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The role of library Assistants and Volunteers in the School Library
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In the school library program, the support personnel play an integral part of the smooth operation of the library.   Support personal includes both adult and student volunteers as well as paid library assistants.

The support personal help to manage day-to-day library business, this in turn frees up the Media Specialist to be the “Teacher Librarian”.  Media Specialists are teachers and work with their colleagues to support the required curriculum.  Media specialists are also trained to develop and maintain their library collection.  This requires constant management, updating and overview.  With well-trained assistant and reliable volunteers; the librarian can become the true professional in the facility.

Volunteers and Library Assistants are not the same and should be careful to distinguish the differences.  The library assistant should be trained and understand the code of ethics for working with children.  They should be able to conduct themselves professionally and respect privacy rules pertaining to students. The library teacher and assistant must evaluate the capabilities of each volunteer and assign tasks accordingly. In doing so, they can explain specifically what is expected of each person in each position. Such job specifications must be realistic and feasible.

When working with adult volunteers, the media specialist should assume the role of co-worker/friend and be highly professional in his/her knowledge of the school’s staff and individual students. This is a public relations role and can be highly beneficial to the library media program and to the school.
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Library Assistants


Paid by the school District


Often trained for position


Understand code of ethics








Role of the Assistant


Assists the Teacher Librarian


Manages the collection data base


Process new material


Orders supplies


Oversees shelving of books


Handles return of overdue material


Handles fines 


Maintains the workroom


Helps students


Handles teachers requests


Fills the role of volunteer when needed























Volunteers


Unpaid


Usually related to a student


Has chosen to be here








Role of the Volunteers


Shelving books  


Book repair 


Checking in returned books


Checking books out to students  


Stamping books for processing 


Covering books


Bulletin Boards


Discarding old materials 


Inventory


Help Students


Manage Book Fairs 








