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About this resource 

This resource pack is for primary school head teachers, teachers and/or parent 

councillors who do not have a librarian or school library service to support them in 

this process. The purpose of this resource is to provide a toolkit for schools to use to 

sort and update their library stock. The goal is to have an inviting library with 

contemporary fiction titles, up to date non-fiction and books that pupils want to read. 

The aim of this resource is to help you create an inviting space that focuses on 

quality over quantity, where pupils can easily find books that they are interested in. 

Using this resource as a school will help ensure that all staff, pupils, and helpers are 

auditing books using the same criteria. A library audit can be completed in a short 

timeframe (if you have enough helpers or school staff) or can be a year-long goal.  

There is a PowerPoint available to download alongside this resource to introduce the 

audit to staff, and explain why this process is important and valuable to your library. 

The PowerPoint will also help you to set your aims and goals for the process as a 

group to ensure everyone understands what, how and when the audit will be 

happening.  

What is an audit? 

By definition, an audit is “an official inspection of an organization's accounts, typically 

by an independent body.” In the context of sorting your school library, an audit is an 

inspection of all your library stock; sorting through all the books you have, whether 

that is in a library or classroom space, and making a decision on each item. All the 

books in the school should be viewed as a single collection, with the exception of 
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books that are the personal property of a teacher (and therefore don’t belong to the 

school). Remember, you are assessing what you have (wherever it is stored) and 

deciding what to keep and what to remove.  

How to use this resource 

This resource follows a structured six-step approach to help you review your current 

stock, sort it into piles keep, review and recycle. You might like to involve pupils to 

review some titles at the end of the process. 

There are separate downloadable printable elements mentioned in this resource. 

You will find them on the main webpage for this resource.  

These are the steps in this process: 

• Step 1: Plan and make preparations for your audit 

• Step 2: Staff sort and audit books 

• Step 3: Get pupils involved in reviewing books (optional) 

• Step 4: Organising your library 

• Step 5: Reusing and recycling unwanted books 

• Step 6: Celebrate your library 

 

Step 1: Establishing your aims, plan and timescale 

The first step to take is to include improving your library in your school improvement 

plan. Ensuring pupils have access to high quality books should be a whole school 

initiative, and shouldn’t fall to one member of staff. You may already have a Library 

Policy too, and this might need updating as you establish aims for your audit (and 

library). If you don’t have an existing Library Policy, this might be an opportunity to 

create one, or reflect on whether your library and literacy aims are reflected in other 

policies. Equally, if your school library isn’t in your school improvement plan this year 

but you want to start the process, then reflect on how literacy and books are included 

in your school improvement plan. The How Good is Our School Library framework by 

Scottish Library and Information Council (SLIC) will help you to do this, together with 

the Reading Schools framework if you are taking part in Reading Schools. 

 

https://scottishlibraries.org/advice-guidance/frameworks/how-good-is-our-school-library/
https://www.readingschools.scot/framework
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Create a mission statement 

First, work with staff to write a statement for your library aspirations that reflects your 

school values and aims, e.g.: ‘To share books that are respectful, multicultural, 

unbiased, inclusive, factually correct and attractive, chosen by staff and pupils.’ 

  

One question you could ask is: what do you want your library (or book space) to do 

for your school? Answering this question will also help you formulate your statement. 

This can be displayed in your library or school to remind staff what they are working 

towards.  

Create a timescale and plan 

Next, work out the timescale for your audit. Use the PowerPoint alongside this 

resource to decide the process with staff and work out a timetable together. Agree a 

timescale before the project starts and protect this time as much as possible to make 

sure the audit can be achieved within the planned timeframe.  

 

Note: Do not underestimate how long the audit might take – be realistic with your 

timescale. Involving all staff might slow the audit, so a dedicated team might be more 

sensible. However, even with a team of staff, this could be a year-long project. How 

long the process will take depends on the size of your library and school, how much 

staff time can be dedicated to it, and how up to date your library currently is.  

 

If you are a head teacher, consider setting dedicated time aside for the audit as part 

of the Working Time Agreement. You could also include time for staff to visit a 

bookshop and/or their local library to increase their knowledge of contemporary 

children’s literature whilst undertaking this audit.  

 

If you want to support staff to increase their knowledge of what is in their library, you 

could also set up a staff book club, using our guide on setting up a staff book club to 

help you. Glasgow School Library Outreach offers a teacher book chat to help you 

with any questions you might have about the books in your library. Encourage staff 

to attend a Glasgow session or see what is available in your local area.   

