


Mission

The mission of Hong Kong Shue Yan University Library is to facilitate
teaching and promote research in the campus. Its main functions are
to act as:

A resource centre for learning, teaching and research, by the
acquisition and management of print and non-print materials;

A learning centre for learning, teaching and research through the
provision of reading areas, resources collection, electronic
databases and reference services;

A user education centre to familiarize users with different means
of information search and retrieval to enable them to become
effective self-learners;

A service centre for providing users with effective, efficient and
satisfying library services;

A library 2.0 centre to interact with users for providing
user-centred library services.



Library Opening Hours

5/F: 8:45am — 6:30pm
6/F: 9:15am — 6:30pm

Monday — Friday 8:45am - 9:00pm 9:00am 8:45pm
5/F: 8:45am — 8:30pm - -

6/F: 9:15am — 8:30pm 9:15am 8:30pm

Saturday 8:45am — 7:00pm 9:00am 6:45pm

| 9:15am | 6:30pm

Sunday & Public
Holidays

Closed

Announcement of public holidays & special opening hours will
be posted on the library’s notice board at G/F entrance and

Library Homepage.




General Enquiry

ﬁ Website
Library homepage: http://www.hksyu.edu.hk/lib

Library handbook can be downloaded at
http://www.hksyu.edu.hk/lib/download/handbook 2012-13.pdf

E-mail
libinfo@hksyu.edu.hk

Service Hotline

Circulation Desk 2104-8284
2104-8285

Information Desk (2/F) 2806-5113
(3/F) 2806-5115

Learning Commons 2104-8286

Interlibrary Loan Service 2806-5114
libill@hksyu.edu.hk

Address
-g“r. Shue Yan University Library Complex,
o 12 Wai Tsui Crescent, Braemar Hill Road,
North Point, Hong Kong
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Introduction

The aims of the University are to enhance the

standards of higher education in Hong Kong and

increase international academic co-operation with

overseas higher education institutions. To meet this

e Mission, a new library complex building was built and
opened on 15 November 1995 next to the campus at
Wai Tsui Crescent, Braemar Hill Road.

.I-ﬁ The Hong Kong Shue Yan University Library

‘a‘ The Hong Kong Shue Yan University (Former: Hong
? Kong Shue Yan College) was established in 1971.

Complex is multi-functional and has 19
storeys. The facilities include seminar rooms,
conference rooms, a library, research centres,
a podium, carparks and accommodation
facilities for overseas scholars.




Digital Library

A. Library Catalogue

Online Public Access Catalogue (OPAC)

The library’s online catalogues can be reached through the Internet.
All computers located in library can be used by readers to search
both English and Chinese materials from the OPACs. There are help
sheets which explain how to use the catalogues.

B. Library Homepage

Hong Kong Shue Yan University Library Homepage:
http://www.hksyu.edu.hk/lib

C. Remote Access to HKSYU Library

Procedures to create your PIN number, renew your borrowed
items, reserve borrowed items and access online databases
subscribed by the Library.

To renew your items, reserve any borrowed items or access online
databases at home, you need to input your name, barcode and PIN
for authentication. The PIN is a password that you can create and
amend directly.



I. Create your own PIN if you are first time user

1.

2.

II.

. Go to the library's homepage, and click “My Circulation Record”.

—

Input www.hksyu.edu.hk/lib to access the library's homepage and
click “My Circulation Record”.

Input name and barcode as shown on your staff card or student
card. Please OMIT the PIN and press the button “Submit*.

A new page appears and please input your PIN twice at the fields
"Enter your PIN" and "Enter your PIN again". The PIN is a
password created by yourselves. It is better to create your PIN
with at least 8 characters or a combination of characters and
numbers. Please press the button “submit" and your PIN number
has been created.

Renew your items (PIN has been created)

Input your name, barcode, and your PIN that has been created,
then press "Submit" on the left hand side, you will see "My
Circulation Record". (You can also modify your PIN or E-mail
address).

Select a particular item you wish to renew, or press the button
"Renew all" to get all your items renewed. Then, click "Logout" to
leave.

Please remember that overdue items cannot be renewed online.
Check the new due date. If the new due date is not shown, please
contact library staff as soon as possible.

I1I. Reserve your item (For English and Chinese books only)

1.

2.

Go to the library's online catalogue (http:/lib.hksyu.edu.hk) to
search an item.

When you see the "Status" column has a due date displayed, this
means the item is on loan and you can reserve it. Please press
the "Request/Recall" button at the upper left hand side.

Input your name, barcode, and your PIN that has been created,
and then press "Submit".

Select the item you request and press the button "REQUEST
SELECTED ITEM".

A new page "Your request is successful" is displayed. You will
receive a pickup notice through E-mail when the item is returned.




6.

Please remember that it is your responsibility to validate your
correct E-mail address provided in your circulation record.

IV. Access online databases at home

1.
2.

Go to the library’s homepage and click “Online Databases”.

In alphabetical or subject lists, you can see a brief description of
the selected database when you click “Detail”. Please note that
you can use the online databases within the Library ONLY if the
word “PC” is displayed. Otherwise you can use the databases at
home if “Web” is displayed.

Input your name, barcode and PIN to authenticate your identity
after clicking the name of a database.

You have to install electronic readers like CAJ Viewer, Adobe
Acrobat Reader or Ebrary reader before accessing databases
such as “China Academic Journals full-text database” and
“Ebrary”.

The E-Journals & E-book titles can also be searched on the
library catalogue. You can click the link on the record to access a
specific title.
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Collections

The collection currently consists of
280,000 volumes. It covers a wide
range of subjects and various
reference sources available on
databases.

i1A. Electronic Resources

\

i

M Most of the electronic databases and online service
I|brary subscribes are accessible both in the library an

In order to cope
information needs, an
library collection up-to
by the rapid expansion
in every discipline v
library  establishes
collection that can be st
catalogue or databas
there are over 2 million
thousand e-journal titles available.

mr

if
Users can also print the articles from databases.

