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ABSTRACT 

In most universities or institutions, it 1s necessary for students to follow industrial 

training that refers to real work experience done during the program of study that 

relevant to professional industry development before graduation. Industrial Training 

provides pre-professional work experience with specific responsibilities and 

assignments. Student is expected to contribute to the activities of the workplace and 

meet the demands of work production and responsibility expected by the organization of 

its regular employees. Besides, this programmed is relevant to a student's personal 

career interests and improve their marketability after graduation. This report made to 

fulfill requirement of the Industrial Training subject IMC 690 for final semester students 

Faculty of Information Management. The purpose of this report is to clarify in detail 

about task and lesson learned along the five (5) months of industrial training at 

Perpustakaan Pejabat Ketua Pendaftar Mahkamah Persekutuan Malaysia (PPKPMP). 

Begins with the brief information about background and organizational structure in 

Chapter 1, it will give thorough imagination to readers on organization information in 

the next chapter. Plus, tasks and responsibilities given during the industrial training will 

be highlighted on training activities and special project handled by the student. Last but 

not least, last chapter will be discuss about industrial training reflection especially on 

student's application of knowledge, personal thoughts, lesson learnt during industrial 

training. Moreover, limitation of organization will be identified and some 

recommendation will be suggest for improving management and core business of the 

organization. 
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CHAPTER 1: INTRODUCTION 

1.0 Introduction 

The Industrial Training subject (IMC 690) is one of the core subjects for 

final year students of Faculty oflnformation Management have to fulfill in order 

to graduate in Bachelor of Information Science (Hons) Library Management. 

Students must undergo at least five (5) months training at the organization 

approved by faculty. This subject provides pre-professional working experience 

with specific task and responsibilities, also with the special project presented by 

the students for the organization. Students have to contribute actively in 

organizational activities. 

Trainee has chosen to complete Industrial Training at Perpustakaan 

Pejabat Ketua Pendaftar Mahkamah Persekutuan Malaysia (PPKPMP) in lstana 

Kehakiman, Putrajaya. The main reason she chooses this library because it was a 

special library that serves their parent company which is Federal Court of 

Malaysia. Besides, She would like to explore about law environment in our 

country. They are concern on providing library services, facilities and delivering 

information for the courts uses especially the Judges. This library has shown that 

the librarian and the library itself have their core purpose to serve their users. 
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1.0.1 Objectives of Industrial Training 

The objectives oflndustrials Training subject are listed below:-

❖ To provide pre-professional work experience with specific

assignments and responsibilities.

❖ To encourage and stimulates a personal career interests, serving

as a bridge between university and the world of work.

❖ To help students improve their marketability after graduation.

❖ To encourage students to apply the skills and knowledge gained

at the university to benefits the organization.

❖ To adapt managerial and technical skills m a library and

information environment.

1.1 Background of Organizations 

1.1.1 About Perpustakaan Pejabat Ketua Pendaftar Mahkamah 

Persekutuan Malaysia (PPKPMP), Istana Kehakiman 

Figure 1.1 Istana Kehakiman 

Istana Kehakiman was completely established on 2003 when 

moved to Putrajaya from the Sultan Abdul Samad Building, Kuala 

Lumpur. 
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Therefore, 

Figure 1.2 Perpustakaan Pejabat Ketua Pendaftar Mahkamah 

Persekutuan Malaysia (PPKPMP) 

Perpustakaan Pejabat Ketua Pendaftar Mahkamah 

Persekutuan Malaysia was the largest law library m Malaysia that 

provides information and reference collections towards the judges at 

the Federal Court, Court of Appeal Court, High Court, Section Court 

and also Magistrate Court m Malaysia. This library has 22 branches 

throughout Malaysia. 

This library located inside the Istana Kehakiman building at 

level of north wing. It was a special library which purposely meets 

the need of the judiciary. Hence, PPKPMP responsible to make sure 

. they provide complete collections for the courtrooms and also inside 

every judge's chamber. 

PPKPMP has approximately about 88,000 collections excludes 

the branches collection which make 

collections throughout Malaysia. Besides, 

online databases to fulfill the needs of the judiciary. 

them 

they 

having 

also 

bulkiest 

subscribe 

law 

few 
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1.1.2 PPKPMP Objective 

To provide easy, convenient, fast and effective library service towards 

every user and to encourage and foster reading interest among the judiciary in Chief 

Registrar's Office Federal Court of Malaysia. 

1.1.3 PPKPMP Operation Hour 

DAY OPERATING TIME 

Monday - Thursday 8.00 a.m - 1.00 p.m 
2.00 p.m - 5.00 p.m 

Friday 8.00 a.m - 12.15 p.m 
2.45 p.m - 5.00 p.m 

Saturday, Sunday & Public Holiday 

Table 1.1 Library Operation Hours 

1.1.4 PPKPMP Location 

•lAMAN PUTAA 

PC ADANA 

'
.. 

