Borrowing and Returning Resources

Borrowing Items

You may borrow one item of fiction and one item non fiction. Once you have chosen the book/s you wish to borrow take them to the issue desk and the librarian will log the details into the computerised system.  The book/s will be stamped with a date to be returned by (two weeks) at which point you should either return it/them or see the librarian to renew it/them.

Returning Items

When returning your item/s you must return them back to the librarian personally.  Please do not put the book/s straight back on the shelves because we will think you still have it!

Overdue Items

Overdue items will be charged at a rate of 10p per week.  If a book is lost or damaged, you will be asked to replace it.

The procedure for chasing overdue books for pupils is as follows:

· 3 emails reminders 

· 1 letter to parents/guardian

· 1 letter to parents/guardian informing of a charge for replacement of the item.

The Procedure for chasing overdue books for staff is as follows:

· 3 email reminders

· 1 email requesting payment

Staff and pupils are encouraged to make requests for resources by filling in request slips which are available from the issue desk.  All requests are considered and replies are made when decision is reached.

