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WELCOME TO KNOLEDGE CENTER
(Library)
This handbook was written to communicate the procedures, rules and regulations put in place by the KiiT- IS Knowledge Center. It is designed to facilitate the use of resources housed in the library and to make you and your child’s visit pleasant and productive.

Library personnel welcome any ideas and suggestions to improve the procedures listed in this manual. It is under yearly revision. Contents were approved by the KiiT International School administration and are considered part of the school policy.

INTRODUCTION 

 The primary goal of the Knowledge Center is to provide the best possible service to the students and faculty of the KiiT International School and others using the library. We encourage you to ask for assistance or information from the Library Staff to help us achieve that goal. We also ask that you make suggestions that will assist us in improving our service or the collection.

This guide is intended to serve as an introduction to the KiiT International School Library. It offers brief descriptions of the services, resources and facilities of the library. 
The guide details the rules of library conduct, which users are asked to observe to maintain an atmosphere conducive to study and research.

The School Library is the laboratory of the researcher. Over 8,000 volumes from the core collection of the library. In addition, Particular emphasis has been placed on collecting materials that support the major programmes of the school. 

We hope that your time spent in the library is productive, informative and rewarding. Please let us know if there are ways in which we can help you.
             
Context and Mission

School Mission Statement

Enriching childhoods with Knowledge, Insight, Innovation & Transformation. 

IB Mission Statement

The International Baccalaureate aims to develop inquiring, knowledgeable and caring young people who help to create a better and more peaceful world through intercultural understanding and respect.

To this end the organization works with schools, governments and international organizations to develop challenging programmes of international education and rigorous assessment.

Library Mission and Goals

The mission of the KiiT International School Library is to inspire and encourage a lifelong love of reading and learning in our school community whilst supporting the curricular and co-curricular programmes of the KiiT International School and promoting international mindedness.

The Library strives to be a learning commons that is an integral part of the school community. The library supports teaching, learning and research in an intellectually and culturally open environment.

The Library Staff strive to work collaboratively with teachers to create authentic learning for all students, to encourage effective use of ideas and information; to provide quality 
resources to encourage reading for pleasure and to help students stay informed in a rapidly changing world.
The goals of the library are:
1. To further the educational aims of the school by providing quality resources that support and enhance the curriculum and the mission of the school.
2.  To fulfill students' educational information needs and to encourage as far as possible the extracurricular and leisure interests of the students.
3. To promote resource-based learning through the provision of a wide range of materials, both print and virtual learning environment; and the teaching of study and information skills so that students learn how to learn, how to analyse, how to reach considered conclusions about man, his language and literature, his way in society, and the scientific forces of his environment.
4. To promote positive attitudes towards independent learning, information literacy, libraries, reading and literature.
5. To stimulate intercultural awareness and promote international mindedness through the provision of materials reflecting a variety of cultures and languages.
6. To meet teachers' professional and recreational needs.
7. To promote community awareness and participation in learning and reading.
International Baccalaureate Requirements

To meet the requirements of the IB, school management and library staff must ensure that:
1. The library programme is designed to serve the requirements of the PYP, MYP and the DP in promoting the education of the whole person through an emphasis on intellectual, personal, emotional, spiritual and social growth.
2. The library facilitates student, staff and school community use.
3. Library staff members have appropriate training and are aware of new resources and developments relating to IB programmes
4. Library staff and teachers collaborate effectively in planning for the needs of the PYP , MYP & DP programmes.
5. The collection of resources, including material reflecting different cultures, perspectives and languages, meets the needs of the PYP, MYP and DP.
6. The library contains resources in the mother tongue language(s) of students in the school.
7. There is an annual library budget that provides for the appropriate maintenance of, and additions to, the library’s collection.
8. A proportion of the library collection is devoted to resources for the professional support and education of the teaching staff.
9. The library has a central role in the implementation of the PYP, MYP, and DP by facilitating both student and adult inquiry.
The IB Learner Profile in the Library

	INQUIRER
	Students develop skills in multiple literacy forms (including digital, visual, textual, and technological) that will lead them to become independent lifelong learners. They show curiosity in their inquiry and conduct purposeful, constructive research.

