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Kang Chiao International School
Library Regulations for Students
-~ @I AE€n.¥) Z_: Precautions/ Notice for Personal Use of the Library
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Children are welcome to read or borrow books with a library card during
recess(AM8:00~PM17:00).
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Before entering the library, children must carefully read the library regulations and abide
by them.
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If you have any questions about library procedures, please feel free to ask the librarian
for assistance.
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Before you leave the library, please remember to organize your desktop and put your
chair back. Please put books and the place-holders back in place.
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Students who wish to use the library during class and/ or lunch breaks and who are not
accompanied by a teacher, should present a "Library Pass" with your teacher's signature
before coming to the library.
(= )FLB & AL : Class or clubs using the Library:
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All students must agree to abide by the rules of the library.
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If you are unfamiliar with the way the library files are arranged, you can use the

place-holder to help you remember the original location of the book. When you finish
reading, please put the book back in place, and retrieve the place-holder.
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The instructor is responsible for class conduct and to ensure that other children in the
library are not bothered. If any class has children with numerous transgressions, the

library will suspend that class’ library privileges for a week.
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Each child has his or her own student ID card. Children going to the library must
remember to bring their student ID card, or they cannot borrow books.
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Using someone else's student card to borrow books or using your own student card to
help others borrow books are violations of library regulations. Transgressors will lose the

right to borrow books for 30 days.
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The librarian will note the due date in the book you borrowed, reminding you of the date you
should return the book.
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Overdue for 1 day

Chinese and English Total 4 14 days for

books Including (2 Chinese Book each

non-current periodicals and 2 English renewal

suspended for 1
Book)

day
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Please return the books to the library in person.
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If you have not finished your book, you can bring it to the library 3 days before the expiration
date. You can renew the book for another 14 days, or you can renew the books yourself on
the library website. However, if the book you borrowed has been reserved, you must return it
on time and can't renew it. After completing the renewal process, please remember to note
the new expiration date, and remind yourself to return the book on time.
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If you want to borrow a book that has been borrowed by others, you can take your student
card to the counter to reserve the book, or you can make a reservation on the library page.
You can reserve up to 3 books. When the book is returned, the library will send you an
"appointment notice". After you receive the notice, please bring your library card and the
notice to the library counter to claim the book. The library will only keep the books for 3 days
for you. If you do not take these books within 3 days, your reservation will lapse.
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You should always pay attention to the expiration date of the book. You must renew or return
the book in advance or on time or you will be fined.
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The first time: The library will E-mail the "students overdue book list" to the homeroom
teacher every two weeks.
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The third time: The library will send the "long-term late notice" to the parents for 30 or
more days overdue.
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If you have borrowed books that have been overdue for 1 day, your borrowing privileges
will be suspended for 1 day; if you're overdue 2 days, you will be suspended for 2 days;

and so on.
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Login ID: your student number

Password: your ID number
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If you accidentally tear, damage, or lose a book, you must inform the librarian first, so you
can avoid affecting your own and others’ right to borrow books.
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If you do not report to the library, the computer will continue recording and accumulating
the number of days that you have been suspended for being overdue. In the end you will
not only have to pay for the books, but you will also be punished by not being able to
borrow books for a long time.
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If your book is overdue for more than 30 days, the library will send you a copy of "the
long-term overdue notification form" and ask the teacher to remind you to take this notice
home. At this time your parents must assist you in finding the books, and the library will

ask your parents to compensate the library for the value of the book.
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If your book is overdue for more than 30 days or declared lost for 60 days without
providing compensation, you will lose the right to borrow books until all transgressions
have been resolved.
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If you lose a book, please buy the same book and give it to the library or compensate the
library at the original price of this book. You will also need to pay an additional
processing fee and NT $ 100 for shipping.
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Later if the bool'< is found in the library the compensation will be returned to you; either

the book you bought or the money you paid.
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