
Staff induction – Work experience pupil
- 
Library Assistant should sign in at the school office at 9am and sign out at 4pm.

- 
Role and responsibility of a library assistant:   To carry out library tasks as on list, sometimes working independently and sometimes working with Librarian.   Training will be given for each task where necessary.   The working day will start at 9am and finish at 4pm.   15 minutes will be taken for break and 1 hour for lunch.   These may be taken in library office or out of school/canteen and will be at normal times.   When librarian is working with a class, assistant will be required to carry on with work allocated, though Librarian will regularly check that there are no problems.

· Dress Code: Casual but smart.   Coat can be hung behind door in office.

· Fire: In the event of the fire alarm sounding, library assistant should immediately leave building and assemble at the gate of the fire point and wait for the arrival of Librarian.

· First Aid: In the event of First Aid being required in the library, Librarian should immediately be informed.   First Aid facilities are in the school office.

· Emergencies: In the event of any other emergency in the library, Librarian should be informed.   If this is not possible, Library Assistant can dial 123 for the school office or seek the help of teachers in adjoining classrooms.


· Computer work: The Library Assistant will spend some time working on the computer.   It is important that the computer is not used for more than one hour at a time and breaks are taken regularly.   If any eye problems or other symptoms develop, Library Assistant should come off the computer immediately and inform Librarian.

· Customer relations: The Library Assistant may have to speak to pupils using the library, for example when they return library books.   He should speak clearly and politely.   If there are any problems at all, Library Assistant should inform Librarian.   Discipline in the library is NOT the responsibility of the Library Assistant.   If the Library Assistant answers the phone he should plainly state name and library then ask how he can help.    Any messages can be written down if Librarian is not able to take phone at that moment.

· Toilet/kettle: During the week of work experience, the staff toilet in the library building may be used.   There is a kettle and mugs under the sink and, if used, these should be put away tidily when finished with.   Hot drinks should be kept in the library office rather than being taken into the library.
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