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1. How to deal with loss of library materials?
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Any loss of library materials should be reported immediately at the Circulation

Counter on the G/F of the LRC Complex. For payment details, please refer to
Item 4.16 Loss and damage of library materials on Library Regulations webpage:

https://library.vtc.edu.hk/web/english/guides/regulation.php
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https://library.vtc.edu.hk/web/chinese/guides/regulation.php

2. How to deal with loss of Student/Staff Card?
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Any loss of Student/Staff Card must be reported immediately to the Circulation

Counter on the G/F of the LRC Complex. For details, please refer to Item 4.2 Loss
of library cards or tickets on Library Regulations webpage:
https://library.vtc.edu.hk/web/english/guides/regulation.php

For replacement of Student Cards, please contact counter staff at the One Stop
Student Services Centre (Room 023) at 2606 6227 or email to

stcampus@vtc.edu.hk.
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3. How to handle cases of lost and found in the LRC?
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Since 22 Mar 2013, all cases of lost and found in the LRC has been transferred

to the One Stop Student Services Centre (Room 023). The centre handles lost

items found in ST campus (including LRC), report loss of personal belongings and
claim lost property. For enquiries, please contact counter staff at 2606 6227 or

email to stcampus@vtc.edu.hk.
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How to reserve the Seminar Room or Project Room?
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There are two Seminar Rooms and three Project Rooms in LRC. Bookings may

be made up to 7 days in advance on the LRC Room Booking System webpage:
http://st.vtc.edu.hk/LRCBooking/

It also displays regulations of using rooms at LRC.
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What are the opening hours of the LRC Complex during IVE holidays?

B - E2EERE LA HE 2B 7
Generally, the opening hours of LRC during the IVE holidays are as follows:

Monday — Friday Saturday Sunday & Public
holidays

9:00 a.m. to 5:00 p.m. 9:00 a.m. to 12:00 noon | Closed

For current opening hours, please visit the website of VTC Library Services for

details:
https://library.vtc.edu.hk/web/english/info/open03.php
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How to use the photocopiers to print materials? How much should be paid for

photocopying and printing?
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In LRC, there are eight color photocopiers with Octopus payment available for

printing and photocopying services, and three printers of “Print Quota System”
available for free quota printing service.
For photocopiers with Octopus payment, please refer the instructions posted

beside the photocopiers. The charge of printing and photocopying service is

Paper size Black & White (B/W) (HKS) Color (HKS)
A4 0.3 2.0
A3 0.6 4.0

For “Print Quota System” service, each ST student is allocated a total of 1,000
guotas per academic year for free printing. Please refer to the webpage for user
guide:
http://st.vtc.edu.hk/LRC/User Guide LRC eng.pdf
The deduction of quotas for different types of printouts are summarized as below:
Paper size Black & White (B/W)
Quota deducted per page

A4 2 Quotas (paper provided)

A3 4 Quotas (paper provided)

LRC KIEELE 8 Hoxs e EIM( ) U iU &R BE s B RS EN R A8 K 3 BB EH
FIENTE AL R B BUEESEI R -,
HRAGE R s EIRE () V2 R
KAHVEIE T » 5525 Tk
ARTRIRIST TH (B/W) (EH) ¥ (B
Ad 0.3 2.0
A3 0.6 4.0
HRABCERYIENIRT - U EBEEAE G VAR AN TR R R E
JETS 1,000 {EFIENECEALAGE R ESIEI AR - 558 E A MY E
http://st.vtc.edu.hk/LRC/User Guide LRC chi.pdf
S BT 3 ZA R AR &, 52 R N ER -
ARTRIRIST HH (B/W) FREEEATE
A4 2 {EfCER (FREEARTE)
A3 4 (EBCEE (FEALARER)

A2 H R NSRS | » SEEN(HEEN)



http://st.vtc.edu.hk/LRC/User_Guide_LRC_eng.pdf
http://st.vtc.edu.hk/LRC/User_Guide_LRC_chi.pdf

. What software has been installed in the PC, notebook and tablet computers

available in the LRC?
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Please visit the following two webpages for details:
PC Configuration: http://st.vtc.edu.hk/LRC/Lrc_pc location.pdf
Notebook & Tablet Configuration: http://st.vtc.edu.hk/LRC/Notebook config.pdf
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Could the loaned notebook/tablet computer be brought out of the campus

overnight?
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There are three types of loans for notebook/tablet computer borrowing

services including 1 day loan, 2 week loan and long term loan*. Only
notebook/tablet computers on 2 week loan or long term loan are permitted to use
outside of campus overnight.

*Notebook/tablet computer on long term loan should be referred by Student

Development Office.
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9. Could stationery item(s) be borrowed?
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There are no stationery items for borrowing. Some staplers are provided for

in-house use only.
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10. How to find books?
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Library materials are shelved according to Library of Congress classification

scheme. It includes various formats like printed items (books and journals), non-
print items (disc and kids), e-resources (e-books, e-journals, e-database), etc.
Patrons can do searching via Summon (Discovery Search) on the VTC Library
Services website:

https://library.vtc.edu.hk/web/

By using keywords such as title, author name, subject, ISBN, ISSN, class

number, etc and adjusting the categories of outcomes, it helps in narrowing the
number of outcomes. When the target library materials is found, patron can get
it the materials based on the location. If it is the printed/non-print item, patron
can get it the bookshelf through its Call Number. If it is e-resources materials (e.g.
e-book), patron can directly access/read it through the given links (authentication
is required) on the webpage. Some e-resources can be accessed through the

apps on mobile device (e.g. tablet computer).
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