PUPIL GUIDE TO ST PIUS X COLLEGE LIBRARY
Purpose of Guide

It is to help you get the most out of your library.

It should help with your studies and your interests.

Please ask the librarian if you have any questions, which are not answered here.

Borrowing Books
Take the book or books to the librarian’s desk.

The librarian will record your borrowing.

The book should be returned within 2 weeks.

It is your responsibility to return (or renew) the book by the proper date.

Returning Books
Place the books in the, “Returns Box”, on the librarian’s desk.
If your book is overdue when you return it you may be asked to pay a fine.

Enquiry
Pupils have access to the, “ALICE”, Enquiry system.

Type the name, title or surname of the book you are looking for.

The computer will give you a number of choices; you then make your selection.

Reservation
You may reserve a book, which is on loan.

Give the librarian the title of the book.
It is helpful if you make a note of the barcode form the enquiry screen.

When the book has been returned you will be informed.

Restrictions
You may borrow 2 books for a period of 2 weeks.

Some books may have a borrowing period of 1 week or less, you will be informed of this when your book is being checked out.

An overdue notice will be sent to you if you do not return a book on time.

Overdue notices should be acted on immediately.

Lost or damaged books must be replaced by the borrower.  It is your responsibility to look after the books in your care.
Reference books and magazines may not be borrowed from the library.
Fiction
Fiction is arranged on the left hand wall of the library.

It is arranged in alphabetical order according to the author’s surname.

Non-fiction 
Non-fiction or fact books begin after the fiction section and continue around the library in a clockwise direction.

Non-fiction contains books of use in preparation for coursework or assignments and also books of interest eg. Sport, animals, music, etc.

Non-fiction is filed using the Dewey Decimal System.

Non-fiction starts at 001 and ends at 994.

When you locate a book on the computer you will notice a Dewey number this will help you find it in the library.

Internet
Pupils will have supervised access to the internet in the library.

The internet is to be used for research purposes only, as an aid to study.
Printouts are available.

Access
The library is open from 8.30a.m to 4.00pm daily.

Break-time and lunchtime access will be restricted to different year groups.

Passes are required for access at these times. (Available from form teachers and Mrs Kelly)

It is advisable for teachers to block book the library at the beginning of term.

Rules
There are restrictions on the amount of books you may borrow.

All books must be marked out through the computer system.

You can renew a book provided there are no reservations on it.

Books removed from the shelves must never be replaced instead they must be left on the librarians’ desk.

A level of quietness must be maintained while in the library, respect for other users.

You must never bring food or drinks into the library

Ways you can help
Follow the above guidelines to ensure the smooth running of your school library.

Be honest – if a book is lost or damaged, do not be afraid to tell the truth.

If you return a damaged book – please point this out when you return it – the library has special equipment for book repairs.

Everyone who enters the library is treated with respect and we expect the same in return. 
As we only have a limited number of computers please be thoughtful and patient and let others get their turn.
If you need any help retrieving information please do not hesitate to ask library staff, if we do not stock it, we could perhaps order it for you.

Remember we are here to help you!!!
Mrs P KELLY (Teacher/Librarian)
