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Mission Statement 

The mission of the Our Lady of the Lakes Catholic Schools Elementary Library is to create an environment in which all 
students are empowered to become lifelong readers, have solid research skills for locating a variety of information, and 
to become effective users of the ideas and skills learned in the library.  

To achieve this goal, the library provides access to fiction, non-fiction and biographical material in a variety of formats. 
The library at Lakes also provides instruction designed to develop skills in all areas of the library, assists students in 
selecting appropriate reading and research materials, and works closely with classroom teachers to support their 
classroom curriculum and enable their students to locate and evaluate material effectively. 

Curriculum 

Our library curriculum covers several areas, including parts of a book, library call numbers, literary genres, OPAC usage, 
story elements, and information skills for conducting and evaluating research materials.  Books and lessons connect to 
classroom curriculum when possible, as well as national and liturgical events, holidays, and honor books.   

Selection Policy 

Books are carefully chosen to meet reading levels, developmental stages, and the curriculum needs of the students at 
Our Lady of the Lakes Catholic Schools.  After ascertaining the curriculum and reading needs of these students, 
materials are selected through personal research; teacher recommendations, School Library Journal, and various other 
reviewing materials used to determine reading levels and suggested developmental ages. 

Library Use 

Students are encouraged to use soft voices, walk slowly, keep their feet off the chairs, and be considerate of those 
waiting for their turn. Students are taught how to remove books from the shelves correctly, ask for assistance when a 
shelf of books collapses, and how not to remove half of the books on the shelf in order to find the one they may want 
to check out. 

Proper Care of Library Materials 

The students have received proper care instructions for library materials and they are responsible for the library item 
until it is returned to the library. I encourage you to help your child(ren) designate a safe place at home to store the 
library materials so that they remember where they are when it’s time to return them. A drawer or top shelf is a good 
idea. Please encourage your child(ren) to keep the library materials away from pets and water bottles. Zip lock bags are 
a great way to keep books away from food or beverages in book bags. 

Library Hours 
 Monday - Tuesday  8:00 AM - 3:00 PM 

Check-out Policies 

Students Kindergarten - 4th grade are allowed to have materials checked out for the period of one week and they may 
renew a title twice, unless otherwise approved by the librarian.  

Guidelines for check outs are as follows: 

Kindergarten classes will be allowed to check out one item from the Easy Fiction. 

1st - 4th grade  will be allowed to check out two items beginning the second quarter. Students are allowed to 
check out any combination of fiction and non-fiction items. Students are not allowed to check out Reference 
materials; they are for faculty use only. If a student is nearly finished with a title, he/she will be allowed to renew it 
until they have completed reading the item.  



Please assist me in encouraging your child(ren) to seek out different genres of stories or nonfiction materials 
weekly. This allows others to explore items of the same interest.

Returns 

Encourage your student to return library materials 
weekly so he/she may have the privilege of borrowing 
something new. If students wish to consult with the 
librarian during the day, they will need to have 
permission from their teacher. Monday-Friday 
students may return items by placing their borrowed 
item(s) in the library return box. The library return box 
is placed outside the library daily.  

If you have a question about an overdue/fine notice, 
please feel free to contact me during regular library 
hours. Occasionally, library materials do not cancel 
correctly on the computer system and may be on a 
shelf. Sometimes parents may send a book back to 
school with a student, but it doesn’t make it to the 
library. It may be in a desk or classroom. Please notify 
me if you have made every effort to locate the missing 
item and together we can make every effort to locate 
it and resolve the issue. 

Fines 

There are no fines on the books, only replacement cost 
if the book is damaged or lost. 

Damaged/Lost Copies 

All damaged copies must be returned to the library for 
mending or discarding. Please do not try to mend a 
book yourself. The library is equipped with special 
materials for mending and every attempt will be made 
to repair an item.  

Library materials that are lost will be marked lost in the 
computer system and students will be required to pay 
the replacement/processing fee at the end of the 
school year. Accounts from the previous year must do 
so in order to resume check-out privileges. 

If a student has paid for a lost item and happens to 
locate the item over the summer, the item may be 
returned to the library at the beginning of the school 
year. The student will be reimbursed the cost of the 
item. Damaged items will not be accepted.  

 

 

 

 

 

 

Library Classroom Hours 

Please check with your child’s teacher for library 
dates and times. 

Donations 

Donations to the library are very much appreciated. 
Please use the following guidelines before sending 
your items: 

● Items must be clean, undamaged, unmarked, 
and show minimal wear. Items that have a 
copyright date beyond five years from the 
current year are not accepted. Please check 
the copyright date. 

● Items must be accompanied with the name of 
the person who is making the donation along 
with a phone number. 

● Donation letters will be mailed for tax 
purposes. You will be responsible for the tax 
donation amount; the library will not set a 
donation price for you. 

● Please leave all donations with the 
Elementary Office and not outside the library 
door. 

● The librarian has the discretion of not 
accepting any donated items. Any item 
donated and not accepted will be set aside for 
a mission donation or used as recycled 
materials. 

 
Librarian Contact Information 

Librarian: 

    Mrs. Ashley Sumner 
ashley.sumner@ollonline.org 


