“Books to You”- Borrowing and Returning Library Books September 2020

From September, the library is operating a delivery system. Books can be ordered, either by
emailing Mrs Jago or using the online system. They will then be delivered to your teaching room.
Let’s see how ...

Emailing Mrs Jago

If you don’t know your library login or password just email katherine.jago@caistorgrammar.com.
You can use this both to order online books and to read our ebooks.

Orders can be placed directly by emailing Mrs Jago. Just tell her the name of the book and ideally
it’s author. In stock books will be delivered to your classroom. If not, she’ll advise if it is out on
loan, when it’s due back, and put it on reserve for you.

You can also “ask the librarian.” Just give details of the type of book which interests you, a genre
you’d like to try, or go for pure lucky dip. A book will be delivered to your classroom - if it’s not
for you, just leave it in the returns box.

Reserving Titles Using the School Website

You can search from the school website. Select the library tab.
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You don’t need to log in to search for books, just to reserve them or manage your account.
However, by doing so at this stage your browsing history is captured for future visits.

If you don’t know your Reader Code please email Mrs Jago. Your password is your date of birth in
the form DDMMYY - for example if you were born on  1st May 2010 it would be 010510.

Year 7 and new Year 12 students will be given their codes as soon as practicable, either via their
form tutors or, if applicable, their English teachers. Alternatively please contact Mrs Jago.
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Now you can put the author, title or a search phrase in the search bar.
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Notice none of the selection below includes the search phrase in the title. When books are added
the lisrary syswm. keywords are also imported.
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Once you have identified the title you want to reserve, if you haven’t done so already, log in now.
You can see if the title is on loan or available.
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. Click on the title and click the reserve button.
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If the title is available, it will be delivered to Year 7-11 teaching classrooms as soon as practicable.
If it is on loan, it will be delivered as soon as it becomes available.

Sixth Form students can collect available reservations directly from the library - they will be held
for five days from when the reservation was placed. An email will be sent to advise once on-loan
titles are returned, and again they will be held for five days.

Returning Your Library Books

Students in Years 7-11 should leave library books in one of the four boxes placed outside the dining
area, in the new hall, in reception and outside T2. They will be collected by Mrs Jago.

Sixth Form Students should return them to the box in the library.
Ebooks

All_students have access to our Ebook collection using their library login and PIN. Contact Mrs
Jago for more details.

If you have any questions about any aspect please contact Mrs Jago:
katherine.jago@caistorgrammar.com