H
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List of Online Databases:

1.

22.
23.
24.
25.
26.
27.
28.

12

PR ASXEEE (XY BUSEFEEE - HF R CH
Bz A RS REIE)
PREFBEELEMBXEXHEE (X454 )
TYEEZGHRAXDOXEESE (XY - HEEFHREE - HF
BREHERE - EFREE)

PR AESBIEE 0 1957 -

P B XL R E S E

b x & FEAFIARF Chinese Journal Service

CHANT (7% X &)

Asia-Studies Full-text Online

Counseling and Psychotherapy Transcripts, Client Narratives,
and Reference Works

. DOAJ (The Directory of Open Access Journals)

. Ebrary

. EBSCO: Academic Search Complete

. EBSCO: Business Source Complete

. EBSCO: Communication & Mass Media Complete

. EBSCO: EconlLit with Full Text

. EBSCO: ERIC

. EBSCO: Family Studies Abstracts

. EBSCO: Funk & Wagnalls New World Encyclopedia
. EBSCO: GreenFILE

. EBSCO: History Reference Centre
. EBSCQO: Library, Information Science & Technology Abstracts

with Full Text (LISTA with Full Text)

EBSCO: MAS Ultra - School Edition

EBSCO: Military & Government Collection

EBSCO: Primary Search

EBSCO: PsycARTICLES

EBSCO: PsycBOOKS

EBSCO: PsycEXTRA

EBSCO: Psychology and Behavioral Sciences Collection



29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.

EBSCO: PsycINFO

EBSCO: Regional Business News

EBSCO: SocINDEX with Fulltext

EBSCO: Teacher Reference Center (TRC)
EBSCO: World History Collection

EBSCOhost Electronic Journals Service
Encyclopzedia Britannica Online

Gale Virtual Reference Library

Hong Kong Scholarship Online

INFOBANK Online Database Service (¥ B & 4T)
IngentaConnect (Staff only)

JSTOR: Arts & Science |

Lexis HK

Literature Online

McGraw-Hill eBook Library: Business Collection
Naxos Spoken Word Library

Oxford English Dictionary (OED) Online
Oxford Scholarship Online

PQDT Open

ProQuest Central

ProQuest Entrepreneurship

PsychiatryOnline

PsycTESTS

Social Theory

University Press Scholarship Online: Sociology
Westlaw China

Westlaw HK

WiseNews

World eBook Library

For the further information of above databases, please visit
http://www.hksyu.edu.hk/lib/site/db campus/bytitle.htm
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B. Book and Reference Collection

The Chinese collection is kept on 2/F, 5/F and 6/F closed stack and
the English collection is on 4/F and 5/F. The reference collection
contains works such as encyclopedias, dictionaries, directories,
yearbooks, almanacs and bibliographies. The prefix of reference
collection is shown as R. All reference materials are for Library use

only.

C. Serials Collection

The Serials collection is kept on
3/F, 4/F and 6/F closed stack.
This collection includes more
than 930 printed titles in
English or Chinese covering
various disciplines.  Current
issues of journals are displayed
on the front racks. Back issues
are bound and the collection
carries the prefix P or RP on
spine-labels and catalogue

entries. Unbound issues of periodicals are for use in the library only.
Some bound periodicals can be borrowed for 3 days.

D. Newspapers

This collection includes 29 local and overseas

newspapers.

Current issues are located at 3/F and 6/F.
Some older issues are available on request at
2/F counter. All newspapers are for library use

only.

14



E. Special Collections

The Special Collections include annual reports, research papers,
overseas documents, student reports and teaching references that
are kept at 3/F and 6/F closed stack. Annual reports are shelved on
open stack located at the end of the bound journal area. Research
papers, overseas documents and student reports are kept in Special
Collections next to the information counter. These materials are
three-hour-loan and to be used in the Library. All teaching reference
materials are for staff use only.

Annual reports
Research papers
Student reports
Overseas documents
Teaching references

AR N S

F. Reserve Collection

Some textbooks, supplementary

materials or highly demanded

materials are put to reserve

collection upon requested by academic staff. Reserve collection is
available for three-hour-loan with no renewal and can only be used in
the library. Users can borrow these materials at 3/F circulation
counter.

G. Law Collections

Law Collections are kept separately in

a special law library at 4/F.

Collections include English/Chinese

monographs, bound and current

issues of journals and reference

materials. English collection (classified humbers 340-349) carries
the prefix L ; Chinese collection (classified nhumbers 570-589)
carries the prefix CL ; Journals carry the prefix LP. ; Reference
materials carry the prefix RL.
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Beijing University (Law Theses)

Our Law Library has Beijing University
Theses. They are for use in library only.
Law theses carry the prefix CCB PKU
(Bachelor Degree) and CC PKU (Master
Degree).

H. AV Collection

Collections include audiocassettes, videotapes, CD-ROMs, VCDs,
DVDs, floppy disks that can be requested on the 6/F Learning
Commons. Prefix on the spine labels and the catalogue entries
carries capital letters AVC for CD-ROMSs, audio CDs, video CDs and
floppy discs, AVD for

DVDs and DVD-ROMs,

AVK for kit set, AVR for

reference AV materials,

AVS for audiocassettes,

AVV for videotapes, LTV

for local TV programmes,

and MC for language

learning kits.

Non-print materials accompanied with books (Prefix: AVC(C),
AVD(C), AVS(C) and AVV(C)) are kept at G/F circulation counter.

Local TV Programmes

To enhance the media collection, Hong Kong
Shue Yan  University Library has
accomplished agreement with RTHK, ATV
and TVB to record their TV programmes for
academic and research use.

