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LIBRARY TEACHERS
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吳方瀠老師 康崇旗組長 章瓊方老師

Debby Wu Joanna Chang Gustavo Kang
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Location

7th Floor Open Hours

Mon. - Thu. 
8:25AM - 18:05PM

ABOUT THE LIBRARY

Fri.   
8:25AM - 16:35PM

(16:45 - 18:05 apply in advance)



AGENDA
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Floor Plans

Library Collection

Library Rules

Classification System



FLOOR PLANS
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In Addition..

The library welcomes you to 

chat about books with its 

librarians.

Floor Plans

COUNTER & OFFICE AREA

Services

✓ Borrow, return and renew

✓ Q&A

✓ Library inquiries



✓ are classified and shelved 
according to the “New 
Classification Scheme for 
Chinese Libraries”.

✓ can be divided into two 
main types: 
- Non-fiction 
- Fiction

CHINESE BOOKS AREA

Floor Plans

Chinese Books… 



✓ are classified and shelved 
according to the “Dewey 
Decimal Classification”.

✓ can be divided in to three 
main types: 
- Non Fiction
- Fiction
- Series Fiction

ENGLISH BOOKS AREA

Floor Plans

English Books… 



What is a Journal:
✓ which published regularly on a 

certain subject.

✓ available in languages of 
Chinese, English and Japanese.

✓ current issues cannot be 
borrowed.

✓ back issues are borrowable.

JOURNALS (MAGAZINES)

Floor Plans



✓ Different kinds of portable videos.

✓ All the DVDs are listed on the library 
webpage.

✓ Borrow on Fridays, return on Mondays. 

✓ Up to 2 DVDs per person.

DVDS

Floor Plans



✓ Special collections

✓ Update anytime

COMICS

Reminder…

Library use only!

Floor Plans



✓ including Chinese & 

English books.

✓ will update anytime.

✓ can be borrowed.

NEW ARRIVALS 

Floor Plans



✓ Library Instruction course

✓ Student Project course

✓ Online Database course

✓ MAP Test

COMPUTER LAB

Floor Plans



✓ Quiet reading area in 

the library

✓ Area for reading lessons

✓ Back Issues

✓ Language Learning 

books

QUITE READING AREA

Floor Plans



✓ Area for students  to 

discuss or join classes

✓ Library Instruction course

DISCUSSION ROOM

Floor Plans
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Floor Plans

Library Collection

Library Rules

Classification System
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Books Journals Online 
Resources

DVDs

LIBRARY COLLECTIONS

Library Collection



E-RESOURCES
E-Books E-Journals Data BaseE-News Papers

Library Collection
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Floor Plans

Library Collection

Library Rules

Classification System



LIBRARY ETIQUETTE TIPS

Keep your voice down

No food and drinks

Take care of the books

Do not mark on books

Let's make our library a great place for everyone



Student ID card required

Up to 6 items per person

The loan period is 14 days 

BORROWING POLICY



BORROWING POLICY

Student ID card is required.

Students can borrow 6 books.

The loan period is 14 days. 

Up to 6 items
Books、Journals、 DVDs

Borrow DVDs on Fridays and 
return on Mondays 



RENEW 、RESERVE
Library Counter Online

Library Instruction



MY ACCOUNT

員編

The password is your ID 
number. Do not modify.

Student ID



個人書房-借閱查詢,續借,取消預約

認識圖書館使用規則



2. Click to renew

1. Tick

Library Instruction

RENEWALS



RENEWALS

Checked out materials can be renewed online 
3 days before the due date (including due day).

Library Instruction



預約 RESERVATION

認識圖書館使用規則



圖書-預約 BOOK RESERVATION

認識圖書館使用規則



1-day suspension for each day an 

item is overdue.
Suspension period = number of items X overdue days

For example: 
Johnny borrowed two books with a due day on 10/22.

Due Date：10/22  |  Date of Return：10/24
2(books) X 2(overdue days) = 4 suspension days

Johnny may borrow his next items on 10/28.

逾期 OVERDUE

Library Instruction



認識圖書館使用規則

逾期 OVERDUE



逾期 OVERDUE

Due Date: 10/22 
Date of Return: 10/24
Borrowing Privilege Unlock: 10/28

4-day 

suspension for

2-day overdue 

with 2 items.

Library Instruction



逾期 OVERDUE



逾期 overdue



DETENTION

Overdue for 28 days 
= 1 Detention



LIBRARY USE MANNERS
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If you don’t know the item’s home, 
simply put it in the book cart or hand it 
to the library teachers.

約
定

Each item has its own home.
When you finish browsing 
the item, make sure it 
goes back home.
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Floor Plans

Library Collection

Library Rules

Classification System



All books are put in order according to 
the Library Classification.

LIBRARY CLASSIFICATION

Library Classification



CHINESE BOOKS CLASSIFICATION

Library Classification



Dewey Decimal Classification

Library Classification
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Dewey Decimal Classification

Library Classification
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920    
Classification 
number

PAD    
The first three 
letters of the 
author’s last name

Call Number of English Books

CALL NUMBER

Non-Fiction

Library Classification



Call Number of Fiction Books

FIC
SMA  The first three 

letters of the author’s 
last name

S635 Cutter Number  

Fiction

SF
HAR   The first three 

letters of the Series’s name

H323  Cutter Number 

V.1

Series 
Fiction

Library Classification
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1
LIBRARY 
WEBPAC

2

CALL 
NUMBER

3

BOOKSHELF

HOW TO FIND BOOKS

Library Classification



圖書館查詢系統



WEBPAC
Title→the name of a book 

Author→the writer of a book

Subject→what the book is about

Series→such as “Harry Potter” 

ISBN→International Standard 
Book Number

How to find books









ENGLISH COLLECTION STACKS

FICTION SERIES FICTIONNON-FICTION

書架
走走

Non fiction books 
are arranged by 

subject.

Fiction books are 
arranged by the 

author’s last name.

Series fiction 
books are arranged 
by the series’ titles.



英文書庫區

單本小說 系列小說非小說

書架
走走



HOW TO FIND THE BOOKS
Left to Right (In alphabetical or numbers order)

Library books are arranged from top to bottom 
on a shelf and move from left to right. 

Top to 
Bottom 



010
8476

019
8321

020
833

020
8543

Rules for placing Chinese books

1. Classification Num. in sequence 

2. Author Num. 
in number order.



300
BAR

305
YER

320
BLA

320
BLE

1. Classification Num. in sequence 

2. Author Num. in 
ABC order.

Rules for placing Non-Fiction books



FIC
ALE
A595

FIC
AND
B486

FIC
BRA
C485

FIC
BRA
D485

1. In ABC order.

2.If first two lines match, 
check the third line.

RULES FOR PLACING 
FICTION BOOKS



FIC
ALE
B595

3

FIC
AND
B486

5

FIC
BRA
C485

1

FIC
BRA
D485

4

Quiz

FIC
GAL
G162

2



Welcome To Your Library
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THANKS FOR LISTENING

"I do believe 

something very 

magical can happen 

when you read a good 

book." 

- J.K. Rowling…… 