\. 
' 

.. • 

Address: 

... ,� ,_,-

l_ ,c, ...,,,.� 

"f .......... .. 
'-

Go gle 

Figure 1.3 Road Map to PPKPMP 

Perpustakaan 

Pejabat Ketua Pendaftar 

Mahkamah Persekutuan Malaysia 

Istana Kehakiman, Presint 3, 

62506 Putrajaya. 

Closed 

... 
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1.1.5 PPKPMP Collections and Services 

COLLECTION 

Statute and Legislation 

Judgment Reports 

Law Report and Journal 

Monograph 

Newspaper Article collection 

Other issues 

DESCRIPTION 

Collections of Legislation, Amendments 
of legislation, Ordinances, Enactments, 
Rules & Regulations, Federal 
Constitution, Parliamentary debate, 
Federal Gazette and Legislative 
Supplement. 

Collections of summary of judgments 
decision made by the Judges from Federal 
Court, Court of Appeal and High Court. 

Collection of court cases which reported 

and not reported. 

Major collection 1Il legal field also 
includes in other field such as economy, 

management, public relation and exercise 
for references and circulation. 

Collections of newspaper cutting which 
related to legislation and judiciary 
including court cases. 

Collections of circular, issued from 
government agencies and non-

government agencies from domestic and 
international. 

Table 1.2 PPKPMP Collections and description 

PPKPMP have approximately 88,000 collections not included the branches 

collection. It can be considered that this library contained 95% of law collection and 

other 5% of miscellaneous collection such as novel, magazine, annual report and 

photograph. 

6 



CLASS COLLECTION SHELF 

NUMBER NUMBER 

Wooden Shelf 

KA Jurisprudence 1 

KB General & Comparative Law 1 

KC International Law 1&2 

KD Islamic Law 2&3 

KL Statutes(lnterpretation)/ Solicitors/ Judges/ Legal 3&4 
Research 

KM Constitutional Law/ Cabinet/ Privacy/ Council/ 
Judicial Power/ Citizens/ National/ Civil & Human 
Rights/ Freedom/ Administration Law/ Income Tax/ 4 - 10 
Stamp Duties/ Criminal Law/ Contempt Court/ 
Corruption/ Criminal Procedure/ Bail/ Criminal 
Pleading/Sentencing/ Penal Law/ Drugs/ Election/ 

KN Contract/ Quantum/ Damages/ Personal/ Injuries/ 
Libel & Slander/ Defamation/ Real Property/ Land 
law/ Land Titles/ Eastments/ National Land Code/ 
Vendor & Purchase/ Conveyancing/ Construction Law 

Building/ Lanlord & Tenant/ Rent & Mortage/ 
Environmental Law/ Planning/ Personal Property/ 
Securities/ Copyright/ Patents/ Trade Marks/ Passing 10 - 28 

OW Wills/ Family law/ Divorce/ Children/ Industrial 
law/ Employment/ Dissmal/Equity/ Trust & Trustee/ 

Law of Lien/ Specific Relie£1 Injuction/ Commercial 
law/ Company law/ Sale of Goods/ Insurance law/ 
Banking/ Civil Procedure/ Limitation Act/ Evidence/ 
Judgements/ Arbitration 

Stainless Steel Shelf 

KZ General (Non-Legal Subject) 7 

RK Dictionaries/ Directories/ Encylopedia/ Index/ Word & 8 &12 

Phrases 

RKL Judicial 9 & 12 

RKM Constitutional 8-9

RKN Regulation/ Rules of Court 8

RKZ Reference Books ( Non-Legal Subject) 7

Table 1.3 PPKPMP Collection Class Number and Shelf Number 
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Figure 1.4 PPKPMP Directories 

SERVICES DESCRIPTION 

Reference and Information Seeking Provide reference counter for helping 
Services 

Updating Legal Collection Services 

Current Awareness Services 

Newspaper cutting Services 

Indexing Judgments Services 

Circulation Services 

users m finding right materials and 
information that they need. 

Provide updated Federal legislation and 
State Enactment. Legal Indexes also been 
provided. 

Provide updated library 
. .. 

act1v1t1es 
collections from time to time such as: 

and 

• Pages of subscribed journal content
• Acquisition list
• Indexing of selected materials
• New book exhibition

Provide collections of any newspaper 
article cutting that related to judgments 
and legislation by Federal Court of 
Malaysia, Court of Appeal and Special 
Court for documentation and user 
reference. 

Library as the submission center of the 
judgment from Federal Court, Court of 
Appeal and High Court. The judgment as 
reference materials. 

