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*CATEGORIES STAFF STUDENTS
Items | Petiods | Renewal| Fines | Items | Perfods | Renewal | Fines
Duota Duota

BOOKS 20 1 month 1 $1.5per| 15 |2weeks |2 weeks| $1.5

month | day per

day

RESERVES 5 2hours | N/A | $2.0 3 Thour | N/A | $2,0

per per

hour hour

SERIALS Request | Request| N/A | N/A | N/A N/A N/A | N/A

REFERENCES | Request |Request| N/A | N/A | N/A N/A N/A | N/A

**CD-ROMs 6 2 weeks | N/A $2.0 4 1week | N/A | $2.0

VCDs, DVDs, to1 per day to 2 pet

VIDEOTAPES, month weeks day
CASSETTES.

HKU EXTERNAL 1 2 weeks | N/A $5.0 | 1(Year | 3days | N/A | $5.0

READER CARDS per day| 34 & per

Postgra- day

duate)

*  Please note that each category’s item loaned is counted as a loan item
in user’s circulation record.

** Different loan periods are depended on different categories. Please refer
to the audio-visual borrowing policies at the 3 floor counter.

C. Reference / Reserve / Serials Collections

All reference items including reference books, reserve materials, ACCA past
examination papers (up to Dec. 2003), professional society papers (AIA,
HKSA, CIMA), and bound/unbound periodicals are non-circulating. They
are for use in the library only.

Reserve collection covers collections of books, articles, ACCA past exam.
papers, supplementary reading materials recommended by the academic
staff. Some textbooks or materials which are in very high demand will also be
put to reserve collection. The loan period is ONE hour and users have to
request at the 2™ floor counter.
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H. Audio Visual Services in Media Centre

Listening and viewing facilities for library audio-visual materials are
available in the Media Centre on 3" floor. Please contact 3" floor counter for
a booking. Please note that items in Media Centre can be used only in the
centre. Most of these items cannot be borrowed out from the centre.

L. Library Online Catalogue (opac)

A replacement for the old library’s system will begin around November 2004
that users may encounter difficulties in using the new system. Users are
encouraged to ask library staff for a demonstration. After the installation and
implementation of the new system is completed, users can search for items in
the library collections and check details of items you have on loan. Remote
access to the library catalogue can be available.

J. Library Instructions

Library will organize orientation programmes for new faculty and students at
the beginning of each academic year. Some specific information skills in
using electronic databases will be arranged during the first semester. Drop-
in instruction for individual or group is welcome, please contact 3" floor
counter for enrollment.

K. Other Services
L. Photocoping

There are card-inserting photocopiers on 2" to 4" floors. Payment for all
copying is made by copy-card and copying is self-help. Copy-card can be
purchased from the circulation counter. Please note that for the first time
purchase, each copy-card is valued as HK$20.00 for 50 copies of A4 paper,
plus HK$20.00 charge for the card itself that can be refundable. In addition,
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6. Interdibrary Loans, Document Delivery Setvices and External Readers® Cards

These services are provided for lecturers, postgraduate, year 3-4 students
who request the materials not acquired by the libraryv.  Library staff will
search the requested items through the inter-library OPACs of local
institutions and give a referral if the items are found. If the local searching
fails, ILL & document delivery service from the British Library 7 QCLC can be
offered.  This is a fee-based service and users can inquire at the 3rd floor
information counter. Some external readers’ cards of local university
libraries can be borrowed upon requested.

7. Library Services and Facilities for Alumni

As a graduate of the Shue Yan College, you can make access to the library
services and fucilities except borrowing.  For an application fee of
HKS$200.00 per vvo years. you are entitled fo use the library services and
facilities. To become a member of the library, please bring your graduation
certificate, two 1.5x2 inch recent photographs and the fee to the 2" floor
counter.-

8. Drinking Fountain$

Two drinking fountains are installed near the toilets on 3" floor and -l”'ﬂoor
respectively. It is the library regulation that users are not allowed {0 bring
water/drink bottles in the library.

Library Regulations / Users" Code of Conduct

A Admission to the use of the College Library is conditional upon the
observance of these regulations made by or with the authority of the
Library Committee. The Library Commitiee has power to exclude from
the Library buildings or services any person whom is believed to violate
the library regulations or harm the Library readers or materials. All
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