willingness to do any task assigned

· Knowledge of how to use computers or be willing to learn

· Good alphabetizing and decimal number skills

· Be an independent worker, but know when to ask for help when you don’t know a procedure or answer

· Be prepared for both very busy and rather quiet days
· You will be graded both based on your work completed and on your attitude
NOTE …

The job of a library aide is NOT for those who:

· Are inpatient

· Dislike detail

· Don’t like to be told what to do

· Are not independent workers

Please be professional and courteous at all times with staff, students, teachers, and parents. Try to always say yes to requests, but don’t make decisions to do something or allow something outside of standard procedures without checking with me.

TYPICAL STUDENT AIDE DUTIES (More may be assigned.) 
· Arrive on time, enter the library without open food or drink, and put your backpack away in the workroom. 

· Sign-in on the aide sign-in sheet and in your notebook and check your notebook for “to do” items. Also, let Mrs. Lofton know you are here and ask if she has any special assignments for the day.
· At both the beginning and end of the period, check the library for any books left on tables, trash, misplaced chairs, etc. Use a broom and dustpan to clear debris.
· Check the book drop for books to check in. Check the books in, and place them on the reshelving cart.

· Do any check-ins and check-outs needed during the period. Maintain confidentiality at all times. 
· 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.

· Take messages to students or teachers as needed.

· Check Mrs. Lofton’s box in the office, taking the library pass with you.
· 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 regularly, and create at least one online booktalk each quarter.
· Perform any special assignment tasks.

· At the end of the period, complete your daily checklist and let Mrs. Lofton know you are leaving. 

Name _______________________________ Period _________

I have read about the job expectations of student library aides and am ready to perform this job.

__________________________       ________________

Student signature                                         Date

__________________________       ________________

Parent signature                                            Date
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