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Potley Hill Primary School  

Library Policy 

This policy will help us to achieve the following key values:  

• Respect everyone and everything  

• Do our best  

• Be creative  

• Try new things  

• Look after each other  

• Work as a team  

 

The purpose of the Library:  

• To provide children with a stimulating, yet relaxing environment, in which they feel comfortable 

in selecting texts and learning materials of their choice.  

• To celebrate reading, both within our school and the wider community.  

• For the children to enjoy visiting the library and be confident in their abilities to use the library 

system independently and efficiently; therefore developing a valuable life skill and a love for 

reading and learning.  

• To ensure that available resources are current and also reflect and respond to the needs of the 

curriculum and the children.  

Accommodation:  

• The library is situated in a double decker bus adjoining the school.  It can be accessed via the 

cloakroom in the North corridor.  There is also an area between Flamingo Class and 

Hummingbird Class where both colour banded books and picture books are displayed for infant 

use.  

• The bus is furnished attractively and boasts: colourful stools, chairs and benches, shelves with 

display potential and tables that support collaboration.  Non-fiction books are housed on the 

lower deck and fiction on the upper.  

• The library is utilised on a daily basis by LSAs supporting groups of children in their learning. 

Parent volunteers also help to maintain a well-organised area and support children when 

choosing books.  

• The library is on two floors and not currently accessible to wheelchair users. This will be 

addressed by potentially providing a ramp up to the lower deck in the near future.  

• The library bus provides an authentic ‘Library Experience’ through the organisation of the fiction 

books in alphabetical order by author’s surname and the use of the Dewey System for the non-

fiction books.  

• Storage boxes provide more focused storage for the coloured book band books in the infant 

library and by the ICT suite.  A display box of picture books is also maintained by the infant 

classrooms.  

• Children use the ‘Junior Librarian’ computer programme to check in and out books.  

• A trolley is used to store the curiosity kits – packs that are borrowed by junior classes to 

promote interest in books. These will be barcoded so that they can be borrowed in the same 

way as books.  
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Management and Staffing: 

• Mrs Witney (Learning Support Assistant) is responsible for the day-to-day running of the library 

and is allocated 2 sessions per week to undertake this role. Her responsibilities include: 

organising an infant class visit timetable, maintaining and tidying the library stock and area, liaising 

with HSLS using and updating ‘Junior Librarian’, amending class lists and deleting children who 

have left, checking contents of curiosity kits and preparing lists for each class to indicate those 

books which are overdue.  

• Year 5 children are chosen each year to become Junior Librarians. These children give up their 

lunchtimes to provide the library service to other children.  

• Children are always able to return their books, even if the library is not staffed, through the use 

of a ‘returns box’. One is placed in the bus itself. Another will be available by the side of the ICT 

suite.  

• Children are permitted to borrow one fiction and one non-fiction book from the library at any 

one time, thus promoting equal opportunities for all children within our school.  Those children 

who remain on colour banded books are also allowed to choose a library book for reading for 

pleasure.  

• Children are responsible for looking after and returning their library books. The librarian is 

efficient at ensuring that these loans are returned.  

• Teachers are responsible for asking children who may be leaving, to return all of their library 

books  

 

Book Stock/Resources:  

• Potley Hill Primary School subscribes to Hampshire Schools Library Service. As part of this, a 

`Book Exchange` of two hundred books, takes place twice a year, which replenishes and updates 

our library stock.  

• Books have also been purchased through HSLS, which come jacketed and can also be exchanged 

when they become damaged or out of date for example, it is recommended that non-fiction 

titles are less than ten years old so that the information is current and up-to-date.  

• Many additional books have been purchased through the use of commission gained from holding 

biannual Scholastic Book Fairs, organised by Mrs Elkins (HLTA).  

• The HSLS subscription also offers advisory services, which include a stock audit. This ensures 

the library has a well-balanced, up-to-date selection of stock which is suited to the needs of the 

children and school community. Staff give notice (4-6 weeks) to Mrs Witney when they would 

like books linked to their topic from this service.  

• A computer program called Junior Librarian is used by the librarian to scan the barcodes of 

books which are borrowed / returned.  

• The children are given plenty of notice to return their library books. If they have not been 

returned for a considerable amount of time, they are fined £3.00 towards the cost of replacing 

the book.  

• We also take advantage of the HSLS Topic Boxes, which support teaching and learning across 

the curriculum.  

• There is a reference section, which includes atlases, Bibles, Dictionaries and Local History texts 

that cannot be borrowed by the children, as they are for using in the library, or in classrooms.  

• Children and staff are often consulted in purchasing decisions to ensure that the library reflects 

the needs of the children and adults within the school.  

Community links:  

• Teaching staff and Governors work together to arrange fun after school events to promote a 

love of reading and its importance in lifelong learning. These events have included ‘Dads and 

Lads’, `Winter Warmers’, Author visits, Reading around the Bonfire events and sponsored 

Readathons .  

• Links with local libraries are promoted with good success, such as can be seen by the summer 

reading programme run by Hampshire Libraries.  Visits to the local library during school hours 

would also be beneficial to promote in future years.  
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• Our Library bus is a dramatically different place to most other libraries and it is hoped that 

children will continue to recognise the importance and enjoyment of reading to promote their 

wider thinking and learning.  

 

Other policies/documents linked to the library policy:  

• English policy 

• English action plan  

• School Improvement Plan 

• Equalities policy 

 

Policy Agreed: November 2017 

Review date: November 2019 