16



Students and staff can borrow local TV programmes in 6/F Learning
Commons for 3 hours. Please note that the recording, loan or
circulation of each TV programme is subject to the official permission
from licence.

TVB ATV | RTHK |

R s ST
ST B SEw
A P B
WA =B

S a e

R

For further details, please refer to the below link:

http://www.hksyu.edu.hk/lib/Ic/ltvp.html

e S
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I. Rare Book_ Collection
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%&&&&Mﬁﬁiﬁ’¢Fﬁ%%ém%ﬁﬂﬁﬁR%Z%“*% Bk
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18



Library Services

A. Lending Service

1. Registration

All staff and students are automatically entitled to
use the facilities and services provided by the
Library with your valid staff/students identity
cards. Others need to register at 2/F information
counter.

2. Borrowing and Returning Library materials

A valid staff/student identity card must be presented to library staff
when borrowing materials. Most of the library materials can be
borrowed or returned at G/F circulation counter. AV materials located
at Learning Commons should be borrowed at 6/F service counter.
Please note that your card cannot be transferred to other users.

19



CATEGORIES STAFF ‘ POSTGRADUATES ‘

$1.5 per $1.5 per
day day
30 days 30 days
ki
140 90 days (3 times) 110 || 90 days (3 times)
$2.0 per $2.0 per
day day
7 days || $2.0 per 7 days || $2.0 per
- B days (Once) day ) days (once) day
20 20
- Jhours || N/a ||$20per Jhours|| NA || $ZOper
hour hour
$2.0 per $2.0 per
10 N/A 10 N/A
3 hours $2.0 per 3 hours $2.0 per
hour hour
30 days
8 na 31D per N/A
180 days day
$5.0 per
1 3 days N/A day
1 14 days N/A $50 per
day
N/A
3 days

* Academic staff can request for 180 days (no renewal) for teaching purpose for 8 items maximum.
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UNDERGRADUATES

ALUMNI (Borrower)

STAFF FAMILY

$1.5 $1.5 $1.5
per per per
day day day
80 | 30 days || 30 948 10 ||30 days | 20 928 10|30 days || 30 4
|(3 times)|| $2.0 |(3 times)|| ¢2.0 |(3 times)|| 2.0
per per per
day day day
$2.0
7 days 7 days per N/A N/A
(Once)
day
20
$2.0 $2.0 $2.0
3 hours || N/A per 3 3hours || N/A per 3 3 hours || N/A per
hour hour hour
$2.0
3 days per N/A N/A
day
8 N/A
$2.0 $2.0 $2.0
3 hours per 5 3hours || N/A per 5 ||3hours|| N/A per
hour hour hour
N/A N/A N/A
$5.0
1 3 days || N/A per
day
N/A N/A
N/A
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3. Bookdrop Service

Library materials can be returned
to the book drop located at the
Library entrance after the library
closes. An express book drop is
available at the circulation counter
when the Library opens. The
service
hour is

d

Monday to Friday (9:00am to 7:30pm)
and Saturday (9:00am to 6:00pm). Please
note that overdue books, non-print
materials, ILL items and bound journals
cannot be returned to the book drops.

4. Circulation Notice

All overdue, courtesy, recall and hold
pick-up/cancel notices are sent to user’s email
address or mobile phone by SMS. When
registering the SMS Alert service, users have
to create a Google account with the email
address referenced in Library system. Please
access the following link for further details:

http://www.hksyu.edu.hk/lib/subsystem/cal/

5. Fines

Overdue fines may be charged according to different items. If the
items have not been returned more than 30 days from the due date,
the borrowing privileges may be suspended. Please refer to page
20-21 for details.
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6. Lost or Damaged Items

Users are responsible for taking care the materials that they have
borrowed. Books should never be written on, marked or damaged.
For lost or damaged items, the user will be charged the full
replacement cost at a current market price, plus HK$50.00
processing fee per item. Loss of Out of print materials will be charged
depending on the evaluating costs.

7. Renewals

Borrowed items may be renewed via the Library’s Homepage
provided that no other borrower has reserved them and the items are
not overdue. Please note that if an item is overdue, you may not be
able to renew it online. Please refer to page 8-10 for details.

8. Reserving Books

All checked out books can be reserved at the Library’s online
catalogue. You will be notified once the book is available. Please
refer to page 8-10 for details.

9. Recall Service

Books with normal loan period (staff & postgraduates: 90 days;
undergraduates: 30 days) are subject to be recalled once they have
been reserved by another user. If the books are recalled, the original
loan period will be shortened. Library will send a recall notice to
inform the current borrower about a change of due date. Please
always check your email notifications. You are held responsible for
the return of recalled items. Overdue fines will be charged if items
are returned after the new due date.
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B. Alumni Service

HKSYU awarded local graduates are eligible
to apply for Alumni Reader / Alumni Borrower
Card. Other joint courses graduates will be
considered in individual cases.

The admission fee of Alumni Reader Card is
$100 per year. Card holders can only access the HKSYU Library and
use the collections (including Course Reserve materials, Special
Collections, Local TV Programs and databases) within the Library.
Please note that Alumni Reader Card does not include any borrowing
privileges throughout the entire valid period.

The admission fee of Alumni Borrower Card is $1,000 per two years.
Card holders can access the HKSYU Library with borrowing
privileges (10 items of books for 30 days) throughout the entire valid
period. Also, remote access to 13 databases is permitted, which is
subject to database provider’s terms and conditions.

Applicants should bring the graduation certificate or other equivalent
documents, two 1.5x2 inch recent photographs and the admission
fee to 2/F information counter to apply for the Alumni cards. For more
information, please visit the Library website.
(http://www.hksyu.edu.hk/lib/site/services.htm)

C. User Education Services

1. Faculty Requests for Library Instruction Classes

The Library provides course-related instruction classes upon
request. If faculty members wish to set up a customized library
instruction session for their students, please email us at
libinfo@hksyu.edu.hk or call at 2806-5115.
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2. Library Instruction Program

Workshops on using different library
resources are run regularly. Students
in group may also request a
workshop that fulfills their information
needs. Please visit the “Library
Instruction Class” page at
http://www.hksyu.edu.hk/lib/workshop/
for further information.