	KNOWLEDGEABLE
	Students show a commitment to their own learning. Using a wide range of information sources, students develop the capacity to recognize a need for information, to know how and where to find it, and how to select, organize and communicate it to others.

	THINKER
	Inquiry encourages students to become critical thinkers and creative problem solvers. They make real-world connections for using this process in their own life. They are confident and discerning information users.

	COMMUNICATOR
	Students are encouraged to express their own ideas, feelings and information in a variety of communication modes. Students are encouraged to read in different languages.

	PRINCIPLED
	Students respect the rights of all community members in the sharing of facilities and resources. Students show integrity by using information ethically and using the web and social media tools responsibly and safely. They understand and practice academic honesty.

	OPEN-MINDED
	Students are exposed to a wide range of literary and factual texts reflecting different cultures, perspectives, attitudes and languages. These resources extend the students appreciation for the world and its people.

	CARING
	Through literature students learn to empathise, and respect the experiences of others whether different or similar to themselves. Students are respectful of other library users and look after library resources.

	COURAGEOUS
 
	Students are confident to take risks and develop independence in using a variety of 21st century literacy forms to create, apply and express new understandings. Students expose themselves to new genres and forms of literature that they may not ordinarily read.

	BALANCED
	Students have access to a collection of resources that represents all viewpoints and types of literature, and which contributes to their personal, social, spiritual and educational growth.

	REFLECTIVE
	Students are encouraged to reflect on their own learning; and how literature leads them to empathize with others, to respect themselves and the world around them.


Space Plan for the upcoming Knowledge center
As a multi-use space, the library will design to play a central role for the school community and will comfortably accommodate up to approximately 30% (270 students) of the school population at any given time.

There are two distinct zones within the library – Middle years and Seniors. Within these zones there are multiple teaching and learning spaces including: then we have junior library separately on ground floor nearly PYP block.
Senior

· Main presentation area (seating up to 100 people)
· Laptop bench and charging area (seating up to 25 people)
· Pleasure reading and flexible seating area (seating up to 40 people)
· Three small group rooms (each seating up to 6 people)
· Large group room (seating up to 10 people)
· Media/video conference room (seating up to 15 people)
Middle Years
· Middle year Library teaching space (seating up to 25 people)
· presentation area (seating up to 25 people)
Students, teachers and parents may access all areas of the library as appropriate. However it is expected that middle year and senior students will predominantly use the areas specifically designed for them. Students in the Senior School have access to and may borrow from all collections. Middle year students may access Senior resources under supervision and with permission.
Collections

The following resources and collections are available in the KiiT International Knowledge Centre:
Junior

Picture Books

Stories told predominantly or entirely with pictures that are suitable for children ages 3 to 12 but relevant and available for all ages.  Picture books are arranged alphabetically by author’s last name. Popular authors and series are located in tubs for quick access.  

Junior Fiction

Chapter books suitable for beginning readers and children up to ten years of age.  Junior fiction is arranged alphabetically by author’s last name. Popular authors and series are located in tubs for quick access.      

Junior Graphic Novels

Comic-style books suitable for students in the Junior School.  Graphic novels are arranged alphabetically by author’s last name, with the exception of books in a series written by different authors. These are arranged within the overall alphabetical sequence but by series name rather than author name.
Junior Non-Fiction

Information books reflecting the interests and information requirements of Junior School students. (Suitable for ages 3-12)  Junior non-fiction is arranged according to the Dewey Decimal System with the exception of very popular books such as joke books and puzzle and game books which are kept in tubs for quick access.
Big Books

Oversize fiction and information books for use in the library and classroom only.
Middle

Middle Fiction

Fiction that is suitable for, and appealing to, readers from Year 5 - Year 8 with some overlap. Includes a broad selection of popular, contemporary and literature, by both Australian and international authors, and written for “tweens” and middle school age children. Consideration is given to award winning fiction and emerging and local writers. This collection is accessible to those in the upper Junior School and all Senior School students. Students in lower classes may access titles in this collection with permission from parents. Middle fiction is arranged alphabetically by author’s last name.
Senior

