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1. Introduction & Objectives 

The library's goal is to provide thorough and high-quality information tools and services to support the school’s 

mission and curriculum and to assist teaching, learning needs of the community of school.  

The Objective of this Policy is to:  

i.  Set out the principles, purpose, and governance of the library rules, services and facilities provided 

to the school community. 

 

2. Policy Scope & Coverage 

This policy applies to all users of library in the school, which include current & new staff and students and other 

authorised users. 

 

3. Implementation & Compliance 

i. The library holds the responsibility for the implementation of this policy and shall take the necessary 

actions in the event of violation of this policy. 

ii. This policy is applicable to the library users and any infringement of the policy may be subjected to 

disciplinary actions and any other actions deem necessary. 

 

4. Maintenance of Policy 

i. The library is responsible for the formulation and maintenance of this policy. 
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1. GENERAL POLICY & GUIDES FOR STUDENTS/PARENTS OF SRI KDU KLANG 

 

1.1 Introduction  

The school library is located at the first floor of the building. The library is well-equipped and provides a 

conducive studying and learning environment for students. Its goal is to support the educational needs of 

students and staff. The collection also includes material of recreational interest to students. Students are 

encouraged to use the library to gain information and for leisure reading.  

 

Our Goals  

i. Provide a high-quality collection of materials. 

ii. Strengthen the children’s collection. 

iii. Provide excellent customer service. 

iv. Maintain a staff that is knowledgeable, friendly, and efficient. 

v. Improve access to library services. 

vi. Increase awareness of the library and its services in the community. 

vii. Increase outreach efforts to expand services outside of the library walls. 

viii. Provide an attractive, welcoming, and safe place for library patrons. 

ix. Increase library usage. 

x. Integrate services with technology. 

 

 

1.2 Library Hours  

The opening hours of the library throughout the year are: 

i. Mondays to Fridays: 8:00am to 5:00pm  

Closed on Saturdays, Sundays, and Public Holidays  

During school holidays/occasional holidays, the opening hours are: 

ii. Mondays to Fridays: 9:00am to 4:00pm  

Closed on Saturdays, Sundays, and Public Holidays  

This schedule may change if there is any library or school activity that requires the library to be closed. 

 

1.3 Collection  
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Library’s collection comprises books (fiction and non-fiction), magazines, audio-visual materials such as CD-

ROM, student’s reference, and eBooks platform. The library collects book and other library material in three 

languages (English, Malay, and Mandarin). The foreign language books such as Korean, Spanish, French and 

etc. are also available in the library. 

1.4 Reference & Open Shelves  

The library’s collection is divided into two (2) sections:  

I. Reference  

This section includes quick-reference books such as dictionaries, encyclopaedias, Thesaurus as well 

as books on various subjects. Textbooks and workbooks are also included in this section. 

Magazines, newspapers, and audio-visual materials cannot be checked out and must be referred within 

the library premises.  

 

II. Open-Shelves  

This covers all the fiction and non-fiction books and Genre-fication books such as graphic novels. 

Although this section is for students, teachers and staff can borrow books from these open shelves 

using their Smart Card.  

 

III. Teacher Resources 

This section includes the academic books/resources such as teacher’s guidebooks, student/learner’s 

books, workbooks, audio-visual materials and other related books to support teaching & learning for 

staff/teachers. These teacher resource books/resources cannot be checked out by students and must 

be referred within the library premises. 

 

 

1.5. Library Loaning Procedures  

1.5.1. Borrowing 

1.5.1.1 All students of Sri KDU International School (Klang) are automatically members of the school library. 

1.5.1.2 All new/current students are required to register at the Circulation Counter before borrowing any books. 

1.5.1.3 Students are allowed to borrow four (4) books for the duration of one (1) week with the option of 

renewal if the book has not been requested by another student. Students must present their student ID to 

borrow.  

1.5.1.4 To check out a book, go to the Circulation Counter with the book and Smart Card. The library staff will 

check the books out to you. The due date is the last date stamped on the date due slip.  

1.5.1.6 Students are responsible for any books checked out on their Smart Cards. Books are not permitted to 

be left in the classroom, at the cafeteria and etc. Please do not check out books for others.  
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1.5.1.7 The Librarian has the discretion to limit the student’s ability to borrow books from the library on the 

grounds of late return or the fact that prior borrowings have not been returned in good condition.  

