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LIBRARY POLICY 
  

1. Introduction 

At GEMS Founders School Dubai (GFS), we believe that a library is far more than a repository for books. It is 

the living, breathing center of discovery – a sanctuary for curiosity and a launchpad for the future. Our libraries 

are designed to be dynamic environments where students don’t just consume information, but actively create, 

collaborate, and grow. 

2. Purpose of policy  

This policy serves as the operational framework for our library services, ensuring a consistent and high-quality 

experience for the entire GFS community. Its primary aims are to: 

• Empower Stakeholders: Provide clear guidance for students, staff, and parents on how to effectively 
utilize the library’s diverse facilities, services, and materials. 

• Promote Accountability: Establish transparent guidelines for the handling of lost or damaged 
resources, fostering a culture of responsibility and positive communication between home and school. 

• Drive Academic Excellence: Outline the framework for library inductions and research programs, 
ensuring our information services evolve to meet the shifting academic need of our students. 

• Ensure Sustainability: Protect our extensive collection by implementing clear borrowing and care 
procedures, ensuring these resources remain available for future generations of Founders. 
 

3. Aims and objectives  

To be the heartbeat of the GFS community a place where curiosity is sparked and lifelong learning begins for 

all. We provide a future-ready “learning commons” that empowers students to connect, explore, and gain the 

inspiration to rewrite their own stories in an ever-changing world. 

We aim to cultivate a deep-seated love for reading across the libraries, providing a welcoming physical and 

intellectual space that fosters connection and student empowerment. 

The GEMS Founders School libraries will: 

• Promote a deep awareness of the importance of books and diverse learning resources. 

• Support the GFS curriculum by providing access to relevant resources for both students and teachers. 

• Encourage students to reach their full potential as self-directed learners, fostering a proactive and 
positive attitude toward lifelong education. 

• Cultivate multilingual reading habits to celebrate our diverse community. 
 
4. Library Facilities and Services 

GEMS Founders School Dubai has four libraries across the campus providing a well-stocked information 

resource within collaborative learning spaces.  These resources include: 

• Extensive collection featuring a diverse range of fiction and non-fiction to cater to all interests and 

reading levels/ 

• An ample study space thoughtfully designed seating for capacity across four distinct locations, perfect 

for quiet reflection or group work. 

• Computer labs dedicated for research and projects. 
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• Mobile learning to support interactive digital literacy. 

• A comprehensive program held at the start of every academic year to ensure students can navigate 

our resources with confidence. 

• Our library and academic teams work hand-in-hand to deliver structured library lessons for students. 

 

5. Parental involvement  

Parents can communicate with library staff via library email library_gfs@gemsedu.com. 

Additionally, parents can return library books at the designated drop-off points: 

• Phase 1 Main Reception 

• Phase 3 FS1 Reception 

• Phase 3 Main Reception 

Library staff will assist with inquiries related to: 

• Lost or damaged books 

• Title / books availability 

 

6. Borrowing Policy  

6.1 Maximum book loans 

1.1 Circulation Books  Fiction / non-fiction. 

FS to Y6 Students 1 book per week & subject for renewal. 

Y7 to 13 Students 2 books per week &subject for renewal. 

Teachers 30 books per term (return one week before the term ends). 

Employees 

(TAs/Admin/Support staff) 

5 books per week & subject for renewal. 

1.2 Reference Books  Rare books, special collections, dictionaries, encyclopedias, atlas. 

Teachers 5 books (3 days). 

 
6.2 Borrowing Access 
 
Borrowing is subject to the following: 
 

• FS1 to Year 13 students must present a school ID to borrow library materials. 

• Books should be returned or renewed on time at the counter from which they were borrowed. 

• Renewal is permitted unless the book is reserved by another user or overdue. 

• Borrowed items are subject to recall at any time. 

• Four weeks before the Academic year ends all books are for library use only. 

• Paid books are NON-REFUNDABLE. 
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6.3 Damaged Books  

The library staff carefully monitor the condition of all borrowed books and expect that they be returned in the 

same condition as when they were borrowed. Students are responsible for maintaining the condition of all 

borrowed books. Normal wear and tear is expected and any damage beyond normal wear and tear will be 

assessed by library staff. If a book is found to be significantly damaged, the borrower will be required to either 

replace the book with an identical copy or pay the full cost of the book, along with an administrative fee of 10 

AED. Payments can be made through bank transfer, or at the school cashier. 

Students are advised to keep their library books in a safe place to avoid damage. 

6.4 Lost Books 

Students, staff, and teachers are responsible for all items borrowed from the library. In the event that a book 

is lost, it should be reported to the library staff immediately. Borrowers will be given up to four weeks to locate 

and return the missing book. If the book is not found within this period, it will be officially considered lost. The 

borrower will then be required to either provide an exact replacement or pay the full cost of the book, along 

with an administrative fee of 10 AED. Payments can be made through bank transfer, or at the school cashier. 

6.5 Overdue and Long Pending Books 

An overdue reminder will be automatically sent out if a book is not returned by the due date. If not returned 

or renewed borrowing privileges will be temporarily suspended until the overdue book is returned or renewed.  

If a student fails to return their borrowed books within one month past the due date, the items will be 

considered lost, and the lost items policy will be applied (6.4). 

7. Library Rules and Procedures 

To ensure the library remains a productive and welcoming “learning commons” for everyone, we kindly ask 

all users to adhere to the following guidelines: 

• Please wear your school IDs must be worn and visible at all times upon entering the library premises. 

• Students and staff must present a valid school ID at the circulation desk to borrow any materials. 

• Your ID is the key to your library account. To protect your borrowing record, do not allow others to use 
your ID to check out books. 

• Help us maintain a quiet, calm environment conducive to study and reflection. 

• To minimise distractions, all mobile phones must be switched off or silenced before entering. 

• The library staff reserves the right to ask students to go outside if they are disturbing others. 

• To protect our collection and equipment, no eating or drinking is permitted inside the library.  

• Treat the library material with utmost care. Marking, folding, or damaging materials impedes the 
enjoyment and benefit of fellow students. 

• Students and staff should not leave personal items unattended. The library is not responsible for items 
left behind during classes or breaks. 

• Please keep the library tidy. Return furniture to its original place and ensure your workspace is clean 
before leaving. 

• To keep aisles clear and safe, please leave bags in school-provided lockers or within the designated library 
bag zones. 

 
8. Library Hours 
 
Monday to Thursday: 

Students- 7:50 am to 2:45pm 
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Staff- 7:50 to 4:30pm 

Friday: 7:50am to 11:30am  

Library will remain closed on all public holidays. 

Email: library_gfs@gemsedu.com. 

9. Monitoring and review 

This policy has been discussed and agreed by the GEMS Founders School, Dubai leadership team for 
implementation. 
 
 

                                
Signed   ......................................................................                      Date   ........11 August 2026..................... 
Manager School Operations 
 

                            
Signed   ........................................................................                     Date   ........11 August 2026..................... 
Whole School Vice Principal 
 

                          
Signed   .......................................................................................     Date   ........11 August 2026..................... 
Associate Principal 
 

 
Signed   .......................................................................................      Date   ........11 August 2026.................. 
Executive Principal/CEO/Executive Vice President of Education 
 
 
 
Next policy review date: 
August 2027 
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