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Library Policy 
“There is  compelling and transferrable evidence to suggest that there is a link between 
library provision and learning in primary schools.” (research 2002) 

 
Information skills have been defined by James E Herring as ‘Skills which pupils use to identify 
the purpose of, locate, process and communicate information, concepts and ideas and then 
reflect on the effective application of those skills’.  (Teaching information Skills in Schools 
1996).  These skills appear throughout the National Literacy Strategy.  Appendix 1 extracts these 
references to information skills, which provides a scheme of work throughout our primary school. 
 
          Our curriculum is designed to cultivate an enjoyment of learning, and a commitment to it, 

thus creating the right climate in which to encourage and stimulate the best possible 
progress, and the highest possible attainment, by all our pupils. The role of our school 
library is central in supporting our children’s learning, as it plays a key role in helping them 
develop their communication and information-handling skills. It also offers them a view of 
the world that is free from stereotypes, with equality of opportunity for all. 

 
 By offering them the opportunity to take responsibility for their own learning, our library 

helps children on their way to becoming independent and lifelong learners. The resources in 
our library support the aims and objectives of the National Curriculum, promoting the ability 
in children to read fluently a range of literary and non-fiction texts, and to reflect critically on 
what they read. 

 
AIMS 

• Supporting and enhancing educational goals as outlined in the schools’ mission statement. 
 

• Developing and sustaining in children the habit and enjoyment of reading and learning, and 
the use of libraries throughout their lives. 

 
• Offering opportunities for experiences in creating and using information for knowledge, 

understanding, imagination and enjoyment. 
 

• Supporting all pupils in learning and practising skills for evaluation and using information. 
 

• Providing access to local, regional, national and global resources and opportunities that 
expose learners to diverse ideas, experiences and opinions 

 
• Promoting reading, the resources and services of the school library to the school. 

 
• Making the most of opportunities offered by ICT. 

 
• Promoting home-school partnership through the loan of books and homework activities 

 
Rationale 
 
The school library, is part of a network of vital library support including Resource Matters (Sandwell 
Schools Library Service), Bleakhouse Library (local library), access to Internet, classroom 
resources and specific curriculum resources housed in special resource areas. Sandwell Library 
Service resources termly topic loans and occasional fiction loans. 
 
All fiction is housed in the library and children have regular opportunities to visit Bleakhouse Library 
and borrow books, as well as having chance to buy at regular school book fayres and through club 
magazines. 
 
The school library is located within the main reception entrance of the school and is an open plan 
area.  All books are colour coded and numbered according to Dewey system and within reach for 
pupils.  A colour-coded chart is clearly visible on the wall to aid children’s location of books.  



Display aims to provide a stimulating and interesting environment. The library operates using the 
computerised system Junior Librarian. 
 
It is managed by a member of support staff with specific responsibility for the library. She is 
responsible for the day-to-day running of the library including cataloguing resources and 
overseeing loan arrangements. This member of staff trains librarians from among the pupils to 
keep the library tidy and ensure books are in the correct place.  In addition the LSA with 
responsibility for the library undertakes library skills work with small groups of children throughout 
the year. 
 
Each class has a timetabled period each week when they can use the library to develop 
information skills and borrow books.  They also have access to the Internet and CD ROMs. 
 
The library is also used as a loan resource for books and homework games. There is also a fiction 
section for adults, including parents, resourced from second hand staff books.  

 
Inclusion 
 
St Hubert’s is an inclusive school guided by the Gospel values that are expressed in our school 
aims and governors’ ethos statement. These aims promote inclusive education in its widest sense 
in all areas of school life. 

 

When purchasing new resources for the library, the content of these should be carefully considered 
to ensure they are inclusive in written content and in the images contained. 

 

SEN including Gifted and Talented 

The school library should be seen as a valuable resource for all pupils within the school. When 
planning for its use, staff should consider how the specific needs of the more able and those with 
Special educational needs can be addressed through the use of specific resources or tasks. 