3. Library Orientation

Library orientation sessions are organized for new students at the
beginning of each academic year. Additional orientation sessions are
available upon request.

4. Research Consultation Services

Research consultation is a scheduled appointment with our librarians
for individualized, one-to-one assistance with library research. It is
designed to assist you with the processes and techniques that
enable you to conduct your research more efficiently, effectively and
successfully. Please visit http://www.hksyu.edu.hk/lib/research/ for
further information.

D. Reference Service

If you have any problems or questions in using the library’s facilities
or services, please feel free to contact our library staff. Information or
instruction leaflets on the usage of library materials are available at
information counters.

E. Interlibrary Loan Service

Interlibrary loan service is provided to all registered library patrons
who request the materials not acquired by the library. Library staff
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searches the requested items through the inter-library OPACs of
local institutions. If the items are found, library staff will either provide
a referral or suggest local ILL request.

Please note that ILL is a fee-based service. Readers can contact us
via email libil@hksyu.edu.hk or call 2806-5114 for further
information. You can also visit ILL Link at
http://www.hksyu.edu.hk/lib/site/ill/index.htm

F. Access to Other Libraries
External Readers’ Card

The below academic libraries provide External Reader/Borrower
Cards service for the HKSYU staff and students.

No. of
Name of the Libraries Cards Reader Groups
I | Available

Central Resources Centre (EDB) . . .
Borrower Card 1 Staff only (with borrowing privilege)
The Chinese University of Hong Kong 3 Year 1-4 students or above and staff
The City University of Hong Kong 3 Year 1-4 students or above and staff
Hong Kong Baptist University 1 Year 4 students or above and staff
The Hong Kong Institute of Education 3 Postgraduate students and staff

The Lingnan University 3 Staff only

The Open University of Hong Kong 3 Staff only

The University of Hong Kong 12 Year 1-4 students or above and staff

Readers can go to G/F circulation counter to borrow the cards.
Please note that External Reader Cards provide access to the
libraries only but the materials are not allowed to borrow. Also, the
Hong Kong Central Library issues the Temporary Pass (a duration of
3 days) of The University of Hong Kong Libraries for the users.
Please visit the Hong Kong Public Libraries Website:
http://www.hkpl.qov.hk/cindex.html or call 2921-0222 for further
information.
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Moreover, staff and students can now present your valid Shue Yan
staff/student card to access the library of Savannah College of Art
and Design (SCAD Hong Kong). For details, please visit the website:
http://www.scad.edu/hong-kong/index.cfm

G. Other Services

1. For Staff

The  Library Homepage has a  “For  staff” link
(http://www.hksyu.edu.hk/lib/staff/) which is to enhance the
communication between teaching staff and Library. The following
information provided in “For staff” includes:

Welcome & Notice

Modify Your Information

Acquisitions staff

Liaison Librarian & Departmental Coordinator

Library Collection Development Policy

Interlibrary Loan Service

Document Delivery Service — IngentaConnect

External Readers' Cards

Library Policy

Library Form

Online Recommendation Forms

Online Database Termination Form

Online Suggestion Form

Interlibrary Loan Form (Online / PDF / MS Word)
Short Loan Request Form (Online / PDF / MS Word)
Thesis / Honor Project / Internship Report Submission Form
(PDF / MS Word)

<~ Library Document

< Library Instruction Class

SE Lo

NENENENENAY

The above content is updated accordingly in library website.
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2. Current Awareness

Library always provides the latest information on the related subject
areas. New books are displayed on sloping shelves on the 2nd to 4th
floors. Lists of new titles can be found on the Library website (see
page 29 New Materials). Content pages of the latest issues of serials
publications are delivered upon requested by faculty staff. Latest
publication catalogues are regularly sent to Departments for
reference.

3. Library Exhibition Series

3.1. Permanent Exhibition
- REFHLEERE

[+REF] En
PERFMHBERBERTY FABY FALBAL - AT HAE
Wb FHRARARGFMBAN LS LT ERFEHEALE

DRERUMBBEALZHAGE I L EY CABRTEHREBBE G
F4A BEALE Ao R -

TREAFTFMAELERZ £2Q2RETRTE > FHHEMERE-FE
BALE BELBRIMHABTRRZEMESHRLEE LT H AP oh
W RRLOWBREES - A "TABRT WL ERHEANAR B8
A BAEE T R B A B R R ST R A -

[+ A HRAFFLE] BN
Fok B RFML S RAXHETEBRRENECE TR E L)
REFEATRAEBATARE R FHRBEEN—FAFERER
Bho b HBARBREUAE FREN > CRARR A
B AERD AR —FFREZRS B RSV RS E R F XY - ik
BEHRRAMEBHATRENY - BB - BUHRBET-TE  £8
FRREAZBAAL K P BRI AT 54 K95 2000 3 -
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3.2. Topical Exhibition

The Library organizes topical exhibitions regularly. For details,
please refer to our Library Exhibition Series link:

http://www.hksyu.edu.hk/lib/site/display/index.htm

4. Staff Publication

Staff Publications of Hong Kong Shue Yan
University are displayed at 2/F.

Some titles can be borrowed. Please access
http://www.hksyu.edu.hk/lib/display/staffpublications/
to browse the list.

5. New Materials

The Library selects new materials to display every week. New titles
are also uploaded to the Library’s Homepage. Please access
http://www.hksyu.edu.hk/lib/newtitles.php to browse the new titles.

