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General Regulations
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All students should abide by the Library Regulatlons and follow any other instructions from
the Teacher-Librarian and the student-librarians on the use of the Library.
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Offenders will be punished.

%:[:‘ VA, F[ [A??[ﬁ‘}éjq%ﬂlélﬁg/ﬁfgm 7 (lﬁji:{%i”l‘ ﬁbf}"j‘ﬁ&gj\’f# JE j}ﬁ’g °
All Library materials must be kept clean and in good condition. Food or drinks are not
permitted inside the Library.
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AII schoolbags should be put on the shelves.
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Silence must be maintained in the Library. Playing, sleeping and talking aloud are not
allowed.
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Students found mutilating or defacing lerary materlals such as books, newspapers and
serials will be severly penalized.

B ARER ] (e

Damaging Library resources or facilities is not allowed.
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Tables, chalrs and shelves should not be removed from their original positions without the
Teacher-Librarian's approval.
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After reading the books, please place the books on the cart, and other after reading the
Newspapers, Serials, and Audio-visual materials, please place these materials at the
original position on the shelves.
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The L|brary is not responsible for the safe keeping of any belongings left in the Library.
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All Library users should abide by the Borrowing Rules.
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All Library users should abide by the Computer Using Rules.
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All Library users should abide by the Photocopying Rules and Intellectual Property Laws.
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When necessary, the Library may make amend the above rules to |mprove Library services
and management.
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Borrowing Rules
1. [ﬁ 7] Borrowing privileges
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All students must use thelr Student ID Cards to borrow library materials at the
Circulation Counter.
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Student ID Cards cannot be transferred to, or used on behalf of, other persons.
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All teachers and staff can use their computer login name to borrow library materials at
the Circulation Counter.
2. [’ﬁl:g; [SUKETS BA[SL Loan quotas & loan periods
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Borrower types Types of materials Loan days | Total no. of items
%;%% Books 14
=i =
o F [;F‘TBITZL_E JF&:%F'I%FHFK/FEH 14
o CD-Rom or floppy with text 5
Students
i R Audio-visual materials 7
543 Reference books 0




Fﬁﬂif ? o Z4E Certificate Level reference 3
books & exam past papers
ﬁfjﬂf%w:ﬂ%[kﬁaﬁ% Advanced Level reference 3
books & exam past papers
A[JHHFESE Current serials 0
ln%j}ﬁfji’fé..?% Outdated serials 14
Ak Newspapers 0
717 Books 28
(LS 28
CD-Rom or floppy with text
i YR Audio-visual materials 7
¥ Reference books 0
I rF“ 15y ?;b:ﬂaf\é@ Certificate Level reference ; 20
Teachers & Staff |[books & exam past papers
[‘Fﬁﬁ% )H%:Fi; oS Advanced Level reference 3
books & exam past papers
AHHFEESE Current serials 0
I@EFJ%% Outdated serials 28
Ak Newspapers 0

A2 [’ﬁ Renewals
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All students, teachers and staff can renew the above materials once, provided that no hold
request has been made for the same item by other users, or the item is not overdue.

i [’ﬁ Holds
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Hold: Click "Reserve item" option in the On line Public Access Catalogue (OPAC). Users
can place hold requests for books on display and books which have been checked out by
other users. They can request up to 5 items.
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Pick-Up: The plck up message will be shown in the user's borrowing record in the OPAC.

Users can pick up their reserved items in the Library between 5 days.
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Borrowers are respon5|ble for any loss of or damage to items checked out. They may be
asked to compensate the items by paying the cost of items or buying new one.

6. fﬁ%&t’f}{j? Punishment of theft of library materials
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All students must borrow library materials at the Circulation Counter before they leave the
Library with these materials; otherwise the case will be treated as shoplifting and the

students sent to Disciplinary Panel.

7. EUE :Fi |#|# Overdue fines
RIS S E 05 R -
Overdue fines: HKS0.50 per item per day.
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Computer Using Rules
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All students should abide by the Computer Using Rules.
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All students must use thelr Student ID Cards to borrow computers at the Circulation Counter.
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Students are not allowed to change configuration, e.g. the desktop picture, colour and etc.
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Students are not allowed to browse or download any online game and obscene and violent

websites.

The teacher-llbrarlan and the student- Ilbrarlans will prohibit any person who has violated the
above rules from using the computer.
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Photocopying Rules

_ .IHQ‘%IJ'EH General Rules
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All Library users should abide by the Photocopying Rules and the Intellectual

Property Laws.
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Don't switch on/off the photocopier without the Teacher-Librarian's approval.
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A4 types and A3 types of paper are available.
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Please save paper.
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Please inform the Teacher-Librarian immediately of any technical problems with the
machine.
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Please inform the Teacher-Librarian immediately if there is no paper for copying.

S'FIl Student Rules
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The fee for photocopying: A4 papers $0.5 per piece; A3 papers $1.0 per piece
i RN -

Please bring along your card-operated photocopier.



