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      MALCOLM SARGENT PRIMARY SCHOOL

           Love To Learn 



Class and Main Library Procedures

June 2025 – June 2028
All books across the school site will be located in either individual class libraries or the main school library. This will comprise books on Accelerated Reader and Reading Cloud. 
All books must be signed out and then returned using the Junior-Librarian software. Students from KS2 will be trained to do this themselves within their own class libraries. Students in KS1 will need adult assistance to ensure this is done properly.
Children can sign out or return books at anytime suitable for their individual timetable. It is important that students are encouraged to change their books regularly to increase reading skills, building a habit of regular reading, expanding vocabulary, and actively engaging within a variety of texts. 
Each class has a library monitor, who is responsible for looking after the class library, making sure it is neat, tidy, presentable, and reviews are in order. They will support the students to sign out and return books correctly using the following process:
To sign a book out:

1) Select the chosen text from the class library

2) Open Junior Librarian software. Select ‘circulate’

3) Scan barcode on book cover

4) Type in personal reading pin

To return a book:

1) Open Junior Librarian software. Select ‘circulate’

2) Scan the barcode inside book cover

3) Place book back into appropriate shelf in the class library

To encourage regular reading, children can sign out two books at a time. One of those books will be in-line with their Accelelerated Reading Range (given after a Star Reader Assessment) and ther other a level of choice. It is important that staff promote a love of reading by encouraging students to read books for pleasure. This may mean that students are reading books above their AR level. When this is the case staff must consider the following:

A book above their level may have a higher suitability rating than is appropriate for the student. These are:

· LY: Lower Years (ages 5-8).

· MY: Middle Years (ages 9-13).

· MY+: Middle Years Plus (ages 12 and up).

· UY: Upper Years (ages 14 and up).
If a child wants a book which is higher than their suitability range, it is the responsibility of the class teacher to contact parents to check they are happy for the book to be signed out.
Books which have been damaged will be noted, and children’s parents may be sent notification of this, with a request for the book to be replaced or money paid for the school to buy again.
It is the individual responsibility of class teachers to track and monitor overdue books. By signing in to their Reading Cloud platform they can see the status of each student’s allocations. Teachers must send initial reminders to parents before pursuing a fee request. Books not returned at the end of the academic year, will be replaced by the parents of the child who have signed the book out. 
All children and adults are responsible for making sure books are cherished. Children are encouraged frequently to look after them, use bookmarks rather than folding corners, look after the spines, and not get books damaged, wet or dirty.
Heads of year are allocated terms across an academic year and it is their responsibility to allocate staff/pupils to monitor the library on a daily basis to ensure it is tidy.
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