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STU.JENT J\SSIST/\NT HANDBOOK

for
Librarian and Audio-Visual Aids

INTRODUCTION
In the following pages the student assistant will
receive a broad general knowledge of what is expected
of him during his time spent in the library or helping
a teacher with audio visual materials.
This handbook is meant to act as a supplement to the
training course which all student aids must complete
before regular duties in the library can be performed
with the efficiency and skill required to be a good
library assistant.
If there are any questions concerning the procedures,
duties, or scheduling, etc., please check with the
librarian for further details.
The staff hopes that your career in high school will
be more rewarding because of the experiences you have
as a student librarian.

I.

SELECTION OF STUDENT LIBRARIAN
A.

Grade level
1.
2.

B.

A student is selected to be a library aid
for one year at a time, and may begin upon
entering the sophomore year.
The first semester a student works in the
library, he will be assigned an experienced
assistant to aid him in questions which may
arise.

Academic standing
1.
2.
3.

Because being a student assistant is time
consuming, the stucent must have passing
grades to become eligible for selection.
During the time the student is engaged in
duties, his grades must be maintained.
Good citizenship must be practiced at all
times.

c.

Recommendations
1.
2.

D.

Selection will be made with the approval
of the principal, members of the faculty
and librarian.
Assistants may be recommended by experienced
student library aids and acted on by the
above committee.

Selection time
1.

2.
3.

Training aids are selected the first semester upon entering the sophomore year.
a. Selection is made approximately nine
weeks after the opening of the fall
semester.
b. Training will be completed by the end
of the first semester.
Experienced aids will be assigned each
spring for the following fall's duties.
Selection may also take place during the
school year if there is a special case to
be acted upon.

II.

III.

CCMPENSATICN AN:J RSCOGNITION

A.

An assistant may receive one credit toward
graduation upon completing the training period and practical application of said techniques in the library for a total of one year
under supervision.

B.

Awards will be given in the spring of each
school year.
1. A certificate of merit will be awarded
to deserving assistant.
2. Aids with two years of service are eligible for the recognition pin.

GENERAL INSTRUCTIONS

A.

Remain at the end of the period until you have
been replaced by the student library assistant
for the next period.

B.

Check the schedule assignment daily.

c.

Be prompt and courteous whether helping assist
a teacher with nonprint material or working
in the library.

D.

Assistants must be an example to the other students in the library.
1. The citizenship must be unquestioned.
2. There must be a professional attitude toward
the library shown in all assistants.

E.

Passing grades must be maintained to continue
active participation as assistants.

F.

No substitutions are to be made in the work
schedule without the personal knowledge of the
librarian.

G.

Keep in mind that you are an assistant and you
may be helpful in maintaining a well organized
library.

IVo

JUTIES
A.

Circulation work
1.

Checking out books
a. Make sure the borrower has his name
on the card.
b. Date the card with the due date.
c.
Stamp the due date in the book.
d.
Place the card in the file under the
due date.

2.

Checking books in
a. Check the date due on the slip in the
back of the book.
b.
Retrieve the card from the circulation
file where it will be filed under the
due date and alphabetically by the author's last name.
c. Stamp the article with a date returned
stamp.
ct. Check to see that the book is not overdue.
1. If overdue, inform borrower.

B.

3.

Faculty Circulation
a. For check out to faculty members, the
procedure is the same, but the cards
are placed in the faculty file.

4.

Non-print Materials Check Out
a. Non-print materials are checked out on
an hourly basis.
1. They mayl:E checked out for longer
periods of time by request such as
make up work.
2. Check with librarian about overnight
check out.
b. Instructors may keep materials as long
as necessary.

Shelf Reading
1.

Each student assistant will be assigned a
section of book shelves for shelf-reading.
a. For ease in reading shelves, go through
the books a section at a time, from left
to right, checking to make sure the books
are in order.

b.

c.

c.

Non-fiction books are arranged in classification number progression or by
author's last name if classification
is same.
Fiction books are arranged al~habetically
by author's last name. If there are
several books by the same author, use
title and arrange alphabetically.

Working With Books and Materials
1.

Book pre9aration
a. Pasting book ?Ockets
1. It is pasted inside the back cover
of the book on the right hand side
in the middle of the page.
2. Iffue back cover is a useful map or
illustration, paste on the right
hand side.
b. Pasting due date slips in books
1. It is pasted inside the back cover
of the beck, on the left hand side
in the middle of the page.

2.

c.

d.

e.

f.

If the back cover has a useful illustration, etc., turn one page and
paste the pocket on the left hand
side of that page.
Checking new books
1. Cpen a new book very carefully. Leaf
through, check for errors, and damaged pages.
2. Make a note of imperfections by placing a white slip in the book.
Stamping ownership with the school stamp.
1. Place stamp on the outside top and
inside the front cover.
2. Place on secret pages throughout the
book.
Lettering the book.
1. The classification number should be
printed about two inches from the
bottom of the book.
2. Placement of preprinted tabs is in
the same position as written.
There are other specific instructions
which will be given by the librarian concerning book repair when needed. See
Bookcraft by Gaylord.

DEWEY DECIMAL SYSTEM
000-099
100-199
200-299
300-399
400-499
500-599
600-699
700-799
800-899
900-999

F--

General works, encyclopedias
Philosophy
Religion and mythology
Sociology, education, government
Languages
Science
Useful arts, cooking, crafts
Fine arts, music, painting
Literature
History, geography, biography
Fiction, with no class number, but alphabetically
arranged by authors and titles.

A man named Melvile Dewey saw the need for an organized
system of marking books and keeping records of them so
that they could be looked up and found very easily on
the shelves. After considerable trial and experiment,
'he produced the Dewey Decimal System. Your library is
cataloged in this manner, and you must become familiar
with it for ease in helping your fellow students.

