
Eisenhower High School 
Mission Statement 

The mission of Eisenhower High School is to empower students to become 
responsible citizens who are prepared for their individual post-secondary 

futures.  
Integrity.  Perseverance.  Respect.  Responsibility. 

 

Miss Nally – Library Science 2017-2018 Library Science Syllabus 

Library Science 
2017-2018 

Instructor: Miss Rachel Nally 
  

E-mail: rnally@goddardusd.com 
 

Class Description:  This is a graded, elective course.  Good reading, computer and filing skills and the desire 

to get along with and assist others are requirements of this class.  This course will provide on-the-job training and 

good work experience for future employment.  This is a graded course.  You must have librarian consent to enroll in 

this course. 
Prerequisite:      Consent Grade Level:      10-12 Credit:  1.0 
 

Class Objectives:  
 Locate various items including but not limited to:  fiction, nonfiction, reference books, 

magazines, audio/visual equipment, textbooks, etc. 

 Create and remove monthly library displays including bulletin boards, displays, etc. 

 Assist with Book Fair set up, sales, take down 

 Create library promotional items such as postcards, posters, etc. 

 Distribute items to teachers including but not limited to book 

orders, library fines, IMC mail, Greenbush items, etc. 

 Process ILL (Interlibrary Loan) requests 

 Shelving materials and helping to maintain shelf order 

 Shelf reading 

 Assisting with inventory and weeding processes 

 Assisting with ordering and receiving of new items 

 Assisting with distribution of textbooks and novel sets 

 Assisting with scheduling of the library, conference rooms and laptops 
 

Assist students with: 

 Computers, research, scanners, locating books, etc. 

 Online research databases 

 Destiny online card catalog 

 Locating items in the Destiny card catalog system and in the library 

 Library book and textbook check in / check out 

 Collection of library fines 

 General library questions 
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Grading Scale: 

Grade Percentage 
A 90 to 100% 

B 80 to 89% 

C 70 to 79% 

D 60 to 69% 

F  60% 
 

Possible Assignments: 
Posters  

Displays 

Shelf Reading 

Straightening 

Sorting Library Fines 

Delivering Notes / Mail  

Check In / Check Out 

Shelving 

Interlibrary Loans 

Inventory 

Textbook Check In / Check Out 

   

Expectations: 
1.  When you are working in the library, you should be friendly and courteous at all times. If 

you ever encounter a difficult situation with a student or teacher, you should excuse 

yourself and ask the librarian for assistance. 

2.  Always be on time and ready to begin your shift in the library. You are graded on your 

attendance. Any unexcused tardies or unexcused absences will adversely affect your 

grade. We rely on our library science students to have notes delivered quickly at the 

beginning of each class period. 

3.  Upon arriving to your shift, complete any daily tasks. Be proactive and seek out projects 

and assistance when in doubt. It is better to ask questions than to complete a task 

incorrectly.   When you have finished your work, you will be expected to work on 

homework or read. YOU ARE NOT TO ROAM THE HALLS OR INTERRUPT OTHER 

CLASSROOMS! 

4.  A strong and positive work ethic is important in the library. It is far more important to 

accomplish your tasks than to visit with friends or waste time. Be professional when 

assigned to jobs both inside and outside of the library. This is a key component of your 

grade.   

5.   When asked to deliver materials to classrooms, the office, etc. you are expected to be 

polite and professional.  Notes, materials, etc. should be given to the classroom teacher 

only.  You are expected to deliver materials promptly and then return to the library.  You 

should not disrupt any other classrooms.  

http://rds.yahoo.com/_ylt=A9G_bDsqT2hMpCkAQT.jzbkF/SIG=1368bisnd/EXP=1281990826/**http%3a/www.tsl.state.tx.us/ld/projects/trc/2005/clipart/colorimages/gowildread.jpg


P a g e  | 3 

 

 

6.  Be alert to the computers during your shift. Computers are to be used for academic 

purposes which support the classroom curriculum. Please let me know if you spot any 

problems or malfunctioning equipment. 

7.  Follow library guidelines and set a positive example for other students. 

8.  All patron information is to remain confidential. Information is not to be shared or 

altered in any manner. There must be a high level of trust between a library aide and the 

library staff. 

9.  Pay attention to detail in all tasks and assignments. Details in a library media center are 

extremely important! For instance, a misshelved book is essentially a lost book. 

10.  You are welcome to use cell phones before and after class.  At all other times, please 

make sure you keep cell phones out of site. 

11.   Help push in chairs at the beginning and end of your library shift. Look for any materials 

that are left behind at the beginning and end of each class period.   

12. When answering the library phone, please answer it as Eisenhower High School Library – 

Student Speaking. 

13. You are able to check in and out books and textbooks to students and staff. It is 

extremely important you double check your work and pay close attention to the Destiny 

screen. 
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I have fully read and understand 

the Library Science guidelines and 

grading procedures.  By signing this 

page, I understand I will be held 

accountable for assignments, 

activities, projects, etc. in the 

library.  I also understand that being enrolled in Library 

Science is a privilege.  Library Science is a letter grade course. 

Therefore, I will be held to a higher standard of work than a 

regular teacher’s aide. 

 

 

__________________________   ____________ 

Student Signature        Date 

 

__________________________   ____________ 

Parent/Guardian Signature            Date 


