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Introduction 
Hathaway Brown’s Department of Library Services prepares its students to be effective and efficient users of 
information by providing print and electronic resources that serve the educational needs of the school community, 
while encouraging a deep appreciation of literature and reading for personal enjoyment. 

The Geisel Library and Learning Commons serves the Middle and Upper School divisions. The library is staffed 
by two Librarians who offer reader’s advisory, reference, and learning services that enhance the learning and 
research environment at Hathaway Brown.  
 
The Primary School Library serves the Primary and Early Childhood divisions, which include preschool through 
grade four. Each class in the Primary School visits the library once during the rotation for storytimes and other 
literacy activities with the librarians. 

Opening Hours 
Regular opening hours are determined by the librarians and by HB administration if it is required. 
The library is staffed for library services from 7:30 AM to 3:30 PM Monday to Friday. If a student would like to 
borrow an item, they must come during these hours.  Opening hours may be modified at any time due to special 
circumstances such as: holidays, library & staff meetings, vacations, etc. 

Expectations for Courtesy in a Shared Space 
The Hathaway Brown Libraries are a shared space. It is the combined responsibility of all students, faculty, and 
staff to fully respect each individual and his or her property. Self study, reading, and group work are welcomed and 
encouraged in the library.. In accordance with the expectations outlined in the Student Handbook, conversations 
within the library are to be carried out in a tone and manner that is respectful of others.  

Acceptable 
It is the responsibility of everyone (students, faculty and staff) to: 

- Adhere to the policies outlined in the HB Student Handbook 
- Hold conversations at a respectful volume - conscious that you share the space with others 
- Respect the library environment; clean up garbage, push in chairs, erase writing from walls and furniture 

Not Acceptable 
- Talking on a cell phone 
- Watching videos or listening to audio without headphones 
- Creating disruptive noise (speaking, videos, audio) in the library 
- Leaving trash, library materials, or furniture in disarray 
- Sleeping on library furniture 
- Storing your belongings in the library 

 

Users not complying with these guidelines will be kindly reminded of them and potentially asked to relocate. 
Interpretation of these guidelines is at the discretion of Library staff. 
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Food and Beverage 
Balancing the comfort of the HB community with the need to protect collections and resources from damage can be 
challenging. The availability of food and beverages can make studying in the library more comfortable, yet food and 
beverages can stain books furniture, and carpets, and encourage rodents and other pests. Smelly foods are not 
appreciated by others studying and working in the library, and soiled tables and chairs are offensive to all. 

To create a more pleasant environment all library users must follow these guidelines: 

● Small snacks and covered beverages are permitted in most library study areas but are not permitted in the 
stacks when browsing or retrieving items. 

● Food is not allowed near technology. Be especially careful with beverages in these areas. 
● Entire meals are not permitted in the library 
● Food waste, beverage containers, and wrappers must be removed from study areas and disposed of in trash 

or recycling bins in a timely manner. Study areas should be left clean. Please alert library staff of spills. 
 
Users not complying with these guidelines will be kindly reminded of them and potentially asked to relocate if they 
are unwilling to comply. Interpretation of these guidelines is at the discretion of Library staff. 

Circulation Policy 
Library Users Borrowed Items Max. number of 

 borrowed items 

Period of 
borrowing 

Renewal Fines for 
Overdue 

Student Library Materials 
(novels, non-fiction, 
graphic novels, 
biographies, and 
audiovisual) 

5 14 days 2 times 

 

No fines for 
overdue 
items. 

Price of Lost 
books only 

Magazines Library use only - - - 

5/6 Student Juvenile Library 
Materials (JF novels, 
J non-fiction, J 
graphic novels, and 
J biographies) 

5 14 days 2 times 

 

No fines for 
overdue 
items. 

Price of Lost 
books only 

Magazines and 
audiovisual 

Library use only - - - 

Faculty & Staff 

 

Library Materials 
(novels, non-fiction, 
graphic novels, 
biographies, 

unlimited 90 days 

 

2 times No fines for 
overdue 
items. 
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audiovisual and 
reference) 

 

Price of Lost 
books only 

 

Magazines Library use only 

*Can borrow upon 
request 

- - 

Parents Library Materials 
(novels, non-fiction, 
graphic novels, 
biographies, and 
audiovisual) 

10 14 days 2 times No fines for 
overdue 
items. 

Price of Lost 
books only 

 

Borrowing Period and Limitations 
Every patron (students or school staff) can borrow library materials for the borrowing periods outlined above. 
Lost or damaged books should be charged at the current list price of the book. In addition, all library materials 
must be returned one week before the end of the school year. Patrons may not borrow library materials over the 
summer months. 

Access Limitations (Geisel Library) 

5th and 6th grade students have access to all materials in the Juvenile collection. Only when a student has 
submitted a signed permission slip from a parent to the librarian, will she then be permitted to borrow 
books from the Young Adult collection.  

7th, 8th, 9th, 10th, 11th and 12th grade students have access to all materials. 

Renewing Materials 
Books can be renewed for an additional 14 days via patrons’ online library account. 

Returning Materials 
Library users must return items to the return box (Book Drop Box) located inside the library or outside the IT HUB 
in the Middle School. Students should not put items back on the shelf. Students cannot return a MS or US library 
book to the Prime library and vice versa. Each student is responsible for returning her items to the appropriate 
library. 

 

All library books should be returned one week before the end of the school year.. 

Damaged 

When a patron returns a damaged book or item, library staff will assess the extent of the damage. If it is 
decided that the item is unusable and needs to be replaced, the patron will be charged the current list price 
of the book.  
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Lost and Overdue Materials 

Lost 

When a patron loses a book or item, that patron will be charged the current list price of book. 

Overdue (Geisel Library) 
Patrons will receive an automated overdue notice via their HB emails. Once a month, overdue notices will 
be communicated via mentor teachers in the homerooms. Students will have until the end of the semester 
to return the overdue material and clear their accounts. At the end of the semester, the overdue item will be 
considered lost and the patron will be charged the current list price of the book. 

Payment 

Students 

All payments must be paid by cash or check (made to Hathaway Brown School). No student account 
payment is accepted in the library. 

School Staff 

Departing school staff members who do not return their library materials by the assigned date will have the 
cost of the item (along with any outstanding fines) deducted from their final paycheck. 
 

School employees cannot keep their library materials over the summer holiday unless they inform the 
library staff in advance. Any lost or damaged library materials must be reported to the librarian and paid 
for before the end of each school year.  

 
 

 
This policy has been reviewed by the librarians and communicated to the Head of School, the Upper School 
Division Director, the Middle School Division Director, the Primary School Division Director, and the Early 
Childhood Division Director for a final acknowledgment and approval. 
 
Librarians: 
Asiyih Modarai, Upper Division Librarian & Director of Library Services 
Katherine Corbitt, Middle Division Librarian 
Kristen Zajac, Primary Division Librarian 
Cherie Stebner, Library Specialist 
 
Updated: January 23, 2018 
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