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LIBRARY POLICY  

Introduction  
 
The McMeehan Roberts Library is an extensive and important source of learning resources 
for pupils and staff at Portsmouth High School. It is used by individuals, small groups, and 
whole classes. It responds to and reflects the curriculum and supports teaching and learning 
within the school.  It aims to foster a reading and information culture and give all pupils 
equal access to appropriate and relevant information to support their studies, whilst 
reflecting their cultural and recreational interests. We believe that the school’s library 
service is a key element in developing and extending the excitement for learning that is 
demonstrated by the pupils in our school. Since refurbishment there is now an emphasis on 
reading for pleasure, including championing of new fiction. The fiction section of the library 
is extensive, and the layout has enabled light to pour in from the library gardens; the seating 
area has also been enlarged with more room for relaxing with a book. The non-fiction 
section is up-to-date and remains relevant for academic study.    

The library works closely with all departments in the Prep and senior school to ensure that 
the resources and activities available meet their educational requirements, encouraging 
everyone to use the libraries by gaining feedback on what is on offer and how this offer can 
be improved. 

Pupil involvement in the library includes library lessons at Key Stage Three and a plethora of 
reading groups, in conjunction with the English department. We run these for Year 7 and 8, 
Year 9 and also have Book Chat, our sixth form reading group. The library is always looking 
for opportunities to participate in competitions and conferences for all ages; this includes 
our shadowing of the GDST Book Prize and the Senior National Reading Champions Quiz. 

The library is forward-thinking and innovative, embracing the use of all types of media. From 
its extensive book collection to social networking and other Internet-based communicating 
and learning opportunities, the range of resources is continuingly being reviewed and 
developed. 

Our girls have a superb approach to learning.  The library ensures that this enthusiasm is 
enhanced and developed to the greatest extent possible.  It works to ensure that pupils are 
able to access study support through books, magazines and on-line media. It is responsive to 
the needs of the learner and is constantly seeking ways of extending the support that it 
offers, including provision of academic support through hosting coursework lessons at A 
Level. 

This policy has been drawn up with reference to the guidelines from the Chartered Institute 
of Library and Information Professionals (CILIP) School Libraries Group and the School 
Library Association (SLA). 

 



Aims and objectives 
 

• To provide a comprehensive information service to all staff and pupils based on its 
own resources and when necessary, using outside sources. 

• To ensure staff and students are familiar with library organisation and procedures so 
that they can find the most appropriate information. 

• To provide and organise a wide range of up-to-date information for use by pupils of 
all abilities, including those with Special Educational Needs and Gifted and Talented 
pupils, to support the curriculum at all levels. 

• To encourage reading for pleasure and individual reader development by purchasing 
and promoting fiction and books for general interest. 

• To provide continuity between the library experiences of the Prep and Senior 
students. 

• To support literacy at all levels throughout the Prep and Senior schools. 
• To teach girls how to evaluate and assess information in all formats (printed and 

electronic) in order to use it appropriately. 
• To facilitate the use of the library computers, iPads, VR Headsets and printers to 

classes and individuals. 
• To develop and implement GDST strategies for improvement in the library service 

throughout the GDST network of schools. 
 
To enable the materials to be used effectively, the library actively works to: 

• Be open before, throughout the school day and until 6pm each evening. 
• Provide assistance in finding information and promote independent learning and 

study skills. 
• Actively promote a love of recreational reading through stock selection and 

promotion and appropriate activities. 
• Liaise with subject staff on selection of suitable curriculum-based stock. 
• Manage the Library funding effectively to reflect the needs of all subject areas and 

levels of ability. 
 
 
Prep School 
 
Organisation 
A member of staff oversees the library. The library contains information books classified by 
the Dewey system, and fiction books classified alphabetically by the author’s surname. 
Forms visit the library on a weekly basis from Pre-school to Year 6 
 
The shelves are labelled with Dewey headings and numbers. Dividers between sections are 
labelled with titles and numbers relevant to curriculum topics and interests. Different 
coloured dots are added to the spine of each book to aid the girls with independent 
selection of non-fiction resources. 
 
 
 



Use of the library 
Form teachers are encouraged to use the library with their pupils during English and other 
subject lessons and to set research tasks on a regular basis. The Librarian also works with 
the pupils to improve their age-appropriate reading skills. 
 
The Librarian will introduce the pupils to the layout, classification and borrowing methods at 
the start of each academic year. 
 
Pupils may borrow two books at a time. It is suggested that the books are kept for two 
weeks to encourage circulation. Compulsory returns are made at the end of each full term.  
 
Pupil Librarians 
Pupils from Year 6 are chosen each year to be library prefects. They are given training 
beforehand in returning books through the library system and correctly shelving, using the 
index system, tidying shelves etc. They are awarded librarian badges. 
 
 
Senior School 
 
The library is designed to be a welcoming place where supervised, quiet work, research and 
reading can take place at any time of the school day. It holds sufficient resources to support 
and extend schoolwork, provide recreational reading, and guide career and further study 
choice for pupils throughout the school. 

