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The Library should be at the heart of learning for the school, inspiring and motivating all pupils of 
Wallace Hall Academy with attractive and useful resources.  It is vital that the Library encompasses the 
whole school vision where all staff and pupils can be challenged, supported and empowered to enjoy the 
school experience and reach their potential.  Individuality, a sense of curiosity and love of learning 
should be encouraged. The Library should be welcoming and able to support and respond to any 
demands asked of it.   
 
The Library will follow the whole school calendar of self-evaluation by completing a Standards and 
Quality report and a Team Improvement Plan.  It is essential that the self-evaluation processes focus 
consistently on bringing about improvements in the quality of learners’ experiences and achievement.  
The Library Assistant will actively engage staff and students in consultation and work together to ensure 
that the Library is meeting the needs of the whole school community. 
 
The Library is staffed by a full time Library Assistant, Mrs Caroline Menzies, with the support of a Modern 
Apprentice, Miss Gillian Watret, two days per week. 
 
The Library is overseen directly by the Head Teacher in terms of policy, development and day to day 
management with regular meetings organised between the Library Assistant and the Head Teacher.   
For staffing purposes, the Library Assistant is line managed by the School Support Manager.    
 
 
Aims 
 

 To provide a welcoming atmosphere and a positive learning environment. 
 
 To encourage pupils to become independent learners. 

 
 To provide support for work being carried out in the classroom. 

 
 To provide appropriate resources for research work at all levels. 

 
 To encourage pupils and staff to read for pleasure and to provide a wide choice of fiction 

titles for all levels of reading ability. 
 

 To support effective use of ICT in Learning and Teaching. 
 

 To offer access to a wide range of information and resources and ensure these allow all 
users to complete relevant tasks. 

 
 To enable pupils to broaden their general knowledge and awareness of current affairs. 

 
 To develop pupils’ leisure interests. 
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Objectives 
 
To provide a welcoming atmosphere and a positive learning environment with an 
expectation of mutual respect. 
 

 Seating will be varied for different purposes and will be sufficient to seat approximately 10% 
of the school. 

 
 Soft seating in the form of comfortable chairs will be included. 

 
 A variety of study options will be available including tables for group work, computer tables 

with swivel chairs and a quiet area with the option of comfortable chairs or tables to work at. 
 

 Quiet working will be encouraged and there will be an emphasis on mutual respect and 
consideration of others in the Library. 

 
 The Library will be open and accessible to pupils and staff from 8.30am to 4.30pm.  Access 

to the Library out-with opening hours is allowed providing the Library Assistant is at her 
desk. 

 
 A “Traffic Light” system is in operation to reinforce the Code of Conduct expected in the 

Library with a full explanation of the standard of behaviour expected on display on the notice 
board beside this. 

   
 The Library Assistant will award merits and demerits to pupils in line with school policy. 

 
 The Library Assistant will deliver formal and informal welcome presentations to parents, 

pupils and the community at whole school events as required. 
 

 The Library Assistant will welcome new staff and introduce them to the workings of the 
Library. 

 
 The Library Assistant will facilitate the Library being used for whole staff inset activities and 

provide support as and when required. 
 

 The Library Assistant will compile an information leaflet, a Library handbook and a Library 
section of the school website to ensure all users are familiar with the facilities and resources 
available. 

 
 The Library Assistant will reinforce the school uniform policy in the Library, ensuring that 

pupils are smartly dressed in appropriate clothing and wearing school ties.  Pupils will not be 
permitted to wear any outside clothing in the Library.  Headphones will be allowed for 
independent study. 
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To encourage pupils to become independent learners 
 
The Library Assistant will support all users in accessing the facilities including: 
 

 Delivering a general introduction to the Library talk to every S1 class at the start of the 
August term. 

 
 Promoting the use of the Library with P7 pupils by implementing the Bronze Reading Award 

during the P7 Induction Days and facilitating regular visits from our feeder Primary Schools 
throughout the year. 