 

 

1.5.2. Returns/Renewals  

1.5.2.1 Books must be returned to the library at the Circulation Counter.  

1.5.2.2 Books may be renewed for another one (1) week after the due date if it is not on the Reserved List.  

1.5.2.3 Overdue books cannot be renewed until the fine is fully paid.  

1.5.2.4 Email reminders for overdue books will be automatically sent to students via parents’ email.  

 

1.5.3. Reservation  

1.5.3.1 Reservation can be made at the Circulation Counter by completing the Reservation form. The book will 

be kept for three (3) working days. If not collected by then, the book will be reshelved or circulated to the next 

waiting user. Reservation can also be made through Library Web OPAC.  

 

1.5.4. Reference Service and Information Request  

5.4.1 Students/staff may request for specific information search to assist them in their research. 

 

1.5.5. Library Fines  

1.5.5.1. Students are responsible for books checked out in his/her name. Therefore, care must be taken to 

ensure that the books are returned on time and in good condition. Students must pay fines for overdue books 

and the cost of damage or loss, if any. Students with unpaid fines and/or other charges (due to damaged/lost 

books) will be barred from borrowing any other books until full payment is made.  

1.5.5.2. Fines are imposed daily and are cumulative based on the number of days overdue. The overdue fine 

per day is RM 0.10 per book, excluding Sundays and Public Holidays.  

1.5.5.3. All parents of students will now receive automatic email notifications about the loans as follows:  

1.5.5.3.1 The 1st email (Review notice) will inform parents that their child’s library book(s) will soon be overdue, 

reminding them to return the book on time.  

1.5.5.3.2 The 2nd email (Overdue notice) will inform parents that their child’s library book(s) are overdue and to 

remind their child to please return them.  
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1.5.5.3.3 The 3rd email (Overdue notice) 2nd reminder – informs parents that their child’s library book(s) are 

already overdue.  

1.5.5.3.4 The 4th email (One month after due date) informs parents of the fines and price of book(s). Students 

will be charged the fine and cost of the books one month after the 4th (last) email notification. 

 

1.5.6. Lost/Damaged Books  

1.5.6.1. Books Reported Lost  

1.5.6.1.1 Students/staff must report the loss of a book(s) that includes the teacher resource books immediately. 

The calculation of the cost for lost books includes:  

• Current book price  

• Overdue fines, if any  

• Processing fees of RM10.00  

1.5.6.1.2 Students have the option of replacing the same book or equivalent, if the original edition is no longer 

available, and pay the processing charges and overdue fines, if any. Replacement copies of books shall be 

reviewed and approved by the Librarian before it is accepted. The Librarian shall determine the price of the new 

book if the lost book is out of print, or the book offered is rejected. 

 

1.5.6.2. Books Damaged/Mutilated  

1.5.6.2.1 Books are assumed to be in good condition at the time of borrowing. If a book is returned damaged 

(pages loose and/or cover removed), the student/staff shall be charged for the cost of binding the book.  

1.5.6.2.2 If a returned book has been mutilated (i.e. pages torn/cut or full of markings, pages/sections missing, 

and the overall condition being such that the book cannot be used anymore), the student/staff will bear the 

charges the same as that of a book reported lost. 

 

1.5.7. Unreturned Books  

1.5.7.1. Books not returned by students at the end of their studies at Sri KDU International School Klang will 

have the appropriate charges/fines deducted from their Deposit. Calculation of the cost shall be the same as 

that of a declared lost book. Any books damaged or lost by the student will need to be paid for by the parents.  

 

1.6. Rules & Regulations of the Library  

1.6.1. Students should be in school uniform during school hours within the library premises and students must 

present their student ID.  
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1.6.2. The library should be viewed as silent space. However, conversation and discussion for learning are 

permissible with minimised sound level. Creating excessive noise is prohibited. 

1.6.3. Eating and drinking soft drink are strictly prohibited in the library.  

1.6.4. Electronic Devices and headphones/earphones are allowed to be used in accordance with the school 

behavioural policy and must not be a disturbance to other library users.  

1.6.5. Students/staff are not allowed to remove library furniture and equipment from their original place without 

the librarian’s explicit consent.  

1.6.6. All library books and equipment should be handled with care. Books are not allowed to be left on the 

floor/table.   

1.6.7. All library books taken out of the library must be properly checked out at the library counter.  

1.6.8. Library personnel may request permission from the Principal/Vice Principal to remove library rights for a 

period of time for students/staff who have been found to have broken the library and/or School rules and 

regulations.  

 

1.7. Library Services 

1.7.1. Library services are provided for the use of students including printing, laminating services and etc. 

1.7.2 The library provides a chargeable photocopying service for students as follows: 

1.7.2.1 Printing 

RM0.10 per A4 copy for black and white printing; RM1.50 per A4 copy for colour printing. 