 

Use of ICT 

ICT is a valuable resource of information to supplement information which can be found from the 
use of books. In planning library skills work, staff should encourage pupils to undertake tasks which 
require them to access, extract and interpret information from ICT sources. 

 
Planning, assessment, recording and reporting 
 
There is no formal requirement to plan, assess or record information about pupils’ library skills. 
However, as part of providing a broad and balanced, skills-based curriculum, it is important that 
staff identify which library skills objectives they plan to address each term and track pupils’ 
progress against these. (Appendix 1 sets out a progression of skills for each year group). Many 
library skills are covered in the literacy objectives.These assessments can be used to inform future 
planning and referred to in the annual pupil reports for parents. Library skills are also included in 
the Citizenship Skills Passports used throughout the school. 
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APPENDIX I 
 
 
 

RECEPTION 
 
 
 

T1 To recognise printed and handwritten words in a variety of settings e.g. stories, notes, 
labels and directions. 

 
 To understand and use correctly terms about books and print: book, cover, be.g.inning, 

end, page, line, word, letter and title 
 
T8 To locate and read significant parts of text, e.g. picture captions. 
 
T12 To experiment with writing in a variety of play, exploratory and role-play situations. 
 
T13 To think about and discuss what they intend to write, ahead of writing it. 
 
S1 To expect written text to make sense and to check for understanding if it does not. 
 
W3  To understand alphabetical order through alphabet books, rhymes and songs. 



YEAR 1 
 
 
 

Year 1 – Term 1 
 
T11 To make simple picture storybooks with sentences, modelling them on basic text 

conventions e.g. cover, author’s name, title and layout. 
 
T12 To read and use captions, e.g. labels around the school, on equipment. 
 
T13 To read and follow simple instructions. 
 
T14 To make captions for their own work, e.g. for display, in class books. 
 
T15 To make simple lists for planning, reminding etc. 
 
T16 To write and draw simple instructions and labels for everyday classroom use, e.g. in role-

play area and for equipment. 
 
S4 To write captions and simple sentences and to re-read recognising whether or not they 

make sense. 
 
W12 To make collections of significant words linked to particular topics. 
 
 
Year 1 – Term 2 
 
T3 To choose and read familiar books with concentration and attention, discuss preferences 

and give reasons. 
 
T17 To use terms ‘fiction’ and ‘non-fiction’, noting some of their different features, e.g. layout 

titles, contents page, use of pictures and labelled diagrams. 
 
T18 To read non-fiction books and understand that the reader selects according to what is 

needed. 
 
T19 To predict what a given book might be about from a brief look at both front and back 

covers… to discuss what it might tell in advance of reading and check if it does. 
 
T20 To use simple dictionaries and to understand their alphabetical organisation. 
 
T21 To understand the purpose of contents pages and indexes and to be.g.in to locate 

information by page number and words by initial letter. 
 
W10- To make collections of significant words linked to particular topics. 
 
 
Year 1 – Term 3 
 
T17 To recognize that non-fiction books on similar themes can give different information and 

present similar information in different ways. 
T19 To identify simple questions… and use text to find answers. 
 

To locate parts of text that give particular information including labelled diagrams etc. 
 

T20 To write simple recounts linked to topics of interest/study or to personal experience, using 
the language of texts read as models for own writing.  Make group books. 

 



T21 To use the language and features of non-fiction texts, e.g. labelled diagrams, captions for 
pictures, to make class books. 

 
T22 To write own questions prior to reading for information and to record answers, e.g. as list, a 

completed chart, extended captions for display and a fact file on IT. 
 
W8 To make collections of personal interest or significant words and words linked to particular 

topics. 



YEAR 2 
 
 

 
Year 2 – Term 1 
 
T2 To use…knowledge to work out, predict and check the meanings of unfamiliar words and to 

make sense of what they read. 
 
T13 To read simple written instructions in the classroom, simple recipes, plans. 
 
T14 To note key structural features of instructions, e.g. clear statement of purpose. 
 