 
 Supporting pupils by helping and showing them how to choose texts relevant to their Silver 

and Gold Reading Award Scheme and encouraging them to read these texts independently 
out-with their timetabled period. 

 
 Running a voluntary “Reading Club” in the Library where pupils of all ages and staff are 

encouraged to read for pleasure. 
 

 Ensuring that information such as Code of Conduct, opening hours and stock information is 
available and easily accessed. 

 
 Teaching pupils and staff how to access the Library Data Management System “Eclipse” 

including the use of “Searchstar”. 
 

 Providing an easy means for pupils to identify Library resources through adequate signage 
and an excellent catalogue, available as hard copy within the Library and on “Eclipse”. 

 
 
 

To provide support for work being carried out in the classroom 
 
 The Library Assistant will offer one-to-one and whole class support for all students in all 

aspects of the curriculum including embedding information literacy skills. 
 
 Following consultation with teaching staff, purchase resources to support all subject areas 

and any whole school topics on a cross curricular theme. 
 

 Ensure that ICT access is fairly allocated by operating a booking system. 
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To provide appropriate resources for research work at all levels 
 
 The Library Assistant is involved in supporting senior pupils, helping them access information 

and resources for the Scottish Baccalaureate in Science qualification. 
 
 Ensure that there is a wide variety of differentiated resources to cover all levels of ability. 

 
 Within the constraints of the budget the Library Assistant will aim to provide a variety of 

quality magazines and newspapers to support subject areas and promote wider reading. 
 

 Support the cluster Primary Schools with the sharing of resources via the Cluster Resource 
Centre. 

 
 

To encourage pupils and staff to read for pleasure and provide a wide choice of fiction 
titles for all levels of reading ability 
 
 Foster a love of reading with all pupils and staff via organising a Reading Club and a Staff 

Book Club. 
 
 Provide senior and junior fiction books, both classic and contemporary titles, for study and 

leisure reading. 
 

 Support the Bronze, Silver and Gold Reading Award scheme by ensuring books are 
catalogued appropriately by genre and ability via key words.  

 
 Consider purchasing requests of junior and senior fiction by pupils, providing they fit in with 

the broad aims of the Library. 
 

 Encourage pupils, parents, staff and the wider community to donate good quality junior and 
senior fiction. 
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To support effective use of ICT in Learning and Teaching 
 
To support effective use of ICT in Learning and Teaching the Library has: 

 
 30 networked computers, all accessing the Internet. 

 A Promethean Board with access to the Internet. 

 1 colour photocopier. 

 2 Laptops for AAA purposes. 

 1 colour networked laser printer. 

 1 colour stand-alone printer and scanner. 

 1 additional scanner. 

 1 weather station. 

 1 compact digital camera. 

 6 kindles. 

 

ICT use is monitored in line with the school ICT policy. 
 
The Library Assistant will be familiar with all software packages used in school and be available to 
support pupils and staff. 
 
The Library Assistant should embrace ICT and endeavour to access any relevant CPD including 
training on web based programmes. 
 
Increasing the ICT provision in the Library is highlighted in the Library Team Improvement Plan. 
 
 
To offer access to a wide range of information and resources and ensure these allow all 
users to complete relevant tasks. 
 
There is an extensive non-fiction section in the Library with information on a wide range of curriculum 
topics.  The resources are catalogued by key words to aid the search process.  A selection of 
magazines and publications are purchased to support specific departments and cross curricular work. 
 
The ICT facilities are popular with both staff and pupils.  In order to offer fair access the Library 
Assistant operates a booking system for the general area of the Library and the ICT area.  It is part 
of the Library Assistant’s role to ensure that ICT access is allocated in a balanced and equitable way.  
Outwith class time pupils may book the computers.  Using the computer for leisure purposes i.e. 
email access and games is allowed at this time but pupils wishing to use the computers for homework 
always take precedence. 
 