RM0.20 per A3 copy for black and white printing; RM3.00 per A3 copy for colour printing.  

The above charges apply regardless of whether you keep all the pages or not.  

1.7.2.2 Laminating services: 

RM2.00 per A4 size. 

RM4.00 per A3 size 

1.7.3 iPads Loaning 

1.7.3.1 Students are allowed to borrow an iPad from the library. Students must bring and show their student ID 

at the library’s circulation counter.  

1.7.3.2 An iPad must be returned to the library at the end of school’s session. It is not possible for an iPad to be 

left in the classroom and etc.  

1.7.3.3 Students will be responsible for the damage of an iPad and the loss of iPad, iPad’s cover and charger.  
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2. GENERAL POLICY & GUIDES – ACADEMIC STAFF/NON-ACADEMIC STAFF OF SRI KDU KLANG   

 

2.1 Introduction 

The school library is open to all teachers, academic staff and staff of Sri KDU Klang in general and are well-

equipped with relevant materials of recreational interest for staff too. Sri KDU Klang advocates and encourages 

continuous learning and a reading culture amongst the community. 

 

2.2 Rules & Regulations 

I. All staff must be properly attired when using the library facilities.  

II. Silence is to be observed at all times in the library unless attending an event organised in the 

library by Sri KDU Klang or otherwise. 

III. Eating and drinking soft drink are strictly prohibited in the library. 

IV. All library materials to be taken out of the library must be properly checked out at the Circulation 

Counter. 

 

2.3. Library Hours 

I. Please refer to Section 1.2.  

 

2.4. Collection 

Its collection comprises open shelf books, magazines, teacher resources books audio-visual materials such 

as DVDs/VCDs, electronic resources such as CD-ROMs & eBooks platform. The library collects book and 

other library material in three languages (English, Malay, and Mandarin). Additional collection not currently 

available in the library may be requested through a librarian via an email/teacher resources requisition form 

but subject to the approval of the respective School’s Principal.  

 

2.5. Standard of Procedures to Circulate/Loan Open Shelves & Teacher Resource Materials by 

Teachers/Academic Staff: - 

a. Borrowing (Open Shelves) 

I. All staff must register/check out their books at the Circulation Counter. 

II. Staff are allowed to borrow 4 books for a duration of 2 weeks with the option of renewal for 

another 2 weeks. 
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III. Reminders for overdue books will be automatically sent 1 day before the due date by the library 

system.  

IV. For overdue books, a fine of RM 0.10 per day will be charged. 

V. It is not permissible to exchange the loaned book(s) to other teachers. If not in use, the books 

must be returned to the library so that they are available to colleagues.   

 

b. Borrowing (Teachers’ Resources) 

I. Teachers/academic staff are allowed to borrow 50 books from the Teachers’ Resource. 

II. Books from Teachers’ Resources can be borrowed for the duration of 1 year with the option of 

renewal for another 1 year. For the purpose of stock take as required by the Auditors, the 

teacher resources must be returned before the semester break or academic year-end. 

III. Book(s) not returned are considered lost and Teachers/Academic Staff must pay for the loss of 

book(s). 

IV. The Librarian will inform the  School’s Principal about any book(s) not returned by the staff. 

V. It is not permissible to exchange the loaned teacher resource book(s) to other teachers. If not 

in use, the books must be returned right away to the library so that other teachers can check 

them out as needed.  

c. Lost/Damaged Books 

I. Staff must report the loss of book(s) immediately to the librarian. The calculation of the cost for 

lost book(s) is as follows:  

a) Current book price, and/or 

b) Overdue fines, if any 

c) Processing fee. 

 

II. Staff as well have the option of replacing the similar book and paying the overdue fines & 

processing fee.  

 

 

Summary Table - Borrowings of Books by Teachers/Academic Staff 

 

SCHOOL CATEGORY OF 
STAFF 

CATEGORY 
LIMIT 

LOAN 
PERIOD 

RENEWAL FINE 

Sri KDU International 
School (Klang) 

Teachers/Academic 
Staff 

4 Open Shelf, 2 
weeks 

1X RM0.10 per 
day * 

Teacher/Academic 
Staff 

50 T/Resource, 1 
year (to be 
returned 
before 

semester 
break or 
before 

academic 
year end, for 

Current book 
price on 

lost/damaged 
books ** 
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Note * - Fines calculated on per day basis, excluding weekend and public holidays. 

Note ** - Fines calculated based on current book price. 

 

 

 

2.6. Standard of Procedures to Circulate/Loan Open Shelves & Teacher Resource Materials by Sri KDU 

Klang Staff in General: - 

a. Borrowing (Open Shelves) 

I. All Sri KDU Klang staff who wish to borrow book(s) from the library must register at the 

Circulation Counter. 

