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Student Librarian Handbook

Keeping the Library Open During Lunch

Student Librarians are the solution to keeping the library open during lunch. Here’s some tips.

Be cheerful and approachable to everyone using the library, so that they see it as a friendly place to visit


Encourage students to follow the library and book-handling rules.

Help students find the right book.

Run the checkout desk for books being borrowed and returned.

Remove books from the Returns Box and sort so that the books are ready to be shelved.

Put any books needing mending aside to be repaired.

Sort the books by their color-coded dots and shelve the books in the correct section. Put series books, such as Magic Tree House and Nancy Drew, together.

Straighten up and tidy the books on the shelves.

Fill any empty spaces in the face-out book shelf displays.

Read a suitable story book to the younger students.

Ten minutes before closing time, remind students in the library that they need to get ready to leave.

Spend the last few minutes of lunchtime having a quick tidy-up to finish your duty; put chairs, tables, cushions, and reading corner floor mat in order.

Collect the rubbish, sweep the floor, dust the books and shelves as needed.