Agree a process 

https://www.scottishbooktrust.com/learning-resources/how-to-run-a-staff-book-club
https://blogs.glowscotland.org.uk/glowblogs/glasgowslo/
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Next, establish your process for the audit. Things to consider are: 

• Are you sorting the library in a set time period and want to close the library to 

pupil, and take all the books off the shelves?  

• Are you doing a rolling audit? How will staff know where someone else 

stopped and where they should start?  

• Are you working by genre or age group? How are your books currently 

arranged? 

For a rolling audit, establish a process so staff know which books have been audited. 

This could be making a note in pencil on the inside cover, or putting the books into 

clearly labelled piles and boxes.  

 

For all audits, you will need to establish three piles: keep, review and recycle. Make 

sure these are clearly labelled, to avoid staff accidentally confusing the piles. You 

should also inform any other school staff or volunteers who might accidentally ‘tidy 

up’ in a well-meaning way and return audited books to shelves. You could have 

boxes to add the books to, clearly labelled desks to put the books on, or you could 

move the books to be reviewed and recycled out of the library to avoid confusion, 

depending on the space available. Establish the process all staff will follow, 

communicate it clearly and ensure all those involved in the audit stick to it.  

Step 2: Staff sort and review 

School staff or volunteers should complete the first review of all books. Use the 

library audit guide below to sort which books need to be removed from the library 

and take those out before involving pupils in the review process (if you wish to 

involve pupils at all, you may choose to only involve staff). This initial audit will clear 

damaged, out-of-date and unsuitable books. Remember, the aim is to have a library 

with books that are relevant to your pupils, and that they will want to pick up and 

read.  

Library audit guide 

Use the downloadable audit guides for fiction and non-fiction available on the main 

webpage for this resource to help you in the physical process of sorting your books. 

You can print the guides or display them on a whiteboard or display board in the 

library so everyone involved can see these key questions as they sort books. There 
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are two guides, one for fiction and one for non-fiction. Non-fiction should be sorted 

into STEM books and non-STEM books before beginning. 

 

Use these questions to help you decide if a book should be kept in the library or 

recycled. You should sort the books into three piles: keep, review, and recycle. Make 

sure all staff know which pile is which. You could write in pencil on the inside cover 

once a book has been checked or add it to a clearly labelled pile. Having piles in 

separate corners of the room, or clearly labelled on separate tables will also help. 

Clearly label which shelves or books have yet to be sorted or audited. 

 

This first audit will take the longest, but keeping on top of your library stock will 

become much quicker, as most books will be up-to-date and relevant to your readers 

and school. Taking out books that are no longer relevant, or which are tattered and 

need to be replaced should be a constant and ongoing process.  

Key things to remember:  

• Keep multiple copies of a book! If you discover multiple copies of a book you 

have decided to keep, use these to encourage shared reading or book 

groups. You might also have multiple copies of that title because it is popular 

and regularly read. Public libraries have multiple copies of many books to 

supply demand and for group reading, so remember that your school library 

will need to do the same. 

• The aim is to empower staff to be confident in their own decision making as to 

whether to keep a book or not. You can use our fiction and non-fiction audit 

questions to start, but as the process goes on, staff should become more 

confident in identifying what should or shouldn’t be kept.  

• It is OK to get rid of books. There is often a fear of “binning” library books, and 

staff might be apprehensive. But it is important to reiterate the point about 

books being relevant to your pupils’ experience. A good analogy (especially 

when thinking about non-fiction) is you wouldn’t ask pupils to read a webpage 

from 20 years ago, you would go for something more recent and up to date, 

as it is more relevant. It’s the same for books.  
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This first stage of the audit will take a long time, and should always be done by staff. 

All the “keep” books should be decided by staff in the first instance. You can work 

with pupils to decide any fiction titles that might need reviewing, or you would like 

their input on.  

Step 3: Reviewing books with others (optional) 

If you have capacity, get pupils involved in this part of the library audit. You can also 

involve parents and volunteers, using your audit to bring families into the library 

space and familiarise them with the books and the importance of reading. However, 

depending on your setting, you might wish to involve staff only in the audit. The 

activities in this step are optional, and are suggestions of what you could do if you 

want to involve pupils or families in the process.  

