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Congratulations and Welcome  

to the Library Team! 

 

You have been selected as a student librarian and you are 

now an important part of the efficient running of our Pre-

paratory School Library. 

 

After a period of training, you will be running the circula-

tion desk at lunch times, helping keep our library tidy 

and most importantly, helping other students find books 

and information.   

 

This booklet will outline some general guidelines 

regarding your tasks as a student librarian and for the 

library in general.  It contains information about your 

daily duties and other information to help you understand 

the library. 

 

We look forward to working with you this year and hope 

you enjoy being part of the Preparatory Library team. 

 

Mrs Kennedy, Ms Moran 

 

Notes 



 Always be on time for your library duty. 
 
 We know that you may sometimes have other school commit-

ments and will be unable to do your library duty.  Let us know if 
you can so we can arrange for someone else to cover your duty. 

 
 You are welcome to come and eat your lunch in the library at 

12:30 if you wish.  Remember to take care and clean up after 
you have finished. 

 
 While you are on duty, you are very welcome to take a look at 

the new books which have not gone on display yet.  You can be 
the first to put a reserve on these. 

 
 You will be assigned a section of library that will be yours to 

take care of.  More about this will be explained in your  training. 
 
 Please don’t issue laptops at lunch times.  Any work or research 

can be done on the desktop computers. 
 
 Please keep an eye on the computer area.  These should be 

used for school work only.   
 
 Remember not to crowd the desk and chat with friends, this 

can be intimidating for anyone who needs a book issued. 
 

 

Always be friendly, polite and  
approachable to everybody  

using the library.   

 

General Guidelines for Library Duty 
 

Notes 



 

Schedule of Daily Duties 

1. Your duty begins  at 12:50.  Put on your badge and start with 
shelving  

2. Shelve all books from the blue returns trolley or shelve for 10 
minutes. Open the library at 1:00pm. (bring in the closed sign) 

3. Check your designated area of the library—ensure it is tidy, 
clean,  displays are in place and books shelved correctly. 

4. Check both of the returns bins for any further returns.  Return 
and put on the trolley (or shelve if the library is quiet). 

5. Two librarians are to take care of the circulation desk and      
complete issues, returns and reserves. (Two pairs of eyes on the 
screen!). 

6. During this time there could be other duties or messages you 
may be asked to do or you are welcome to read—you can even 
read to others! 

7. At 1:25 ring the library bell. 

8. Check the entire library for books left on the floor or tables.     
Return these books on the system in case they are issued to a 
student. 

9. Tidy cushions, bean bags and 
chairs to prepare the library for the 
next class. 

10. Return you badge.   

 
Remember: books on  
reserve must still be  

issued to the appropriate 
borrower. 

 

Location Guide 



 

Student Librarian Roster 

Monday:   
  
 
 
Tuesday  
 
  
 
 
Wednesday:  
 
 
 
 
Thursday:   
 
 
 
Friday: 

  
 
 
   

Librarian duty begins at 12:50 and finishes at 1:30. 

Sophisticated Picture Books 
Puzzle and Game Books 
Short stories 
Graphic Novels 
 
True Stories 
Magazines 
Treasure Chest 
 
 
 
Quick Reads 
 
 
 
 
Picture Books 
 
 
 
 
General Fiction 

                                                                                               Your section of the library is: 

 
Remember to tidy, check shelf order and displays in your section. 

 

Computers and Internet Access 

Preparatory Library Home Page 
As a librarian you need to be familiar with all the services our library 
offers.  Make sure you are familiar with the Preparatory Library home 
page.   
 
This can be found on Stacnet via the library tab. 
You will need to enter your username and  password if you wish to view 
your own library account.    The OPAC (online public access catalogue) 
can be found always logged into the library page just beside the library 
office. 
 
This page will link to many services such as World Book Encyclopedia and 
the StAC(ks) of  Reading Fun blog, eBooks and much more. 
 

Searching the Catalogue using Oliver 
The search option can be found at the top of the library homepage—you 
can search the catalogue anywhere, anytime.   

 
 

 
Remind Year 6, 7 and 8 students about logging into their own library ac-

count. 



 

Schedule of Training 

Your librarian training is divided into three main sections.  You will 
be trained on section one and two during your library duty  in Term 
one.  Section three is to be completed in your own time and must 
be done by the end of Term one in order to qualify for your librari-
an badge. 
 
 
Section One—Shelving and Library Locations 
 
 How to correctly tidy and arrange library shelves 
 How to shelve fiction and knowing all locations. 
 How to shelve non-fiction (dewey decimal numbers) and A—

Z such as poetry and biographies. 
 
When you are ready and confident with shelving you will be 
trained in Section Two. 
 
Signed:________________________ 
 
 
Section Two—Using OLIVER for Circulation and Inquiry 
 
 How to issue and return books. 
 How to reserve a book. 
 How to search for particular titles or subjects. 
 How to find information about a book—when it is due, who 

currently has it  and how many reserves are on it. 
 
Signed:__________________________ 

 

 

Schedule of Training Continued 

Section Three—Understanding the Library and Promoting 
Reading 
 
 Mapping the  Library.  Complete a labelled diagram of the 

library layout. When you would like to complete this ask for 
a map of the library which you can label. 

                                                                  Signed:__________________ 
 
 Sharing Reading.  During any lunchtime, invite a year 1—3 

student to the library and read them a story.  Let Ms Moran 
know when you are doing this so she can take a photo of you 
or sign this off in your book. 

                                                                    Signed: _________________ 
 
 Promoting Reading.  Create a poster advertising a great 

book you have read.  This can be created on the computer or 
by hand but make sure it ‘sells’ the book! 

                                                                     Signed: __________________ 
 

 

Congratulations!  When all sections are completed and tested,  
you will receive your Librarian’s Badge. 