Senior Fiction

Fiction that is suitable for, and appealing to, readers from Year 9 - Adult. Includes a broad selection of popular and contemporary fiction and classic literature, by both Australian and international authors. Consideration is also given to award winning fiction and emerging and local writers. This collection is not accessible to Junior School students unless by special permission.  Senior fiction is arranged alphabetically by author’s last name within the following genres:
· Contemporary
· Crime & Thriller
· Fantasy
· Paranormal
· Historical
· Literature
· Science Fiction & Futuristic
· Short Stories
· War
Senior Picture Books

Picture books with more mature content or written especially for older readers.  Senior Picture books are arranged alphabetically by the author’s last name.
Senior Graphic Novels

Comic-style books with more mature content or written especially for older readers.  Graphic novels are arranged alphabetically by author’s last name with the exception of series written by different authors. These are arranged within the overall alphabetical sequence but by series name.
Senior Non-Fiction

Information books & journals that reflect the interests and information requirements of Senior School students. (Suitable for ages 12 – Adult)  Senior non-fiction is arranged according to the Dewey Decimal Classification System.
Senior Magazines

Popular periodicals appropriate for Senior School students, and adults. On display and arranged alphabetically by title.
World Language Collection

The World Language collection includes books in languages other than English. This collection supports students, teachers and parents:
· whose original language is not English
· who are learning languages other than English 
· who wish to read a language other than English
It is located in the front area of the Senior Library and is accessible to all library patrons. 
The World Language collection is arranged alphabetically by language. Within each language, resources are arranged in the following sequence:
1. Picture Book (arranged alphabetically by author)
2. Fiction (alphabetically by author)
3. Non-Fiction (arranged according to the DDC System)
4. Biography (alphabetically by biographical subject's last name)
In addition to the general selection criteria, resources in this collection are selected according to the following additional key criteria :
1. Quality of writing and information
2. Representative of the native languages and cultures of those in the school community 
3. Content is reflective of the cultures of origin and not just translations of English texts
Teacher Resources

Information books and journals selected especially for teacher professional reading. This collection is arranged according to the Dewey Decimal Classification System.
Parent Resources

Information books relevant to parents and families. Arranged according to the Dewey Decimal Classification System.
DVDs

Includes titles relevant to the curriculum as well as those for entertainment purposes.
Documentary and informational DVDs are arranged according to the Dewey Decimal Classification System. DVDS for entertainment are arranged alphabetically by title.


E-Resources
www.kiitislibrary.weebly.com
https://www.facebook.com/kiitislibrary
http://www.scoop.it/t/knowledge-by-santosh-a
Research Databases
Databases offer a reliable source of academic and scholarly information. Databases which KiiT University subscribes to are a valuable source of authoritative information that has been peer-reviewed. By using databases, you can add greater depth to your research through the inclusion of accurate, timely and non-biased information. 

	Databases

	· ACM Digital Library
· ASCE (American Society of Civil Engineers) 
· ASME (American Society of Mechanical Engineers)
· EBSCO Business Source Complete 

· Biotechnology Collection: India
· Chemical Engineering Collection: India
· Engineering Collection: India
· Environmental Engineering Collection: India
· Geotechnology Collection: India
· Nanotechnology Collection: India
· Pharmacy Collection: India
· EMERALD 

· Bussiness, Management & Strategy
· Education
· HR, Learning & Organization Studies
· Emerald Back Files
· HeinOnline
· IEL Online
· JSTOR
· Lexis Nexis
· Manupatra
· Proquest Central (ABI/Inform Complete(Management)+ PQHMC(Medical Sc.)+ Bio-Technology+Pharmacy+Basic Sc.+Engineering+Law)
· SCC Online
· Science Direct (Biochemistry, Genetics & Molecular Biology)
· Science Direct (Computer Science) 
· Science Direct (Engineering)
· Science Direct (Health Science)
· Science Direct (Material Science)
· SCOPUS
· West Law India
E-Books
· E-Brary
· SAGE researchmethods (User Guide, Full Content List)

