
Library Assistant Responsibilities and Expectations 
 

A great deal of work goes on behind the scenes to keep the library running smoothly that 
can’t be done without the help of library assistants.  You are a critical, valuable member of 
the library staff.  The skills you learn here will help you find work in a library or as a clerk in an 
office—you can use this as work experience on your resume. 
Grades 

You will earn 20 points a week.  You are graded on punctuality, professional conduct and the 
quality of your work—4 points a day with 8 points on block days. 
Because of the nature of the job, attendance is very important.  Unexcused absences will 
seriously affect your grade regardless of the work you do when you are here. We are a 
team and if the players don’t show, we can’t do our jobs. 
    2 unexcused absences--drop 1 letter grade 

    3 unexcused absences--drop 2 letter grades 

    4 unexcused absences--drop 3 letter grades 

    5 or more unexcused absences--F 

    Block periods count as 2 days.   
An attendance/work contract signed by your administrator and parents will be required to 
remedy any grade decrease due to unexcused absences.  This is a one-time only deal.   
Student assistants are expected to be in attendance for finals.  Failure to show up for the 
final will result in a loss of at least one letter grade. 
 

Responsibilities  

The purpose of this handout is to explain your responsibilities as a library assistant and to 
help us work together as a team even though you do not share the same class period.   
 

Each day in the library, you will 

 help students and teachers check out books and equipment,  

 help search the catalog and locate resources, 

 collect fines and printing fees, 

 process books and magazines,  

 take care of equipment,  

 make the library a clean, welcoming place. 
 

Expectations in brief 
 You may not use your cell phones, MP3 players or other electronic devices 

during class. 
 Socializing with friends who are visiting the library should be kept to a 

minimum...Friends are not allowed behind the desk without permission while 
you are working. 

 If you have homework to do, check with Ms. Clarke or Ms. Rusch. We will 
often allow you to get your work caught up, but this is not your study hall.  If 
this privilege is abused, it will affect your grade.  However, if you are struggling 
in another class, let us know. We will help figure something out. 

 Professional behavior at the desk and in the library is very important. No 
cursing, no horseplay, no loud voices, etc.—please set an example for other 
students. 

 Keep busy there is always something to be done. 
 There is to be one student behind the desk at all times to help patrons. 
 TA’s not working the desk should be shelving or cleaning. 



Daily Tasks (every period) 
Straighten chairs, pick up 
papers, books, magazines 

 Check under tables, on shelves and floors for bottles, trash and books—this 
includes the library, balcony, classroom and office area. 

Laptops  Check out laptops to students with a current BCHS student ID (no 
exceptions—unless they are in the library with a class) 

 Check for missing keys or damage when you give them their laptop and 
again when they return it.  Report any problems to Ms. Clarke or Ms. 
Rusch IMMEDIATELY. 

Check in books and 
equipment 

 Check in each book carefully (Listen for the tone to make sure it checked 
in—DO NOT TURN OFF THE SPEAKERS! 

 Examine it for damage.  If it is falling apart, worn or smelly, set it aside for 
Ms. C or Ms. R to decide its fate.  

 Remove any bookmarks and clean it if necessary. 

 Sensitize each book and put them in their place on the cart for shelving. 

 Equipment must be checked to make sure that all cords and pieces have 
come back—there is an inventory slip on the equipment. 

 Delete all files from cameras and recharge batteries before they are put 
away. 

 Let Ms. C or R know if any messages pop up while you are checking in 
books. 

Shelving books  Check the counter for books. Grab around five of them. 

 While shelving, check for books that are out of order and fix them. 

 Check the shelf breaks to make sure they are logical and don’t repeat. 

 Refer to the shelving instructions in your handbook for more info. 

Man the front desk  Answer phones, assist patrons, check out books and laptops. 

 Monitor Study Hall students—sign in and out, sit at square tables, etc. 

 Release print jobs, collect payment and make change. 

 Collect fines and mark them as paid.   

 Help students with the copier. 

 Look up books in the catalog. 

Recycling  Take recycling out to hallway on Thursdays during 4th period. 

Magazine maintenance  
(See the magazine binder 
for more detailed 
instructions.) 

 Remove all inserts from the magazines. 

 Check them in on the list in the binder. 

 If a magazine is not delivered, let Ms. C or Ms. R know. 

 Put them in the appropriate space on the racks, straighten and arrange. 

 Remove old magazines from racks and put them behind the magazine 
shelves. 

Lamination  Carefully trim each piece and set aside, clearly labeled for delivery.  

 Deliver to classrooms or mailboxes. 

Process Books  Refer to the example book for location of stamps, barcodes, etc. 

 Stamp new books with the Bear Creek stamp. 

 Put in magnetic strip and mark with red dot. 

 Stick the small barcode sticker inside the book by the title page, if 
available. 

 Sensitize and place on cart to be shelved. 

 
 



 

Library Assistant Agreement 
 
I have read and understand the expectations of library assistants at Bear Creek High 
School and agree to the policies outlined above and below.   
 
I understand that attendance is an important part of my grade and will comply with the 
attendance policy outlined above. 
 
I also understand that in this capacity, I may have access to confidential information for 
other students and staff and that I am not permitted to access student or staff 
information unless I have a legitimate work-related reason to do so.  
 
I agree to maintain the confidentiality and privacy of all such records during and after 
my tenure as library assistant. 
 
Signature: __________________________________ Date: _____________________ 
 
Name (please print): ____________________________________________________ 
 
Parent Signature:  ______________________________________________________ 
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