Provide borrow and return collection 
services ONLY limited to Istana 
Kehakiman and staff especially Judges. 
Public user may read and use the 
collection inside the library only. 
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Interlibrary Loan 

Online Databases Services 

Services provided for Chief Registrar's 
Office Federal Court of Malaysia staff for 
lending any collections or getting any 
copy of documents/ articles from other law 
library that joined Law Library 
Committee. 

Law Library Committee: 

• Abu Yusuf Yaqub Al-Khindi
Library, Attorney General
Chambers of Malaysia Library

• IIUM Library

• Tun Seri Lanang Library, UKM
• Uni. Malaya Library

• Legal Affair Division (BHEUU)
Library

• Kuala Lumpur Court Library
• National Library of Malaysia

Provide subscribed online databases such 
as Lexis Malaysia, Westlaw International, 
Westlaw Asia, CLJ Law, LawNet, Mylaw 
Box and eLaw.my 

Table 1.4 PPKPMP Services and Description 

Since PPKPMP is a special library, the services provided are specialized 

for Istana Kehakiman staff especially Judges. Library becomes a most significant 

department for the courts since they supplies complete collections for the 

courtroom and judge's chamber. Library staff must ensure that every collection of 

Acts are updated by doing amendment which been discussed and confirmed in 

Parliament to refrain from mislead information. Therefore, library plays imp01tant 

roles in serving the courts. 
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1.1.6 PPKPMP Facilities 

Figure 1.5 PPKPMP Counter 

Among the main function of the counter are to cater library daily activity that 

related to circulation of library materials and guiding users especially Istana Kehakiman 

staff and Judges request for any collections or references. Besides, counter also provides 

printing and photocopy services for public users since they cannot lend library 

collections. PPKPMP charge RMI per pages for the public users however no charges 

applied for lstana Kehakiman staff, Attorney General Chambers of Malaysia Lawyer 

and Judges. Range of books can be borrowed are limited only for the Judges in one (1) 

month period meanwhile for Istana Kehakiman staff only 6 books maximum in three (3) 

weeks. Other than that, counter will assist their user in finding information using online 

databases subscribe by PPKPMP and also for the request of interlibrary loan services 

are handled by the counter. Moreover, counter also receive phone call/e-mail that 

seeking information about any cases that related to court even from other agencies such 

from lawyer at Attorney General Chambers of Malaysia. 
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3.1.11 Entertain visitors from public people/ school students/ universities 

students/ organization. 

PPKPMP often receive for visit from public people, school students, 

universities students and organizations from all over states and abroad. Once, trainee 

assisted library staff to entertain international visitors from South Africa and Korean 

Bar Association. Sometimes, she did help to ente1tain school and universities student by 

answering their questions relating to library collections and brought them into parts of 

library. Moreover, trainee even taught them steps to use Online Public Access (OP AC) 

in order to find books that they wanted since they ask me about effective ways to fmd 

books inside library without just randomly searching at the shelves. Thus, she humbly 

assist and guide the students on how to use the OPAC. 

Figure 3.16 Entertain international library visitors 
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CHAPTER 4: INDUSTRIAL TRAINING REFLECTION 

After five (5) months undergo industrial training at Perpustakaan Pejabat Ketua 

Pendaftar Mahkamah Persekutuan (PPKPMP), trainee had learnt many things and 

adapting with new situations and learnt something new and different from what she has 

learnt at university especially that focuses on library core business. This industrial 

training also helps me to get an overview about the library management in every part of 

the units especially for special library. During this practical training, trainee has been 

given the chances to apply all the knowledge and skill that she has learnt theoretically 

during formal study at the university. Some of them are includes: 

4.1 Application of knowledge, skills and experience in undertaking the task 

(knowledge gained) 

Practical training was intentional in providing interrelated training activities 

regarding subject of interest. Several knowledge, skills and experience trainee has been 

exposed in undertaking the tasks and responsibilities during industrial training at 

Perpustakaan Pejabat Ketua Pendaftar Mahkamah Persekutuan (PPKPMP). 

Acquisition skills - During the training, the librarian who in charge in acquisition of 

library collection have shared and explained the procedure for the acquisition process 

the materials. She realized that there are many steps to be done to get an approval in 

purchasing new collections. As she remembered, the process takes about a month or 

more as the process involves few parties such as financial and audit unit. The book 

purchases will only be made in the demand from the judges. Therefore, trainee did 

learnt that acquisition department in library have to deal with full of patience in order to 

obtain approval from top management before making agreement with the suppliers. 