School Database:

· Student Learning Suite          http://knowledgesolutions.weebly.com/student-learning-suite-sls.html



Systems: Library Software
The library uses the Libsys web-based system for resource management and circulation.  The collection is classified according to the Dewey Decimal System.
Library website would be utilized to collate and share library and virtual resources and assist students and teachers with the research process.
The Library Portal is maintained via a School website and provides links to all library resources & systems.
KiiT-IS Library OPAC: http://10.0.2.34:8180/webopac/html/memberlogin
1. GENERAL RULES



The library has at least four main areas of involvement and responsibility: 
1. Teaching and Learning

· Teacher librarians work collaboratively with teachers in delivering and modelling quality teaching and learning
· Teacher librarians ensure the effective and responsible use of technology across all Key Learning Areas by collaboratively delivering and supporting the K-12 School Digital Fluency Continuum.
· Teacher librarians ensure the effective development of information fluency skills by collaboratively delivering and supporting the K-12 Information Fluency Continuum.
· Assisting staff and students to select appropriate resources for teaching and learning
· The library supports the literature programs of the English and language faculties
· Support the implementation of IB programmes, by ensuring all relevant IB practices and standards are met
2. Provision and Management of Resources

· Selection, acquisition, organisation, promotion and lending of quality resources that support the School mission and curriculum and promote reading.
· The library operates effective library management systems to account for all resources.
· Regular evaluation of library services and management.
3. Social and Recreational Development

· Promote the enjoyment of reading and literature and encourage students to explore and interpret human experience and the world around them through reading.
· Promote safe and effective use of web resources and social media for enjoyment and recreation and self-directed learning.
4. Environment and Atmosphere

· Create an environment that stimulates interest and enthusiasm for learning and a respect for information and libraries.
· Create a flexible teaching and learning environment that provides variety according to class, group, teacher or individual needs.
1.1. BEHAVIOUR INTHE LIBRARY


1. Consumption of food and drinks is not permitted in the Library.  
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NO FOOD OR DRINK
ALLOWED




2. No bags, umbrellas, parcels, etc except files and note books may be brought into the Library. Adequate storage facilities have been provided at the entrance to the Library.

3. On leaving the Library, all users are required to produce for inspection all books and items taken out of the Library.

4. Silence must be observed strictly in the Library.
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5. Reservation of seats is not permitted. Books and other articles left for any length of time on chairs and tables may be removed by the library staff.

6. Users must be decently dressed and conduct themselves properly in the Library.

7. The Library staff on duty has the right to request a user to leave the premises if he is found to be violating any of the Library rules.

8. The Chief Librarian is empowered to withhold Library facilities for any infringement of these rules.

9. The Chief Librarian may amend the Library Rules and Regulations as and when necessary.

TIMINGS OF THE LIBRARY: 



Week days (Monday to Friday)

The Library workings hours: 8.00 a.m. to 05.00 p.m.

Circulation counter opens at   8.30 a.m. to 04.00 p.m. 
   

On Saturday the library workings hours would be from 8.30 a.m. to 2.30 p.m.  Circulation counter will function from 9.00 to 2.00 p.m.
3.  LIBRARY COLLECTION on 21/07/15
	ITEMS
	

	Library Accessioned Documents
	9120

	Magazines
	45

	News Papers
	4

	CD ROM
	287

	Audio Cassettes
	0

	Video Cassettes
	0

	Computers with Internet Access
	5

	High-speed Network Printers

	1


CRITERIA FOR MATERIAL SELECTION



KiiT-IS Library has to adopt the following criteria for materials selection. 

1. Materials shall meet high standards of quality in factual content, timelessness and presentation. 

2. Materials shall be appropriate for the subject area and social development of the students for whom the materials are selected. 

3. Materials that are recommended by faculty members to support specific course work. 

4. Materials are selected by using selection tools, recommendations from administrators, faculty, staff and students. 

Gift Policy                                  
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The KiiT International School Library is pleased to accept donations of all materials which are in good physical condition and support the objectives of the Library, and mission of the School. Upon receipt donated materials become    the property of the Library. 