6. Subject Talks

The Library works with other Departments
to organize subject talks in order to
enhance the academic co-operation.
Details of the talks are posted on the
Library’s Homepage.
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Library Facilities

A. Circulation Desk_

The circulation desk is located at
G/F where you can borrow and
return the library materials. When
you borrow the library materials,
please bring them together with a
valid student / staff 1.D. card to the
service counter. AV materials
located at Learning Commons
should be borrowed at 6/F service counter.

B. Information Desk,

Our library staff provide assistance on the following aspects:

Handling reference enquiries

Using the library catalogue

Using equipment such as printers, photocopiers, etc.

Accessing Electronic resources

Referral to Subject Librarians or other institutions and
organizations.

e

You can submit your enquiry by email:
libinfo@hksyu.edu.hk or

by phone: (852) 2806-5113,
(852) 2806-5115

The Information Desks are located at
2/F, 3/F and 6/F.
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C. Learning Commons

The Learning Commons is located
at 6/F. It brings together in one
location services that enhance
self-learning, language learning,
research, study and leisure at the
University.  This  visible and
accessible space recognizes the
role of the Library as the gathering
place for students to study, engage
in writing and research, and learn in

collaborative settings.

The major facilities in the Learning Commons include:

>

Y

YV V V V V VYV V

1. Multimedia Stations

Learning Laboratory
with 25 PC Workstations

2 Multi-purpose Discussion
Rooms

4 Multimedia Stations
Leisure Reading Area
AV Collection
Magazine Corner

TV Corner
Photocopier

1 Multi-Purpose Presentation
Room (5/F)

Listening and viewing facilities for library audio-visual materials are
available in the Learning Commons. Please register at 6/F service

counter for remote control.

31



2. Learning Laboratory / Discussion Rooms / Presentation
Room

The Learning Commons has 1
Learning Laboratory, 2 discussion
rooms and 1 presentation room.
The 3 rooms are available for
library patrons for group study or
group meeting. Please access
http://www.hksyu.edu.hk/lib/lc/ to
view the room booking status
before you register at 6/F service
counter.

The Learning Laboratory includes around 25 individual study carrels
equiped with multimedia computers for private learning. Please note
that booking is necessary and limites to staff only.

D. Teaching Reference

The Special Collections Area on 3/F
has a small corner that collects
Teacher Reference materials.
Facilities such as computers and
scanners are provided for teaching
staff only.
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E. IT Facilities
1. Wireless LAN

Hong Kong Shue Yan University Library is please to
offer wireless Internet access to patrons with
wireless-enabled devices. Patrons can access the
Internet with their notebooks on G/F and 2/F-6/F of
the library. The networks support both 802.11b/g/n
Wi-Fi devices. For the details, please refer to Wireless LAN Area link:
http://0-www.hksyu.edu.hk.lib.hksyu.edu.hk/pdf/wireless.htm

2. PC Workstations

There are over 81 workstations
with printing function on 2/F to
6/F that offer free access to the
internet, online databases and
library catalogue. Library users
can also make use of Microsoft
Office to create Word, Excel
and PowerPoint documents.
Data analysis and accounting
softwares such as SPSS, DacEasy, MYOB are installed in
workstations. The printing guidelines are available near the
photocopying / printing machine.

For details, please refer to “Frequently Asked Questions”:
http://www.hksyu.edu.hk/lib/fag/index.php
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3. Photocopying / Printing / Scanning

Card-inserting photocopiers or printers are located at 2/F-6/F, you
can pay by either Smart Card or Octopus.

Photocopying Printing Scanning
BW Color BW Color
2F | v v v v
3F | v v v v
aF | v v v v
5/F V v
6F | J V v v

Smart Card is available at 2/F information counter.
The face value of each copy-card is HK$20.00,
HK$40.00 or HK$80.00, plus HK$20.00 deposit
which is refundable.

scanni
may

Please note that copying and

ng of materials in any formats
be illegal without the

permission of the copyright owner.

Charging unit of photocopying and printing is as below:

Smart Card A4 @2/F-6/F A3 @2/F-4/F, 6/F
Black & White $0.4 $0.8

Colour $2.0 $4.0

Scanning Free of charge
Octopus A4 @2/F-6/F A3 @2/F-4/F, 6/F
Black & White $0.5 $1.0

Colour $2.0 $4.0

Scanning Free of charge
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F. Noise Level Controlled Areas in the Library

Three areas are designed in the Library to suit different needs of
users:

<~ Quiet reading area: 2-4/F of the library (except discussion area
on 2/F) for self-studying;

< Low-voice discussion area: 2/F discussion area, 5/F and 6/F
of the library for group discussion;

< Stairwell area: for talking on mobile phones in a low voice.

G. Study Facilities
1. Study Carrels

Library has provided some individual study carrels for private study.
They are located at 2/F and 4/F.
2. Discussion Areas

The discussion areas are located at 2/F, 5/F and 6/F of the library.
They are separate areas providing large tables for group discussion.

There are also two multi-purpose discussion rooms located at 6/F
Learnning Commons, and 1 presentation room at 5/F. Please refer to
page 32 Learning Laboratory / Discussion Rooms / Presentation
Room for details.

H. Others

Drinking Fountains

Six drinking fountains are installed on G/F and 2/F-6/F.
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Liaison Librarians

In order to enhance the communication between departmental staff
and Library, individual Assistant Librarian is responsible for the
liaison with the Departments. Departments have any suggestions /
recommendations on library services, policies or collection
development, they can contact their Liaison Librarians directly.