II. Staff are allowed to borrow 4 books for a duration of 2 weeks with the option of renewal for 

another 2 weeks. 

III. Reminders via email for overdue books will be automatically sent 1 day before the due date by 

the library system. 

IV. For overdue books, a fine of RM 0.10 per day will be charged. 

V. It is not permissible to exchange the loaned book(s) to other staff. If not in use, the books must 

be returned immediately to the library so that other staff can check them out as needed.  

b. Borrowing (Teachers’ Resources) 

I. All Sri KDU Klang staff are allowed to borrow 4 books from the Teachers’ Resources. 

II. Books from Teachers’ Resources can be borrowed for a duration of 2 weeks without a renewal 

option.   

III. Staff must return all book(s) borrowed on time or otherwise may not be allowed to do so in the 

future.  

IV. Book(s) not returned are considered lost and Staff will have to pay for the loss of book(s). 

V. Librarian will inform the respective School’s Principal on book(s) not returned by Staff.  

VI. It is not permissible to exchange the loaned teacher resource book(s) to other staff. If not in 

use, the books must be returned immediately to the library so that other staff can check them 

out as needed.  

c. Lost/Damaged Books 

I. Staff must report the loss of book(s) immediately to the librarian. The calculation of the cost for 

lost book(s) is as follows:  

a) Current book price, and/or 

b) Overdue fines, if any 

c) Processing fee. 

 

the purpose of 
stock take) 
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II. Staff have the option of replacing the similar book and paying the overdue fines & processing 

fee.  

 

 

 

 

 

 

 

Summary Table - Borrowings of Books by Sri KDU Klang Staff 

 

SCHOOL CATEGORY OF 
STAFF 

CATEGORY 
LIMIT 

LOAN PERIOD RENEWAL FINE 

Sri KDU 
International 
School (Klang) 

General Staff 4 Open Shelf--2 
weeks 

1x RM0.10 per day 
* 

 4 T/Resource—2 
weeks 

Current book 
price on 

lost/damaged 
books ** 

 

 

Note * - Fines calculated on per day basis, excluding weekend and public holidays. 

Note ** - Fines calculated based on current book price. 

 

 

 

2.7. Library Services 

2.7.1. Library services are provided for the use of students/staff including printing, laminating services etc. 

2.7.2 The library equipment such as printing machine, computers, laminating machine, cutter and etc. are not 

permitted to be taken out from the library unless it is authorised by the Principal. Any borrowed equipment must 

be returned in good condition.  

2.7.3 Library users shall be held responsible for the damage of any library’s equipment. 

 

2.8. Library Reservation Schedule 

2.8.1 The library reservation schedule is prepared to provide the study space and workspace for the teachers 

and students in the school. 

2.8.2 Teachers/staff are encouraged to reserve their slot in the reservation form prepared by the library.  

2.8.3 Only one class is allowed to be in the library at one period. It is strongly advised for any teachers/staff who 

wish to use the library to check with the Librarian at least one (1) day in advance to avoid any clashes with the 

class that has already made the reservation.  
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2.9 Special Placement in the Library 

2.9.1 Teachers/staff are advised to inform the library personnel of any placement of students for special cases 

in the library. For example, students who are unable to do the swimming lesson and etc. 

2.9.2 It is strongly recommended that primary students are monitored by the primary teacher/staff during their 

stay in the library.  

2.10. Teacher Resources Ordering Procedure  

2.10.1 This policy and procedure are to ensure appropriate planning is in place for all books.  

2.10.2 Prior to the TR books purchase, the departmental discussion and book inspection (printed/online) are 

strongly advised to be done to determine the books to be used throughout the academic year.  

2.10.3 Heads of Subjects/teachers must obtain an approval from the Head of Primary/Secondary and Campus 

Principal before submitting the books request to the library.  

2.10.4 Staff should fill out the teacher resources requisition form provided by the library with complete details of 

the requested books such as title, publisher, ISBN, edition etc for physical books and any related link and 

subscription plan, if any for the online resources to ensure that library is making the correct 

purchase/subscription. 

2.10.5 The purchase of new books/subscription of online resources will take approximately 4 to 16 weeks of 

working days subject to the Principal’s approval and the books’ availability and once the purchase order (P.O) 

is issued to the authorised vendor by the purchasing department.  

2.10.6 Without following the standard procedure of the library, the library will not be held liable for any books 

taken from the bookshop or elsewhere. 