T15 To write simple instructions, e.g. getting to school, playing a game. 
 
T16 To use models from reading to organise instructions sequentially. 
 
 
Year 2 – Term 2 
 
T2 To use…knowledge to work out, predict and check the meanings of unfamiliar words and to 

make sense of what they read. 
 
T16 To use dictionaries and glossaries to locate words using initial letter. 
 
T17 Know that dictionaries and glossaries give definitions and explanations; discuss what 

definitions are, explore some simple definitions in dictionaries. 
 
T18 To use alphabetically ordered texts, e.g. indexes, directories, listings, re.g.isters; to discuss 

how they are used. 
 
T19 To read flow charts and cyclical diagrams that explain a process. 
 
 
Year 2 – Term 3 
 
T2 To use… knowledge to work out, predict and check the meanings of unfamiliar words and 

to make sense of what they read. 
 
T13 To understand the difference between fact and fiction; to use terms ‘fact’, ‘fiction’ and ‘non-

fiction’ appropriately. 
 
T14 To pose questions and record these in writing, prior to reading non-fiction to find answers. 
 
T15 To use a contents page and index to find way about text. 
 
T16 To scan a text to find specific sections, e.g. key words or phrases, sub-headings. 
 
T17 To skim-read title, contents page, illustrations, chapter headings and sub-headings, to 

speculate what a book might be about. 
 
T18 To evaluate the usefulness of a text for its purpose. 
 
T19 To make simple notes from non-fiction texts… to use in subsequent writing. 



YEAR 3 
 
 

 
Year 3 – Term 1 
 
T9 To generate ideas relevant to a topic by brainstorming, word association etc. 
 
T16 To understand the distinction between fact and fiction.  To use terms ‘fact’, ‘fiction’ and 

‘non-fiction’ appropriately. 
 
T17 To notice differences in the style and structure of fiction and non-fiction writing. 
 
T18 To locate information, using contents, index, headings, sub-heading, page numbers, 

bibliographies. 
 
T19 To compare the way information is presented, e.g. by comparing a variety of information 

texts, including IT based sources. 
 
T20 To read information passages and identify main points or gist of text, e.g. by noting or 

underlining key words or phrases, listing the 4 or 5 key points covered. 
 
T21 To make a simple record of information from texts read, e.g. by completing a chart of 

information discovered, by listing key words, drawing together notes from more than one 
source. 

 
T22 To write simple non-chronological reports from known information, e.g. from own 

experience or from texts read, using notes made to organise and present ideas. 
 
Year 3 – Term 2 
 
T12 To identify the different purposes of instructional texts, e.g. recipes, route-finders, 

timetables, instructions, plans, rules. 
 
T13 To discuss the merits and limitations of particular instructional texts including IT and other 

media texts and to compare these with others, where appropriate, to give an overall 
evaluation. 

 
T14 How written instructions are organised e.g. lists, numbered points. 
 
T15 To read and follow simple instructions. 
 
T16 To write instructions, e.g. rules for playing games, recipes, using a range of organization 

devices. 
 
T17 To make clear notes, through e.g. discussing the purpose of note-making and looking at 

simple examples; identifying the purpose for which particular notes will be used; exploring 
ways of writing ideas, messages in shortened forms; making us of purpose for which 
particular notes will be used; exploring ways of writing ideas, messages in shortene4d 
forms; making use of simple formats to capture key points; identifying intended audience. 

 
Year 3 – Term 3 
 
T16 To read examples of letters written for a range of purposes, e.g. to recount, explain, 

enquire, complain, congratulate, comment; understand form and layout including use of 
paragraphs, ways of starting, ending, etc and ways of addressing different audiences – 
formal/informal. 

 



T17 To ‘scan’ indexes, directories and IT sources, e.g. to locate information quickly and 
accurately. 

 
T18 To locate books by classification in class or school libraries. 
 
T19 To summarise orally in one sentence the content of a passage or text and the main point is 

making. 
 