However at KiiT Library, not only do we value books, we have built the curriculum on the foundation of great literature.  Throughout the grade levels students are encouraged to read regularly for pleasure.  On any given day, you will find classes at work searching the shelves for new additions to the library collection.  Your gift of a book to the KiiT Library Collection will be treasured and used by our students on a daily basis.

Your gift will be acknowledged with a bookplate placed on the inside front cover of the donated book.  Both the donor and an honoree will be recognized on the bookplate. Consider giving a book as an acknowledgement of a student's birthday, a teacher, or a class of students.

Materials that do not meet the Library’s collection development policies will be disposed through sale, exchange, donation, or discard. such as gifts to other libraries or nonprofit institutions, exchange for needed book of equal value, or sales, with the money to be used for the purchase of library materials.

Gifts must be in good, usable condition and appropriate for the age levels of students at the accepting school.

Gifts will be integrated into the general collection; there will be no provisions for special shelving, storage, or maintenance.
4. TRANSACTION


4.1 Issue of Books for staff: Staff will be issued to a maximum of FIVE books (other than their text books) for a period of 15 DAYS.   Books can be renewed once. Then the books have to be returned back to the library. CD's and DVD's can issue from the library for the period of 2 Days. From available stock One Text book and Two reference books they can borrow from the library on the basis of their teaching subjects and grade. they have to return these books on or before start of the vacation.
4.2 Issue of Books for Students: Students will be issued to a maximum of TWO books for a period of SEVEN DAYS.   The books can be renewed once. Then the books have to be returned back to the library.  If you keep the book for longer duration you will be liable for fine. 
4.3 Returning items and renewals
  
 Books must be returned or the loan period renewed on or before the date due for return. No renewal of the loan period will be granted for books in demand. Renewals must be arranged personally. If the student is sick, please telephone the reception and ask to speak to the Librarian
4.4 Reference Books and Books “on call”   

Reference books shall not be taken out of the Library, but certain books placed in reference classes may be borrowed at the discretion of the Librarian. Any reader who requires an item that has been borrowed by another person may give notice to the Librarian that he or she requires the book. At her discretion, the Librarian may request the borrower to return the item to the Library by an amended due date. The borrower shall comply with this requirement or be liable to fines as in Rule 5.

4.5 Newspapers, magazines and journals



Newspapers, magazines and journals are non-borrowable. Students may read them within the Library.

5. Fines and Replacement of lost and damaged items



5.1 Fines for books and CDs/DVDs

A) Items borrowed from the Library, which are returned to the Library after the end of the authorised loan period, are subject to charges. The borrower will have to pay Rs.10.00 once the book is overdue and Rs.2.00 for each following day that an item is kept on loan after the due date.

 B) CDs and DVDs the daily overdue fine is Rs.5.00.
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C) No Library items can be taken out if there is an outstanding fine. A student will receive up to 3 reminders once his/her Library item is overdue. If all 3 letters have been ignored and the situation has not been rectified, a letter will be sent to parents asking them to assist their child in returning the book/s or to pay the replacement value as conveyed in rule 5.2 within 7 calendar days. If the situation remains unsolved, the Librarian will charge the replacement value as conveyed in rule 5.2 to the study fees of the student without any notification.

D) If the student requests a renewal for his/her library item (including arrangements done during weekends via e-mail), he/she will have to pay for the number of overdue days including the day on which the renewal was requested.
5.2 Loss or damage of the book



Borrowers are responsible for paying the replacement value, as assessed by the Librarian, of any item lost or damaged whilst on loan to them (including scratched or damaged CDs/DVDs). The item’s present market price is looked up on the Amazon.com or other book supplier. The borrower is also responsible for paying the delivery charge and double of the cost for losing book. The Processing fees has to pay separately for losing book/DVD/CD for the 2013-2014 academic year. Processing fee is 20% of the document cost. 
Staffing