 

It’s likely that most fiction books 10 years old will need to be reviewed. You might 

wish to review books published between 5-10 years ago, but this will depend on your 

staff knowledge and capacity. The capacity of many school staff means it is unlikely 

that staff will be able to read all the books in the review pile, and this is where you 

might like to involve pupils and other volunteers.  

 

However, staff should be aware of any harmful gender, racial or disability 

stereotypes which might appear in older books, and should be prepared to have 

conversations with pupils about these harmful stereotypes. Many books with harmful 

stereotypes may well have been removed by staff in the first part of the audit, but 

some might have made it onto the review pile.  

 

Involving pupils in the next stage of reviewing and sorting the books is a great way 

for them to take ownership over the library space and the books they are reading.  

 

The activities below will help you involve your pupils in your library audit, and will 

help you decide if the books are still relevant to your school community. Questions to 

think about and mention to pupils and volunteers: 

• Do pupils want to read them?  
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• Are the titles varied (in terms of genre and story)? 

• Do the books have diverse characters? 

Activities such as the big questions activities below will help you make decisions on 

books in your review pile. 

Review activities 

Big questions activity 

Chose a small selection of books for consideration by a class or group of pupils. The 

books can be matched to the class stage or can be books for younger readers. 

Provide each pupil or small group with a printed big questions bookmark 

(downloadable alongside the resource) and the list of books so they can record their 

decisions. 

Before you begin, discuss how to decide if a book should be kept or recycled. 

• Consider the appearance of the book, the front cover, and any illustrations. 

• Read the blurb. 

• Try reading the book. Pupils could read the first chapter and think about 

whether the action or characters grab their interest, and reflect on other 

questions on the big questions bookmark.  

• Talk about what kind of books they want in their library and what is relevant 

today to your setting. You can then create a wish list for your selection.  

Prior picks 

Pupils can look freely through the books and select books they have read and 

enjoyed that they want to keep. Remember, extremely popular titles like Horrible 

Histories or Wimpy Kid should be kept even if they look worse-for-wear, as they have 

been well used. Worn books should be replaced when funds make this possible.  

Speed date  

Using a timer, give pupils five minutes with a book to read the blurb and some of the 

content. They can then mark up their decision and move on to the next book. The 

number of books each child reviews will depend on stage and teacher knowledge. 

Aim for every book to be reviewed by three different pupils anonymously. Results are 

collated at the end to decide which books to keep. 
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Paired picks 

This activity is better for books that have already been reviewed by staff, so the 

group is looking at a smaller number of titles. Pupils work in pairs. Every child has a 

different book, and swaps the book with their partner after five minutes. They then 

have five minutes with the next book. They can then take up to ten minutes to 

discuss both books and decide on their fate.  

Buddy book picks 

Match older pupils with younger pupils so they can work together to read and review 

the books. 

 

Step 4: Organise your library 

Once you have sorted your books and know what you are keeping, your next step is 

to organise your library. You may have already had a library system in place, but this 

might need revisiting after the audit. We would not recommend organising your 

books alphabetically. This is time consuming, both to arrange and to manage, and 

probably won’t stay alphabetised for long! Below are a couple of options for sorting 

your library.   

By short, middle or longer reads 

In all likelihood, staff will not have the time or space to organise your books by genre.  

Use the categories of short, middle and longer reads. This splits your fiction stock 

into three main areas, and keeps picture books and non-fiction separate. Using 

these categories is something that the Glasgow School Library Outreach team has 

recommended for a long time. You can label books with a colour coded sticker, so its 

clearer which books are from which section and makes returning books to the right 

section easy for pupils.  

 

Remember, these are broad categories and staff don’t need to agonise which books 

should go where when labelling the chapter books. As they sort and label more 

books, staff will become more confident in deciding which book goes where.   

By genre 

https://www.glasgowlife.org.uk/libraries/children-families-and-young-people/school-library-outreach
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If you have a smaller library space or staff capacity, you might wish to organise 

books by genre to help pupils find similar books they might enjoy. Rather than 

arranging by reading ability, short the books only by genre so that pupils interact with 

books of different levels and can choose for themselves. This will allow older pupils 

to select younger reading age books without having to visit the ‘younger’ area of the 

library. It removes stigma about reading ability and offers all pupils a wide range of 

reading material. 

 

Clearly label the shelves with the genre of books stored in that section – you can use 

signs that correspond to Scottish Book Trust’s Bookzilla app, which are 

downloadable with this resource. Again, you might wish to use colour coding to sort 

the labels and make it clear to pupils which area the books belong.  