T20 To write letters, notes and messages linked to work in other subjects, to communicate 

within school: letters to authors about books, selection style and vocabulary appropriate to 
the intended reader. 

 
T22 To experiment with recounting the same event in a variety of ways, e.g. in the form of a 

story, a letter, a news report. 
 
T24 To make alphabetically ordered texts – use information from other subjects, own 

experience, or derived from other information books. 
 
T25 To revise and extend work on note-taking from previous term. 
 
T26 To summarise in writing the contents of a passage or text and the main point it is making. 



YEAR 4 
 
 

 
Year 4 – Term 1 
 
T16 To identify different types of text, e.g. their content, structure, vocabulary, style, layout and 

purpose. 
 
T17 To identify features of non-fiction texts in print and IT. 
 
T18 To pick out key sentences/phrases that convey information. 
 
T19 To understand and use the terms ‘fact’ and ‘opinion’ and to be.g.in to distinguish between 

the two in reading and other media. 
 
T20 To identify the main features of newspapers. 
 
T21 Predict newspaper stories from the evidence of headlines. 
 
T22 To identify features of instructional texts. 
 
 
Year 4 – Term 2 
 
T14 Note making: to edit down a sentence or passage by deleting the less important elements, 

e.g. repetitions, asides, secondary considerations and discuss the reasons for editorial 
choices. 

 
T15 To appraise a non-fiction book for its contents and usefulness by scanning, e.g. headings, 

contents list. 
 
T16 To prepare factual research by reviewing what is know what is needed, what is available 

and where one might search. 
 
T17 To scan texts in print or on screen to locate key words or phrases, useful headings and key 

sentences and to us these as a tool for summarising text. 
 
T18 To mark extracts by annotating and by selecting key headings, words or sentences or 

alternatively, noting these. 
 
T19 To identify from the examples the key features of explanatory texts. 
 
T21 To make short notes, e.g. by abbreviating ideas, selecting key words, listing or in 

diagrammatic form. 
 
T22 To fill out brief notes into connected prose. 
 
T23 To collect information from a variety of sources and present it in one single format, e.g. wall 

chart, labelled diagram. 
 
T24 To improve the cohesion of written explanations through paragraphing and the use of link 

phrases and organisational devices such as sub-headings and numberings. 
 
 
Year 4 – Term 3 
 
T16 To read, compare and evaluate examples of arguments and discussions e.g. letters to 

press, articles, and discussion of issues in books, e.g. environment, animal welfare. 



 
T18 From examples of persuasive writing, to investigate how style and vocabulary are used to 

convince the intended reader. 
 
T19 To evaluate advertisements for their impact, appeal and honesty. 
 
T20 To summarise a sentence or paragraph by identifying the most important elements and 

rewording them in a limited number of words. 
 
T21 To assemble and sequence points in order to plan the presentation of a point of view, e.g. 

on hunting, school rules. 
 
T23 To present a point of view in writing, e.g. in the form of a letter, a report or a script, linking 

points persuasively and selecting style and vocabulary appropriate to the reader. 
 
T24 To summarise in writing the key ideas from, e.g. a paragraph or chapter. 



YEAR 5 
 
 

Year 5 – Term 1 
 
T21 To identify the features of recounted texts such as sports reports, diaries, and police 

reports. 
 
T22 To read and evaluate a range of instructional texts in terms of their purpose; organisation 

and layout; clarity and usefulness. 
 
T23 To discuss the purpose of note-taking and how this influences the nature of notes made. 
 
T24 To write recounts based on subject, topic or personal experience for (a) a close friend and 

(b) an unknown reader. 
 
T25 To write instructional texts and test them out. 
 
T26 To make notes for different purposes… and to build on these notes in their own writing or 

speaking. 
 
T27 To use simple abbreviations in note-taking. 
 
 
Year 5 – Term 2 
 
T15 To read a range of explanatory texts, investigating and noting features of impersonal style. 
 