The Library has six boxed, class sets of resources such as colouring pens, glue, scissors etc.  These 
may be booked out by staff for use in their class.  In addition the Library has a stock of large sheets 
of coloured paper which may be used by staff and pupils for displays. 
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To enable pupils to broaden their general knowledge and awareness of current affairs 
 
Within the constraints of the Library budget the Library Assistant will aim to offer a selection of good 
quality press, magazines and journals for pupils and staff to access.   
 
Pupils and staff may access computers to research current affairs through subscriptions such as the 
Issues/Independence and Active History websites and reliable, verified sites offering multiple sources 
of approved evidence that have been carefully cited.  
 
Students are able to collect and analyse data produced by the electronic weather station linked to 
one of the Library computers. 
 
Staff can broadcast via the Promethean Board programmes on news and current affairs.  This can be 
through live streams or via stored programmes on ClickView. 
 
To develop pupils’ leisure interests 
 
It is important that the Library offers a wide range of resources to encourage and support pupils’ 
leisure interests.  This should include fiction books to encourage reading for pleasure, non-fiction 
books to cover interests such as sporting activities, hobbies and clubs and ICT access to allow 
research and recreation activities on the computer.  The Library is the centre of our school and is 
open for pupils and staff to access from 8.30am in the morning through to 4.30pm in the evening.  
Access outwith this time may be negotiated with the Library Assistant providing she is at her desk.  A 
number of clubs and activities are held in the Library including Duke of Edinburgh Award, 
Queensberry Initiative sessions and Warhammer Club.  Wider events such as World Book Day, 
National Poetry Day, presentations, interviews and whole school activities are all welcome to use the 
facilities and the Library Assistant seeks to develop and promote such events.  
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Policy on Library Assistant supporting the wider school community 
 
Due to the existing Library Assistant having a background in Pupil Support and her commitment to 
promoting excellence in the school as a whole the current Library Assistant’s role is tailored to utilise 
this interest and expertise in a manner that benefits the whole school. 
 
Aims 
 
 To maximise the strengths of the current Library Assistant and use these skills to benefit the 

staff and pupils in the school. 
 
 To support the school’s  SMTand the Principal Teachers of Pupil Support with whole school 

issues. 
 

 To integrate and embed the Library Assistant as a member of staff supporting whole school 
events.  

 
Objectives 
 
To maximise the strengths of the current Library Assistant and use these skills to benefit 
the staff and pupils in the school. 
 
 The Library Assistant will ensure that pupil achievement, pupil work, school activities and 

school trips is publicised via the local press, school newsletter and the school website. 
 
 The Library Assistant will, on an informal basis, train and support pupils and staff on the use 

of MS Office software such as Publisher and Word. 
 
 The Library Assistant will facilitate school communication via the bulletin, email and weekly 

staff meeting minutes. 
 
 
To support the DHTs and the Principal Teachers of Pupil Support with whole school issues 
 
 The Library Assistant will undertake the role of UCAS Administrator, working in partnership 

with Depute HTs, Principal Teachers Pupil Support for and Careers staff in the UCAS process 
and supporting senior students in their move to life beyond school. 

 
 The Library Assistant will administer the EMA process, working in close consultation with the 

Depute HT for S4/S5/S6 and the Principal Teacher of Pupil Support for S4/S5/S6. 
 

 If the relevant member of staff is unavailable when a pupil or pupils require pastoral support, 
the Library Assistant will ensure that the pupil/s is/are comfortable and safe and thereafter 
facilitate communication between the pupil/s and relevant PT Pupil Support/DHT. 

 
 
To integrate and embed the Library Assistant as a member of staff supporting whole 
school events.  
 
 The Library Assistant will endeavour to become involved with organising and supporting 

whole school events i.e. Christmas Dances, annual Burns Supper and Awards Ceremony. 

 