Department

Dept. of Accounting Mr. Alexander Wong
Dept. of Business Administration Ms. Lyn Lam

Dept. of Chinese Language & Literature Mr. Matthew Cheung
Dept. of Counselling & Psychology Mr. Nelson Ho

Dept. of Economics & Finance Ms. Lyn Lam

Dept. of English Language & Literature Mr. Nelson Ho

Dept. of History Ms. Rain Chung
Dept. of Journalism & Communication Ms. Sarah Chow
Dept. of Law & Business Mr. Matthew Cheung
Dept. of Social Work Ms. Rain Chung
Dept. of Sociology Ms. Sarah Chow
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Library Staff Directory

University Librarian
Mr. Lee Wai Lun, Desmond
Email: dessyc @hksyu.edu.hk

Acquisitions
Mr. Ho Chi Wan, Nelson
Email: libnel @hksyu.edu.hk

Cataloguing
Mr. Cheung Man Hon, Matthew
Email: libmat@hksyu.edu.hk

Circulation and Information Services
Ms. Chung Yue Ching, Rain
Email: libchung@hksyu.edu.hk

Multimedia & Digital Resources
Ms. Chow Yuet Yu, Sarah
Email: libchow @hksyu.edu.hk

Mr. Wong Siu On, Alexander
Email: libwong @hksyu.edu.hk

Serials
Ms. Lam Yuk Ling, Lyn
Email: liblyn @hksyu.edu.hk

Systems
Mr. Paul Chui
Email: libpaul @hksyu.edu.hk

Telephone
2806-5116

2806-7318
2806-7320
2806-5112

2806-7323

2806-7321

2806-7319

- 2806-7321
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Library Regulations / Users’ Code
of Conduct

@ N

© © N oA

16.
17.
18.
19.
20.

21.
22.

23.
24.
25.

Admission to the use of the University Library is conditional upon the observance of these regulations made by
or with the authority of the Library Committee. Anyone who is believed to violate the library regulations, disturb
readers or mutilate the library materials may be excluded from the library and all privileges of using the library
services may be suspended. All users of the Library are presumed to know its regulations and rules before using
the Library services and facilities.

All members of the Library staff are empowered to enforce Library regulations.

All readers using the library must produce their valid Library membership card before entering the Library
building.

The librarian has discretion to restrict certain categories of material held by the Library from being borrowed.
Food and drinks cannot be consumed in library except water in closed bottles.

Smoking is not permitted in the library.

No games of any form are allowed in the library.

No wet umbrellas or raincoats may be brought into the library.

Reproduction or duplication of audio visual materials or computer software without permission from the
copyright owner is strictly prohibited.

Photocopying of library materials should be made in compliance with the Copyright Ordinance. Library users are
fully responsible for any legal consequences arising from infringement of applicable copyright laws.

Please keep quiet in the Library. If you have group project work to do, please use the discussion areas/rooms in
the library.

Readers must not change the disposition of any Library furniture or equipment without the permission of the
library staff.

Please report lost books or damaged Library facilities to Library staff.

Please keep your valuables with you at all times. The Library assumes no responsibility for personal belongings
left in the Library.

Do not take out any library items which have not been properly checked out at the Circulation Counter or other
Information Counters. If readers found leaving the Library with materials that have not been properly checked
out and intentional violation is proved, a report will be submitted to the Student Disciplinary Committee for
necessary disciplinary action.

Please return all loaned materials upon graduation, withdrawal or cessation of employment from the University.
Please treat Library staff and fellow users with respect and courtesy.

Do not reserve or hide the Library materials intentionally so that other readers cannot use or find the materials.
Please take good care of all the Library materials, as users are responsible for their checked out items.

Do not use your belongings, textbooks or notebooks to occupy a reading seat. Items left unattended on desk
more than half an hour will be cleared away.

Lockers are provided at the 2/F entrance.

Readers are not permitted to use any apparatus production of disruptive sound. Mobile phones, pagers or the
apparatus must be set to silent mode in the Library. A public telephone is located near the Library entrance on
ground floor. Photograph or video shooting in the library should be applied beforehand.

Notices must not be displayed or distributed by readers in any part of the Library.

Please do not sleep in the library.

Users may be referred to the University Authority if they are found guilty of infringement of the Library
regulations.
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Breach of the Library regulations may lead to the
following disciplinary actions:

First offence

Name recorded by Library

Second offence

All library privileges™ suspended for 2 _weeks
with immediate effect

Third offence

All library privileges* suspended for 1_month
with immediate effect

Fourth offence or above

All library privileges* suspended for 2 months
with immediate effect for each offence
thereafter

*including access and borrowing privileges

If a library user is found offending the library regulations repeatedly,
in addition to the disciplinary action listed for the cases, the Librarian
shall have discretion to suspend the library privileges of the user for
more than two months. For HKSYU students, the cases may also

be referred to the Student Disciplinary Committee for further action.
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Improper acts and Penalties

Incident 1

Improper Acts \ Disciplinary action \

(a) A HKSYU library user found leaving [\(i) Name will be recorded by the

the library exit with uncharged library.

library material(s), either in hand or ||(ii) Verbal warning to be given to the
in a bag, for the first time within an offender(s) by the professional
academic year; or staff member.

(b) Lending/borrowing of Library Card
between two library users for
gaining access to the Library and/or
borrowing library material(s) for the
first time within an academic year.

Incident 2

Improper Acts \ Disciplinary action

(@) A HKSYU library user found |{(i) Name will be recorded by library

committing Incident 1 improper acts staff.

within an academic; or (i) Suspension of all library
(o) A HKSYU library user found privileges for one month.

mutilating library material(s) at any ||(iii) Library user is required to pay for

time. the damaged materials.

(iv) A warning letter will be issued to
the offender(s), and for HKSYU
students, the warning letter will
be copied to:

1. Registry
2. Dean of OSA

Incident 3

Improper Acts \ Disciplinary action \
A HKSYU library user found committing |(i) Librarian shall have discretion to

Incident 2 improper acts within an suspend all library privileges of

academic year. the user for a period of 3 months
or longer, depending on the
seriousness of the offences. For
student, the case may also be
referred to the Student
Disciplinary Committee for further
action.