T16 To prepare for reading by identifying what they already know and what they need to find 

out. 
 
T17 To locate information confidently and efficiently through (i) using contents, indexes, 

sections, headings, (ii) skimming to gain overall sense of text, (iii) scanning to locate 
specific information, (iv) close reading to aid understanding, (v) text-marking, (vi) using CD-
Rom and other IT sources where available. 

 
T18 How authors record and acknowledge their sources. 
 
T19 To evaluate texts critically by comparing how different sources treat the same information. 
 
T20 Note-making: to discuss what is meant by ‘in your own words’ and when it is appropriate to 

copy, quote and adapt. 
 
T21 To convert personal notes into notes for others to read, paying attention to appropriateness 

of style, vocabulary and presentation. 
 
T22 To plan, compose, edit and refine short non-chronological reports and explanatory texts, 

using reading as a source, focusing on clarity, conciseness, and impersonal style. 
 
T23 To record and acknowledge sources in their own writing. 
 
 
Year 5 – Term 3 
 
T2 To identify the point of view from which a story is told and how this affects the reader’s 

response. 
 
T12 To read and evaluate letters, e.g. from newspapers, magazines, intended to inform, protest, 

complain, persuade, considering (i) how they are set out (ii) how language is used. 



 
T13 To read other examples, e.g. newspaper comment, headlines, adverts, fliers.  Compare 

writing, which informs and persuades. 
 
T14 To select and evaluate a range of texts, in print or other media, for persuasiveness, clarity, 

quality of information. 
 
T15 From reading, to collect and investigate use of persuasive devices. 
 
T16 Note-making: to fillet passages for relevant information and present ideas, which are 

effectively grouped and linked. 
 
T17 To draft and write individual, group or class letters for real purposes, e.g. put a point of 

view, comment on an emotive issue, protest; to edit and present to finished state. 
 
T18 To write a commentary on an issue on paper or screen, e.g. as a news editiorial, leaflet, 

setting out and justifying a personal view; to use structures from reading to set out and link 
points, e.g. numbered lists, bullet points. 

 
T19 To construct an argument in note form or full text to persuade others of a point of view, 

present the case to the class or a group and evaluate its effectiveness. 



YEAR 6 
 
 

 
Year 6 – Term 1 
 
T2 To take account of viewpoint in a novel. 
 
T11 To distinguish between biography and autobiography, recognising the effect on the reader 

of the choice between first and third person; distinguishing between fact, opinion and 
fiction; distinguishing between implicit and explicit points of view and how they differ. 

 
T12 To comment critically on the language, style, success of examples of non-fiction such as 

periodicals, reviews, reports, leaflets. 
 
T13 To secure understanding of the features of non-chronological reports. 
 
Year 6 – Term 2 
 
T14 To write commentaries or summaries crediting views expressed by using expressions such 

as ‘The writer says that…’. 
 
T17 To read and understand examples of official language and its characteristic features. 
 
T18 To construct effective arguments, tailoring the writing to formal presentation where 

appropriate. 
 
T19 To write a balanced report of a controversial issue; summarising fairly the competing views, 

analysing strengths and weaknesses of different positions. 
 
Year 6 – Term 3 
 
T16 To secure understanding of the features of explanatory texts from Year 5 Term 2. 
 
T17 To appraise a text quickly and effectively; to retrieve information from it; to find information 

quickly and evaluate its value. 
 
T18 To secure the skills of skimming, scanning and efficient reading so that research is fast and 

effective. 
 
T19 To review a range of non-fiction text types and their characteristics, discussing when a 

writer might choose to write in a given style and form. 
 
T20 To secure control of impersonal writing, particularly the sustained use of the present tense 

and the passive voice. 
 
T21 To divide whole texts into paragraphs, paying particular attention to the sequence of 

paragraphs and to links between one paragraph and the next. 
 
T22 To select the appropriate style and format to suit a specific purpose and audience, drawing 

on knowledge of different non-fiction text types. 