 

Through this audit and removal of titles, you might notice as you reorganise your 

library that certain genres or topics are no longer covered. Start to compile a wish-list 

of contemporary titles to restock these areas. You can use Scottish Book Trust Book 

Lists to help you find exciting new books to add to your library. If you have budget, 

purchase these titles to add to your library. If your budget is limited, keep the wish-

list and speak to your parent council about possible fundraising, keep an eye out for 

grants to apply for and enter competitions such as our Children’s Book of the Month 

Competition to win copies of recently published books.  

 

Step 5: Ways to reuse and recycle books 

Recycling or removing books from the library can be a sensitive issue. Some books 

that have been removed from the library can be offered for pupils to take home. Just 

remember to clearly mark that the books have been removed from library stock and 

don’t need to be returned!  

 

However, depending on the content of the books, this might not be appropriate for all 

the titles. When books do have to be binned we recommend this process is 

concealed from pupils and is undertaken only by those teachers involved in the 

audit.  

https://www.scottishbooktrust.com/reading-and-stories/bookzilla
https://www.scottishbooktrust.com/book-lists
https://www.scottishbooktrust.com/book-lists
https://www.scottishbooktrust.com/topics/competitions
https://www.scottishbooktrust.com/topics/competitions
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Below are some activities and ideas to help you reduce the number of books that 

need to be binned and think of inventive ways to use them in school.  

Fact check books 

This activity is a great way to illustrate to pupils why some books have to be 

removed from the library, and potentially binned (or upcycled). This is a good activity 

to try if pupils are apprehensive about books being removed from the library. Choose 

some books that are to be removed from the library, and bookmark specific pages 

for pupils to look at. Ask pupils to fact check the information and see if it is still up to 

date. Then when the information is incorrect, discuss why it might have changed 

over time e.g. new research, improvements in technology, or changes in society. 

You could use our resource on misinformation and fake news to support this 

conversation.  

Compare photos 

Looking at old photos in books (which often date books and make them look old) and 

comparing pictures of computers from 10 years ago to now might be another good 

way to illustrate to pupils why some books are being removed, especially when 

technology is involved. It also opens opportunities to speak about the rate of 

technological change. You could give pupils non-fiction titles, and ask them to talk 

about what they recognise in the photos, but also what is different to their experience 

today.  

Recycling books 

Once you have finished your audit and book sort, you will have books set aside that 

can be recycled or upcycled. Here are some ideas to reuse or recycle them:  

• As outlined before, offer books to pupils to take home.  

• Use them to create black-out poems, these are poems created by the words 

on an existing page of text. Words are circled, but the rest of the text is 

scribbled out.  

• Use them for arts and crafts activities such as book hedgehogs or trees, or 

make bookmarks from them (that can go back into the library) or decorations 

for a library celebration.  

https://www.scottishbooktrust.com/learning-resources/misinformation-and-fake-news
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• If the book are in good condition, you can use websites and apps to 

potentially generate a small amount of money for new books. Certain 

companies will buy books to sell on, check apps such as WeBuyBooks and 

Ziffit.  

• Organisations like Better World Books will also collect books, and then donate 

the profits from their sales to a chosen charity.   

• Depending on the books and your reasons for removing them, they might be 

relevant to someone outside of your school community, so you could consider 

donating them to a charity shop. 

• Finally, for books that you do need to bin, you might be able to put them in 

your paper recycling. However, this depends on your Local Authority as the 

glue in most book spines is not recyclable. It’s best to check your council to 

see what recycling services they offer.  

Step 6: Celebrate your library 

After all your hard work, celebrate your library or book space. The audit and 

reviewing books will take time, but you will end up with a library that is far more 

appealing, which allows pupils to find things more easily and which has space for 

new, exciting and relevant titles.  

You could hold a celebration or opening event for your library/book space and invite 

families, volunteers and members of the community in. Work with pupils to plan this 

event so they feel ownership over the space, and take pupils in regularly. They can 

familiarise themselves with where to find titles so they can direct guest and show 

them all the benefits of their reorganised library.  

Library development work at St Athanasius' Primary School is ongoing, but they 

have been celebrating milestones along the way with learners helping to build 

bookshelves and stocking them with selected books, taking ownership of and 

responsibility for creating amazing spaces for the whole school community to enjoy. 

Work in your libraries may evolve over time, but it’s important to recognise your 

accomplishments as you go.  

  

 