(i) Library user is required to pay for
the damaged materials.
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Classification Schemes

Users should understand the classification scheme in order to search
a particular item in the library. Users should first check the item on
our Online Catalogue before locating the library materials.

A. English Materials

English materials are classified and shelved according to Dewey Decimal
Classification. Below is a general DDC Classification Scheme:

000 Computer science, information & general works

000 Computer science, knowledge & systems
010 Bibliographies
020 Library & information sciences

030 Encyclopedias & books of facts
040 [Unassigned]

050 Magazines, journals & serials

060 Associations, organizations & museums
070 News media, journalism & publishing
080 Quotations

090 Manuscripts & rare books

100  Philosophy & psychology
100 Philosophy
110 Metaphysics
120 Epistemology
130 Parapsychology & occultism
140 Philosophical schools of thought
150 Psychology
160 Philosophical logic
170 Ethics
180 Ancient, medieval & eastern philosophy
190 Modern western philosophy

200  Religion
200 Religion
210 Philosophy & theory of religion
220 The Bible
230 Christianity

240 Christian practice & observance

250 Christian pastoral practice & religious orders
260 Christian organization, social work & worship
270 History of Christianity

280 Christian denominations

290 Other religions

300 Social sciences

300 Social sciences, sociology & anthropology
310 Statistics

320 Political science

330 Economics

340 Law

350 Public administration & military science

360 Social problems & social services

370 Education

380 Commerce, communications & transportation
390 Customs, etiquette & folklore
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400

500

600

700

800

900

Language

400 Language

410 Linguistics

420 English & Old English Languages
430 German & related languages

440 French & related languages

450 Italian, Romanian & related languages
460 Spanish, Portuguese, Galician

470 Latin & Italic languages

480 Classical & modern Greek languages
490 Other languages

Science

500 Science

510 Mathematics

520 Astronomy

530 Physics

540 Chemistry

550 Earth sciences & geology

560 Fossils & prehistoric life

570 Biology

580 Plants (Botany)

590 Animals (Zoology)

Technology

600 Technology

610 Medicine & health

620 Engineering

630 Agriculture

640 Home & family management

650 Management & public relations

660 Chemical engineering

670 Manufacturing

680 Manufacture for specific uses

690 Construction of buildings

Arts and recreation

700 Arts

710 Area planning & landscape architecture
720 Architecture

730 Sculpture, ceramics & metalwork
740 Graphic arts & decorative arts

750 Painting

760 Printmaking & prints

770 Photography, computer art, film, video
780 Music

790 Sports, games & entertainment
Literature

800 Literature, rhetoric & criticism

810 American literature in English

820 English & Old English literatures
830 German & related literatures

840 French & related literatures

850 Italian, Romanian & related literatures
860 Spanish, Portuguese, Galician literatures
870 Latin & Italic literatures

880 Classical & modern Greek literatures
890 Other literatures

History & geography

900 History

910 Geography & travel

920 Biography & genealogy

930 History of ancient world (to ca. 499)
940 History of Europe

950 History of Asia

960 History of Africa

970 History of North America

980 History of South America

990 History of other areas
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B. Chinese Materials

Chinese materials are classified and shelved according to the New
Classification Scheme for Chinese Libraries ( # x B Z ##5.#). The Outline
of the Classification Tables is as below:

4L

000 e

010 H #5758 5 SUge

020 S e

030 Bl

040 WEES | WEE RS
050 AR AT

060 WABEHL 5 W

070 Wi

080 W

&

090 ez
HEH

100 p

110

120

130

140

150

160

170

180

190

B

200 SRR
210 TR
220 [

230 bk

240 %
250 FPUTIRI
260 MR
270 HA=RE
280 TR

290 i s 25
RS

300 R
310 Wz

320 R
330 i
340

(=
350 HERTLER © MR
360 AP
370 P
380 Lkt d
390 N

FEFIR R
400 JE

410
420
430
440
450
460
470
480
490
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HENEE

500 [ARTERE oy

510 izt
520 BE
530 Ay
540 e
550 &
560 AL
570 BUA
580 AR
590 HE
SEH
600

g

610

620

630

640

650

R
670 I A
680 el EUb R Lk
690 RIS

RS
710 S5 3
720 i

730
740
750
760
770
780
790

820
830 o SRR A
840 R SO A
850 e A SR
860 AR

870 FEESCER

880 HAth R SR
890 i

i
900 i
910
920
930
940
950
960
970
980 3

990 R R ARRLES)
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Writing Research Papers

A. Reference tools:

The skill of using reference tools is very important in university study.
Users are highly recommended to acquire certain library skills and
reference tools knowledge. Some basic reference tools grouped in
special functions include:

Almanacs
Atlas
Dictionaries
Directories
Encyclopedia
Yearbooks

R R R

B. Useful resources about writing research papers:

1. Form & style: research papers, reports, theses / Carole Slade,
Robert Perrin. (2008)

2. Succeeding with your master's dissertation: a step-by-step
handbook / John Biggam. (2008)

3. How to write an assignment: proven techniques from a chief
examiner that really get results / Pauline Smith. (2009)

4. Writing essays for dummies / by Mary Page, Carrie Winstanley.
(2009)

5. Academic writing: a handbook for international students / by
Stephen Bailey. (2011)

6. Writing with style: APA style made easy / Lenore T.
Szuchman. (2011)
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C. Plagiarism

Plagiarism is an act of stealing others’ originality

that is a serious ‘crime’ in academic field. It may

lead to disqualification or penalty on your research

work or degree attainment. Students are

recommended to join the library workshop of

“Plagiarism and citing resources for research”.