Also for the subscription of online databases, they have to do a meeting with suppliers 

for the tender and quotation selection. 
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Cataloging skills - For the cataloging, the library does not have new collections to be 

catalog thus trainee has to wait about two (2) month for this task after the acquisition 

unit have got approval by the top management to purchased new collection. In 

PPKPMP, she learnt that they use ILMU system for the cataloging process but yet I still 

have to records all the collection inside the acquisition book. The acquisition book 

contains the title of each book, the author, publisher and place of publication and also 

date of publication. Actually, she cannot really understand the reason they still use the 

acquisitions books to records the details, but they told her that it was for the backup 

records. However, trainee has learnt something new for the cataloging classification 

scheme, this library are using MOYS Classification Scheme which is classification 

methods for legal materials. Trainee only used to learn Dewey Decimal Classification 

(DDC) and Library Congress Classification (LCC) only back then in university but

trainee has never learnt about other classification scheme. Hence, through this industrial 

training in legal courses library, she got to learn other classification schemes. 

Circulation skills - In PPKPMP, circulation process are been conducted by the library 

counter. Surprisingly, this library still uses a traditional ways which is by using 

circulation card. The circulation card functions as the tracker for the books. Even they 

do have library system but then they had to use old-style ways since they got issues 

between the system and the users. The problems arise whenever the system 

automatically spamming the judges e-mail with the reminder. This may be sounds like a 

small matter but the judges insist to take down the systems since they preferred to use 

traditional ways thus the library had to comply with the request and follow the 

command from top management. Furthermore, the library only made the circulation 

records inside the Microsoft Excel templates. Therefore, nothing much trainee obtain 

from the circulation part, in spite of that she just learn the traditional ways of 

circulation. 
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Amendment of Acts skill - Another new skill that trainee gained during industrial 

training is by doing amendment of Acts. This skill will not be available from any library 

other than the legal library because PPKPMP has a bulky of collections of Acts books. 

The amendment process was one of the main tasks done by this library in order to make 

sure that every collection is updated. The amendment of the Acts must be done 

meticulously detailed to avoid misleading meaning or changing of facts. The staff told 

me that not every people can adapt with this task since it require us to be more focus 

and take longer time if there were many amendment has to be done in a book. Trainee 

realized that this skill also develop my information seeking skills whenever she has to 

find out the right content for amendment of Acts process. Most of her time during 

industrial training is by doing this task and this is new knowledge trainee has gained. 
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4.3 Lesson learnt 

There are a lot of new knowledge and experiences that trainee has gained from 

the PPKPMP for this past five months. There are many lesson learnt through the task 

and responsibilities given. 

Importance of team work spirit - As having industrial training in this library for five 

( 5) month, the most lessons trainee has learned is always to have strong team work.

Most of the task trainee has been assigned to; was contribute by most of the staff 

including the chief library. Other than that, trainee realized that everybody is working 

and help each other to complete certain things. As example, EKSA program has shown 

that everybody inside the library has cooperated to clean up and decorate the library. 

They did not disputing to do cleaning, reorganized and disposal. Therefore, trainee 

inspired their team work spirit as they success to complete every task together. 

Generosity - Being generous towards other are pure attitude that everybody should 

have and other people will respect us with this kind of attitude. Trainee learnt when 

giving something good to others later than will gain something valuable. From trainee's 

observation, every staff is being very generous to her and even with others. As example, 

often during lunch time, they are sharing food together and they do eat together on same 

tables every single day. She guesses that's how they foster a good relationship between 

the each other. Moreover, they even shared money and bring 'pot-luck' whenever they 

have a small gathering. Trainee was really impressed with their generosity attitude and 

she realized it's a good thing to be applied in daily life. 

so 











CONCLUSION 

After five (5) months undergo Industrial Training at Perpustakaan Pejabat Ketua 

Pendaftar Mahkamah Persekutuan (PPKPMP), trainee can conclude that industrial 

training are very significant and give benefits to final year student in Bachelor of 

Information Science (Hons.) in Library Management (IM 244). 

She felt proud to be as a trainee in PPKPMP library since she has gained new 

knowledge and skills which might not be the same as others. Trainee realized that 

special library has its own purposed to serve their parent company and also their roles 

are much different from public or academic library. The specialty of the library gives 

her an opportunity to gain extra experience and skills. 

Moreover, she tend to learn more things other than previous core subjects in 

university such as cataloging, reference, records management, public relation and many 

more. She learnt how to apply from theoretical to the practical or based on real working 

environment. In addition, trainee has to adapt with new situation while exposing to new 

experience from industrial training and my biggest challenges during industrial training 

was whenever she has to be productive in order to gain something valuable. 

In the nutshells, industrial training does develop student and benefits them by 

adding on their values such as interpersonal skills, self- leadership, networking, 

teamwork and communication. In fact, it also offers chances for students to be ready 

with real working environment in future. 
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