The KiiT International School library would like to ensure that the library and its services enhance and support the mission of the school in the most effective way. Library staffing is as follows:
Head of the Library
Librarian
Volunteers

Volunteers include parents of students who wish to assist with general library duties. 
Volunteers are always welcome and provide valuable assistance in the library.
Duties may include: 
· Covering resources
· Repairing resources
· Shelving library resources
· Filing materials
· Computer work
Guidelines for Volunteers

When volunteering for work in the library, participants need to be aware of the following protocols:
· A professional approach is a basic requirement of volunteers – as it is of the whole teaching staff. Volunteers should consider this in terms of dress, confidentiality and conversations with teaching staff and students. 
· Parents are discouraged from discussing their children or school matters with staff during this time. It is school policy to make appointments to talk to staff and provides a better environment for all concerned.
· Volunteers should ensure they understand the tasks that they may be asked to perform. Library staff are always happy to assist.
· At times the library may be noisy as students undertake group work etc. It is always the responsibility of teachers and library staff to discipline students. Volunteers are requested not to interfere with lessons or individual students.
· Volunteers should promptly report all cases of unacceptable behaviour to the library staff. 
All volunteers have access to the library tea and coffee making facilities. 
The school appreciates all volunteer assistance from parents.
Notes:

The main purpose of these rules is to safeguard the common interest of all users and to enable the Library to carry out its functions as efficiently as possible. Failure to observe the rules can lead to disqualification.
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RULES FOR COMPUTER USE



To facilitate the successful use of our computers by as many users as possible the following rules and policies will have to be followed strictly. 

1. Logging off and automatic shut off:  Users will log off before leaving the PC.   The computer will automatically log off when the user’s time is up, after 5 minutes of inactivity, and 5 minutes before the library closes.  All programs will shut down, and the PC will be made available to the next person in line.  The Library will attempt to warn users a few minutes before their sessions are about to end.  Those who ignore the warning risk losing any work that has not been saved or sent. 

2. Problems: Users will let a librarian know about any problems with the computer as soon as they notice something is not working as expected.  Users are not to reboot computers.

3. Time limits: Forty five minutes will only be allowed per person per day 

4. Courtesy:  Consideration of other library users is expected.  Conversations are to be kept quiet.  The number of viewers at each computer is limited to two people at a time, unless otherwise marked.  Computer users will refrain from the display of images in public areas that are not appropriate for public viewing.  Staff may intervene upon receiving a complaint or at their own discretion. 

5. Privacy:  The Library makes every attempt to protect the privacy of its users and does not record or monitor details of activity on our public computers, such as Web sites visited or documents created.  Our time management software does, however, record times of login and logout.  This information is kept primarily for statistical purposes and will be purged as soon as it is no longer needed.  However, the library reserves the right in extraordinary cases to use that information to investigate serious breaches of its policies. 

6. Downloading and saving: Files may be downloaded on to your drive that is being created by the computer administer.   The Kiitis Library is not responsible for damage to any user’s disk or computer, or any loss of data, damage, or liability that may occur from patron use of the Library’s computers.

7. Assistance: Library staff will assist patrons in using the Internet; however, staff cannot guarantee expertise in every site, program, or problem encountered online.   Because of the many applications available over the Internet, Library staff may not always be familiar with specific programs patrons wish to use.  In these cases the patron is responsible for learning how to use the program. 

8. Emailing: e-mailing during academic hours is not permitted.
9. Unacceptable Use of the Internet: Users are required to abide by the following guidelines for Internet use. It is not acceptable to use the Internet access at MLN terminals and computers for illegal or abusive purposes, including, but not limited to: 


a. Viewing of pornographic sites are strictly prohibited

b. Transmission of chain letters, broadcast letters, or any form of junk mail

c. Transmission of threatening, obscene, or harassing materials

d. Transmission of computer viruses
e. Unauthorized access to local and remote computer systems 

f. Those students are accessing blocked sites like social networking sites by using proxy and web freer software, if we came to know will take strict actions against to them.
NOTES:

The Library provides free access to the Internet as part of its mission to meet the patrons' primary informational, recreational and educational needs.
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