Please note that the University has subscribed to “VeriGuide” system
for checking citing sources.
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Library Material Locations

Materials

| OPAC |

Location

Checkout

Example
940.5421421 FOR

Monographs 4/F & 5/F, Yes 2004
(English) English Book D-Day 1944 : Sword
Beach and the ...
Monographs 2/F, 5/F & 6/F, Yes 731.272 711 1994
(Chinese) Chinese Book B a4 « HAR...
. . 4/F & 5/F, Yes 0 299.56113 PIG
Oversize (English) | O Oversized Book Japanese mythology
Yes
L 300.81 709 1985
. . 2/F & 6/F Books at 6/F .
Oversize (Chinese)| L Oversized Book ( I?;)B SL?SE AR TER T
ONLY) L
3/F'& §/F, LIB USE ONLY P 3613 BISW
Serials b/ Periodicals o British Journal of
RP (current & bound | THREE DAYS Social Work
issues) LOAN octal Yvor
Law A/F & 5/F. L 346.42020264
L . BEA 1995
Monographs Law Library Yes
. 340-349 - Contract : case and
(English) (English book) materials
Law 4/F
Monographs ;Lb_ 539 Law Library Yes %;28[2;508
(Chinese) (Chinese book) ERie
4/F & 6/F,
Law Serials LP Law Library LIB USE I]:ij A(‘)O(e)u?t ];?R
(current & bound ONLY aw Juarterly
. Review
journals)
RL 346.2048
Law RL 4/F & 5/F, LIB USE PEN 2006
Reference Law Library ONLY Intellectual Property
Rights : HKSAR ...
CCB PKU 346.048
Law theses cC/ 4/F, LIB USE LI
CCB Law Library ONLY S E I A BRI E
RERIRAD
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Materials | OPAC | Location Checkout Example |
Reference : general R glrlj igizsﬁ/F’ LIB USE R 951.25 HON
(English) Reference ONLY Hong Kong 2006
Reference : 4/F & 5/F, RD 658.8003 DOY
dic tionarie;‘. RD English LIB USE 2011
(English) Dictionary ONLY A Dictionary of

& Reference Marketing
Reference : 4/F & 5/F, RE 361.303 ENC
encvclone (iia RE English LIB USE 2011
(Enylislg Encyclopedia ONLY Encyclopedia of

g Reference Social Work

2/F, Chinese LIB USE
Reference R Reference ; ONLY or R 802.3 1004 2008
(Chinese) Wanchai NOT BAST S sa] Bl
Campus CIRCULATED
337 APP 1998
3 Days loan G/F & 4/F, THREE DAYS |International
(English) English Books LOAN economics: trade
theory and policy
3 Days loan G/F & 2/F, THREE DAYS |121.261 1307 2000
(Chinese) Chinese Books LOAN HEE
791.4395125 TEO
Hong Kong cinema :
the extra dimension
3/F, LIB USE ONLY
Reserve Collection ggﬁiﬁiﬁ?gve and i(;cl'(l;}; STAFF
(3 hours loan) 6/F. LC, Course | [HREE HOURS |1 ppn gy
Reserves LOAN
AVC 791.43 YAN
ASK 6/F STAFF
HRAS$0
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Materials | OPAC | Location Checkout Example
HK.LC 328.5125
LEG(C) 1996-97
NS 1996 974
Special Collections LIB USE ONLY [£/F#t
(Annual reports 3/F & 6/F, and .CHK 306.736 HUN
> i ! H PA=EX
Research reports, gp?{: ial THREE HOURS Z@/}?I\ PR AR
Theses) ollections LOAN =t .
.CUHK 380.1 KEO
ASK 2/F STAFF
Launching a new
American...
Teaching 3/F. SC, FOR ;&202.58025 816
references TR Teaching TEACHERS SRR
Reference ONLY B
658.15076
ACCA/AFL
. 5/F, ACCA lynchpin. Part
ACCA items ACCA Materials Yes 3, paper 3.7,
Strategic financial
management
CD-ROMs, Audio 6/F. LC, AVC 307.105 HKRC
CDs, Video CDs AVC CD/CD-ROM, Yes Regional Council
and Floppy disks AVC Annual Report ...
DVDs, 6/F. LC, AVD 791.43 PRI
DVD-ROM:s AVD Ihvp AvD Yes Pride & prejudice
LIB USE ONLY
6/F. LC, AVR 423 WOR
Reference AV AVR Reference AV and Wordpower
materials " | THREE HOURS |, 0. P
AVR dictionary
LOAN
Audiocassettes AVS 6/F. LC, Sound % AVS 121.8 SI
Recording, AVS es BAEE
Videocassettes 6/F, LC, AVYV 658.406 DEA
AVV Videocassette, Yes Dealing with crisis
AVV and ...
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Materials | OPAC | Location Checkout Example |
G/F, Counter
CD-ROMs, AVC  |cp/icDrOM 11793
Floppy disks Yes ASK G/F STAFF
© (VCD, AUDIO -
CD.) {8
01298
Audiocassettes AVS G/F, Counter . ASK G/F STAFF
Sound Recording, Yes e .
© AVS(C) Building skills for
the TOEFL test
08617
Videocassettes | Avy  |O/F Counter ASK G/F STAFF
Videocassette, Yes
C) AVV(C) Student workbook
and video for the art
LIB USE
]ﬂzgf;iggemts MC Eﬁgﬁgée ONLY and  |495.183 SHANG
=N
Learning, MC THREE HOURS |/ &% 384
LOAN
LIB USE
6/F. LC, Kits, AVK 362.29 DANG
Kit sets AVK  |AVK ONLY and _ffolder
THREE HOURS |& 4 dni FAEan#
LOAN ME
LIB USE LTV 306.095125
Local TV LTV 6/F, LC, Local ONLY and |WEN 2006/03/05-19
Programme TV Prog., LTV | THREE HOURS |¥i - K fLLIBT ¥
LOAN =
2/F (Counter S5282 708
Sewn Books S Request) LIB USE ONLY LS AR i &
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Library Floor Plans
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2/F

3/F
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5/F

6/F
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