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MODULE 1. 

THE ROSTER 

Duties:  

*  As well as helping others, and learning as we do, it is our responsibility to keep our resources tidy. 

*  Information for roster volunteers is emailed regularly; feel free to ask any questions or for advice 
 
 

Roster Plan for the Year 

 A draft roster timetable  for the year is planned and sent out to the volunteers to see if their times are still 

suitable. Most helpers have a set day or days at regular intervals, but may be available on other days, or 

away at times. 

 The resulting roster timetable is put up - on our website as a pdf and above the volunteer sign on book. 

 Any known changes are marked on this paper version as they occur. 

 A quarterly roster timetable is emailed to roster volunteers. 

 Regulars can make their own ‘swap’ with another helper to suit, if they wish, or ring the coordinator, 

who will organise a replacement. 

 A list of names and contact details of the roster volunteers is provided for your convenience – just ask if 

you don’t have one. 

 If you are unavailable at the last minute, a phone call to advise the Reference Librarian ph. 65818723 if 

possible, would be good. 
 
 

'Learners' are encouraged to attend often, even for a short session or on different days, to get experience 

and see how the regular helpers deal with researchers. 

It takes time to gain confidence, and no one should feel they should be able to do everything. Start ‘small’ 

and ask if you don’t know. 

It is alright to say you are just learning, or that you are ‘not experienced’ in that area, or to see if the 

Reference Librarian can help, if need be. 
 
 
 
 


