Stoneham Public Library
431 Main Street, Stoneham, Massachusetts 02180

Teacher Loan Policy

Purpose

The Stoneham Public Library offers Stoneham teachers collections of books to
supplement school holdings. In this manner, the library provides direct access to library
materials for Stoneham students and enhances the learning materials collections in the
Stoneham schools.

Definition

A teacher loan is a collection of library books that may circulate for four weeks and is
made available for classroom use. Teachers are personally responsible for all materials in
the teacher loan collection. The librarian provides reserve collections of subject materials
for student use at the library upon request when the actual materials on any specific
subject are limited.

Guidelines

The library provides supplementary books to teachers in the Stoneham schools.
Homeschoolers, daycare centers and pre-schools in the town of Stoneham may also
request teacher loans.

Requests

Teacher loan collections may be selected by either the librarian or the teacher. Stoneham
staff request that loans are requested at least five working days in advance of the pick-up
date. Requests are made in person or by telephone, email or fax through the appropriate
department. Teachers who reserve collections must supply the following information:
name, school, telephone, email or fax number, subject area or specific titles required in
the collection and the reading level. Subject requests must be as specific as possible. The
librarian reserves the right to limit the number of books in a specific subject area.
Teachers or their designated representative are requested to pick up the book collections
by the deadline date. Suggestions of resources that teachers may want available for use
by their students may include: newspapers, encyclopedias, and reference databases.
Teachers may avail themselves of the Stoneham Public Library Assignment Alert Form
to expedite the process.

Loan Periods

Teacher loan collections circulate for four weeks. Collections are held for two days
following the requested date. Reference and adult new fiction cannot be requested for
teacher loan. Please notify staff upon checking out materials that this is a teacher loan
transaction. (Four week loan period) Fines accrue based on our fee schedule.



Renewals

A teacher loan may be renewed on or before the due date for an additional four weeks.
The renewal is done in person at the library or by telephone. A request for renewal is not
accepted if a demand for the materials exists within the library system.

Overdue Collections
An overdue teacher loan collection is assessed the same charges as any other overdue
materials in the library system.

Applicability
This policy applies to all users and patrons of the Stoneham Public Library system.