 

2.11. Special Event in the Library  

2.11.1 The library is delighted to have involved with special occasions such as Open Day, special video 

recordings, interviews etc.  

2.11.2 Any special arrangements in the library must be in liaison with the library staff in advance to avoid any 

overlaps with the classes that have made their reservation.  

2.11.3 Any special arrangements such as putting out chairs and tables will not be allowed when there is a 

classroom lesson in the library as a part of student’s safety and safeguarding. 
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3. Roles & Responsibilities of Library Personnel  

 

3.1. Librarian  

 

The School Librarian is responsible for providing:  

• a functional library that supports the school curriculum and promotes recreational reading.  

• information skills training to enable staff and students to effectively utilize available resources and 

information. 

 

Planning - plan and set goals and objectives for the development of the library, in accordance with the 

mission and objectives of the school, primarily to assist the School Principal in setting up the Library 

Committee. 

 

Administration - manage the library’s operations and facilities. This includes developing work plans, 

managing facilities and supervising daily operations.  

• Establish, implement, and maintain library policies, in consultation with the school administration. 

• Propose and manage the annual library budget. 

• Plan and implement library programmes, for example Storytelling, others  

• Oversee a team of library prefects. 

• Train and supervise support staff such as Library Assistants.  

• Supervise day-to-day-operations. 

• Maintain a library timetable to ensure activities are properly organized within the library premises (refer 

to Appendix A).  

 

Resource Management - prepare and maintain the library’s resources. This includes all technical service 

activities like acquiring, processing, cataloguing, maintaining, and circulating resources. 

• Select and order books, periodicals, audio-visual, and other printed and non-print materials appropriate 

to staff and students’ needs 

• Develop a collection development policy. 

• Establish efficient acquisition procedures. 

• Catalogue, classify and organize library materials for maximum accessibility. This is to be done in 

accordance with international standards, e.g., RDA and Library of Congress Subject Headings (LCSH) 

and Dewey Decimal Classification System. 
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• Develop policies and procedures to circulate or loan information resources. 

• Maintain the collection by repairing damaged books, selecting periodicals for binding, and weeding out 

materials that are no longer useable. 

 

Customer Service - provide customer-related services like answering reference queries and teaching 

users how to search for information via library catalogue (OPAC), electronic databases and the Internet and 

conduct orientation sessions for new students at the beginning of term. 

 

Information Skills Class - hone information-seeking skills of students by conducting Information Skills 

classes on a regular basis.  

 

3.2. Library Assistant 

 

RESPONSIBILITIES: 

General duties/tasks: 

•  To perform duties that support a wide range of library services such as circulation,  

cataloguing, acquisitions, reference, and serials management. 

 

Specific duties/tasks: 

Circulation: 

•  Update student records from the Registry into the Library Database to be registered as library members.  

•  Perform counter duties (charging/discharging) books and other library materials. 

•  Give reminder letters to students with books due/fines to pay. 

•  Collect fines / other charges for books being returned late / books lost / damaged. 

Acquisition: 

• Check books that have been ordered and received from suppliers / vendors to ensure correctness. 

•   Photocopy invoices to send down for payment.  

•  Provide current awareness of service by emailing titles of new acquisitions to all Heads of Departments.  

 

Cataloguing:  

•  Do preliminary cataloguing (according to the RDA) for books purchased as well as free copies received from 

the Bookshop.  

 

Reference:  

•  Answer basic reference queries from users on library and library materials.  
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•  Help users to locate books or any other library materials required.  

 • Assist librarian in conducting user education classes / orientation for new students. 

 

Serial Management:  

•  Record all issues received from vendors / suppliers.  

•  Check issues received and arrange new ones on display shelves.  

•  Send out claims for journals not received.  

•  Collect past issues and tie up to be sent for binding if necessary.  

 

Other duties:  

• Do shelving daily to ensure all books returned are put back on the shelves.  

•  Do shelf-reading weekly to ensure books are shelved in the correct place.  

•  Ensure that all tables and chairs are neatly arranged after students use. 

•  Put up exhibitions on relevant and current issues regularly. 

•  To perform other duties which may be assigned to you from time to time by the Head of Library or persons 

acting on behalf of the school. 

 

3.3. Library Contact Information 

 

  

 

 

 

 

 

 

 

 

No School Person in 

Charge 

Contact Number Email Address 

1. Sri KDU 

International School 

(Klang) 

Mr. Syamsul 

Azrin bin Badul 

Zaman 

(Librarian) 

03-30826888 ext: 866 syamsul.b@srikdu.edu.my 

mailto:syamsul.b@srikdu.edu.my
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Appendix A 

 

Sample of School Library Timetable 

 

 
 


