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Student Librarian Handbook


Why and How to Form a Library Team
Attempting to run a library singlehandedly is an all-consuming undertaking—especially when it comes to getting students and staff involved. Forming a Library Team of enthusiastic and eager members can spread the work and decision-making, which will foster the long-term sustainability of the library. Members of the Library Team can tap their leadership and creative skills, helping to create an atmosphere of ownership among stakeholders and encouraging everyone to use the library.

The Role of the Library Team
A Library Team is an excellent way to make your library popular in the school. Because your committee members have helped to make decisions about the project, other staff and students are likely to be encouraged by their enthusiasm. The Library Team will help select books and make management decisions about library opening times, borrowing methods, and book classification methodology.

The Library Team will also decide how to spend the budget, and perhaps set a “caution fee” or fine system for books that are returned late and/or are damaged. Student members of the Library Team can act as Student Librarians, or the committee may appoint interested students as Student Librarians.
The Library Team also determines which books should be removed from the collection, either because their content is inappropriate or because they are old, damaged, or cannot be repaired.
The Library Team must also decide which books and materials must stay permanently in the library and should not be loaned out. These may include all reference books, and books (such as vintage Fijian titles) that the committee wants to give special care.
Create Your Library Team
A way to set up your Library Team, which has worked successfully with other school libraries, is to include the teacher-librarian as secretary, the head teacher or English teacher as chairperson, one other teacher, and a few students. Students can be asked to vote for representatives or responsible pupils can be appointed by the Library Team. The teacher-librarian is an important committee member; to help advise the committee and suggest ways to improve the library, he or she should, wherever possible arrange a visit to a successful school library. Discuss the different kinds of people the library will serve and how you can involve them in the Library Team. Decide how the Library Team will be structured and the first members selected. Write job descriptions for Library Team officers. Write guidelines for committee action. Select the officers according to the guidelines. The Library Team should meet regularly, perhaps once a month, or at the start and end of every school term

Do not let your Library Team grow too large; ten people are enough—and a smaller number may be even better. However, if there is a lot of interest, make sure students and staff can share their ideas about the library in other ways. This can be done through Student Librarians, a library club and a Suggestions Box. Having Student Librarians and a library club are excellent ideas because students can help you with the day-to-day running of the library at the same time as learning new skills.
