
 

Red  
 

1. Pick up trash and straighten chairs. 
 

2. Check in and shelve books. 
 

3. Man the front desk. 
 

4. Check and dust your assigned shelves. 
 

5. Sensitize and check in all text books-- 

 

We occasionally let students take these out of the library and they don't get checked back in or 
sensitized.  If we do this weekly, we can take care of those problems.  Textbooks can only be 
checked out for a single period or overnight---overnight checkouts can be picked up during 6th 
or 7th period—no earlier. 
 

6. Clean and dust the workroom-- 
The dusting wands are stored under the sink. 
 

7. Please dust behind and under everything--tops of books and shelves, 
behind dvd’s and books, under computers, etc. 
 

8. Clean and tidy drawers at the circulation desk and in the office. 
 

9. Clean the sink. 
 

10. Tidy up and move the login in screen to the next period before you leave.  



Green  
 

 
1. Pick up trash and straighten chairs. 

 

2. Check in and shelve books. 
 

3. Man the front desk. 
 

4. Check and dust your assigned shelves. 
 

5. Dust and clean the circulation desk area. 
 

Dust under the desks, keyboards, monitors, etc. 
--the feather dusters are under the sink. 
 

Dust ALL flat surfaces. Wash the counters. 

 

Clean the circ desk monitors, keyboards and mice. 

 

--screen cleaner and rags to clean the monitors can be found in the laptop carts. 
--you can use the regular cleaner and rags under the sink for the counters, mice  
   and keyboards. 
--do not spray directly on the equipment--spray the rag. 
 

6. Dust, straighten up and clean the classroom. 

 

Clean the white boards, if necessary. 
 

7. Check the puzzle folders. 
 

If there are fewer than 5 puzzles in each folder print more following the 
instructions on the puzzle printing instruction sheet. 

8. Check, dust and straighten the magazines shelves.  Check in and shelve new 
magazines. 

9. Tidy up and move the login in screen to the next period before you leave. 

 

  



Purple  
 

1. Pick up trash and straighten chairs. 
 

2. Check in and shelve books. 
 

3. Man the front desk. 
 

4. Check and dust your assigned shelves. 
 

5. Clean the balcony. 
 

Dust, load paper rolls, recycle any paper or boxes. 

 

Stack printer paper on shelves, organize and tidy up!  Printer paper boxes 
should be brought down to the faculty lounge for teachers to use. 

 

Dust the ledges that you can easily and safely reach. 
 

6. Refill staplers, tape dispensers, copiers, student supply bins, etc.  Make sure 
all our supplies are labeled LMC—Let Ms. Clarke or Rusch know if we are 
running low on any supplies. 
 

7. Empty the pencil sharpeners--there is one by the classroom and one on the 
magazine shelves outside the office. Clean up any mess left around the 
sharpeners. 
 

8. Empty the hole punches. 

9. Water plants—Friday. 

10. Tidy up and move the login in screen to the next period before you leave. 

 
 

  



Pink Week 
 

1. Pick up trash and straighten chairs. 
 

2. Check in and shelve books. 
 

3. Man the front desk. 
 

4. Check and dust your assigned shelves. 
 

5. Clean and dust the computer workstations in the main library area--the 
research center and the look up stations.  The dusters are stored under the 
sink.  
 

Dust under the keyboards and pick up all the trash under the tables and on 
them. 
 

6. Clean the monitors, keyboards and mice. 
--screen cleaner and rags to clean the monitors can be found in the laptop carts. 
--you can use the regular cleaner and rags under the sink for the counters, mice and  
  keyboards. 
--do not spray directly on the equipment--spray the rag. 
 

7. Water Plants—Monday 

 

8. Check Ms. Clarke's mailbox. 
It is the cubby below her name. 

 

Look for oversized items addressed to her or the library on the counter. 

9. Tidy up and move the login in screen to the next period before you leave. 

  



Gold Week 
 

1. Pick up trash and straighten chairs. 
 

2. Check in and shelve books. 
 

3. Man the front desk. 
 

4. Check and dust your assigned shelves. 
 

5. Wash all tables--library, circ desk, classroom, balcony and research center. 
Cleaning supplies are under the sink.   
Clean rags are in the white bin and the dirty ones go in the blue. 
 

6. Take dirty rags to the custodian and bring back clean ones. 
 

7. Check and stock the paper cupboard—straighten it up if necessary. 
Fill the printer with paper. 
 

8. Cut strips for due date slips and squares for notes. 
Use the paper in the basket by the paper cutter and use the markings on 
the paper cutter to guide you. 
 

Due date slips are the small black marks--cut each strip using those markings and then 
cut the length at around 6 inches. 
 

The note slips are cut using the long black marks. 

9. Tidy up and move the login in screen to the next period before you leave. 

  



Orange  
 

1. Pick up trash and straighten chairs. 
 

2. Check in and shelve books. 
 

3. Man the front desk. 
 

4. Check and dust your assigned shelves.  Look for books that should be 
labeled as a series.  When in doubt, ask Ms. C or R. 
 

5. Check the computer stations and laptop carts for hanging wires. 
This means ALL the computers--circulation, look up stations, workroom, laptop carts, etc. 
 

NEATLY secure them so they are not hanging or in the way. 

 

6. Straighten textbooks, organize games--count cards and check other games 
for missing pieces. 
 

7. Check and clean the display cases. Prop up fallen books, etc. 
 

8. Check and tidy up the AV collection in the library workroom. 
 

9. Check the games cart and the games by the reserved books shelves. 

Count cards, check for missing pieces, fix broken boxes, put the cart in 
order. 

10. Tidy up and move the login in screen to the next period before you leave. 

  



Blue  
 

1. Pick up trash and straighten chairs. 
 

2. Check in and shelve books. 
 

3. Man the front desk. 
 

4. Check and dust your assigned shelves. 
 

5. Clean ALL laptops--screens, keyboards and cases. 
 

ALL laptops means the carts, Home, Reserve and Acuity laptops.   
--screen cleaner and rags to clean the monitors can be found in the laptop carts. 
--do not spray directly on the equipment--spray the rag. 
 

6. Turn on, charge and log in to Reserve computers (on top of the computer 
carts) to keep them from being dropped from the servers. 

 

7. Check look up stations...are they working and are there paper and pencils in 
the organizers for students to use? Does the map of the library need to be 
replaced? 
 

8. Check Ms. Clarke's mailbox. 
It is the cubby below her name. 

 

Look for oversized items addressed to her or the library on the counter. 
 

9. Tidy up and move the login in screen to the next period before you leave. 

 