 
• All pupils may use the library before school, at morning break, at lunchtime and after 

school until 6pm. 
• Sixth form pupils may use the library throughout the day when they have study 

periods, subject to available space. 
• Lessons based in the library are supported by the librarian. This support will be 

determined through discussion with the lesson teacher in advance. Teachers are 
encouraged to book the library for research-based lessons or to send small groups 
of pupils to carry out research during lesson times. 

• If small groups are to be sent this must be arranged in advance to ensure there is 
space in the library, and the librarian is available to supervise. 

• If the group is larger than 10 then a teacher must also be present. 
• Some year 7-11 pupils will have a study session in the library if they have dropped a 

subject. They will be timetabled through SIMS to be in the library and pupils are 
expected to be working during this session. Some pupils will be given specific work 
by their teachers, and others will be working on homework or coursework. 

• Ad hoc requests for individual students in years 7-11 to work in the library, if they 
are unable to participate in a timetabled lesson, should be communicated in advance 
to ensure the librarian is available to supervise and that there is space. 

• All items borrowed from the library are the responsibility of the individual borrower 
until such time as they are checked off the borrower's account. 



• Overdue reminders are sent from the Library Management System to pupil school 
emails and via their form tutors. 

• KS3 English classes have a regular library lesson other activities will also take place 
during the library lessons such as informal book discussions, learning about the 
Dewey Decimal System, research skills, and looking at fake news. 

• Endeavour to extend more able pupils through purchase of materials of differing 
levels of ability and scope. 

• Encourage respect for the library and its contents as a whole, and to value the 
welcoming space it provides. 

• Keep staff informed of additions to stock. 
• Provide assistance for pupils in handling equipment, e.g. computers, scanner, printers, 

photocopier. 
• Provide and maintain the equipment necessary to use the materials and resources 

provided. 
• Acquire and promote specific subject based on-line resources. 

 
The library offers a suitable learning environment as a quiet study area for all, a supervised 
area for pupils with a modified timetable, the place to undertake class work for all year 
groups using subject specific Library resources or individual work and research during break 
and lunch periods. 
 

• Pupils can use computers for word processing; internet searching etc. and book out 
iPads for independent study activities. 

 
Stock Selection and Development 

 
• Resources are chosen to support and enrich the curriculum. Teaching staff are 

encouraged to recommend material to support their courses. Resources are also 
selected to reflect the diverse community of the school.  Further information 
regarding the selection of resources in the library can be found in the Collection 
Development Policy. 

• Non-fiction resources are chosen to support and extend students’ academic 
interests, and to enhance the breadth and depth of their knowledge and 
understanding. 

• Fiction stock is selected to encourage reading at all levels and abilities and aims to 
reflect the diversity of the school community as well as viewpoints on all topics, 
including those that may be considered controversial. 

• Middle Grade and YA fiction are shelved together with YA titles. 
• YA titles and those with more mature content are labelled with YA on the spine and 

a recommendation for Y9+. 
• There is a separate Sixth Form Fiction section for fiction published for the adult 

market, marked with 6th Form on the spine. 

https://www.portsmouthhigh.co.uk/wp-content/uploads/2026/06/Collection-Development-Policy-May-2026.pdf
https://www.portsmouthhigh.co.uk/wp-content/uploads/2026/06/Collection-Development-Policy-May-2026.pdf


• Titles marked with YA on the spines are intended for students in Y9 and above 
however, as books may be borrowed when the librarian is not available by listing it 
in the book on the desk it is not possible to ensure that students in Y7 or 8 do not 
borrow these books. 
 

ICT and the Library 
 
There are four iPad in the library. Pupils may borrow an iPad if their own device is not 
available. The iPad needs to be signed for and returned to the librarian or through reception 
if the librarian is unavailable. 
 
The iPad may be booked by departments either for use in the library or in their teaching 
space via the Room Booking system. 
 
Enrichment 
 
Pupil involvement in the library includes library lessons at Key Stage Three and a plethora of 
reading groups, in conjunction with the English department. We run these for Year 7 and 8, 
Year 9 and also have Book Chat, our sixth form reading group. The library is always looking 
for opportunities to participate in competitions and conferences for all ages; this includes 
our shadowing of the GDST Book Prize. 
 
The library is forward-thinking and innovative, embracing the use of all types of media. From 
its extensive book collection to social networking and other Internet-based communicating 
and learning opportunities, the range of resources is continuingly being reviewed and 
developed. 
 
Our girls have a superb approach to learning.  The library ensures that this enthusiasm is 
enhanced and developed to the greatest extent possible.  It works to ensure that pupils are 
able to access study support through books, newspapers, magazines and on-line media. It is 
responsive to the needs of the learner and is constantly seeking ways of extending the 
support that it offers, including provision of academic support through hosting coursework 
lessons at A Level. 
 
Staff Development 
 
PHS is a member of the School Library Association and the National Literacy Trust.  

Library staff will participate in appropriate continuing education and training opportunities 
to ensure that their skills remain relevant and that the library is able to draw on current 
expertise and knowledge in providing its service.  

The library has developed relationships with external organisations and people to enhance 
its capacity to provide a comprehensive and reactive service. Additionally, networking with 
school librarians across the GDST and online to share ideas and good practice.  



 
Monitoring, Review and Evaluation 
 
The use of the library is monitored, reviewed and evaluated annually by the Head of 
English, who line manages the Librarian. 
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