Legal Entity of Public Law -

Batumi Shota Rustaveli State University
Order No. 01-10/70
Batumi June 24, 2022
On the Approval of BSU Library Usage Regulations

Based on Articles 23, 24, 43 of the Law of Georgia "On Higher Education", Articles 15, 66, 661,
and 70 of BSU's Charter, BSU's Internal Regulations, the Law of Georgia "On Personal Data
Protection", BSU Representative Council's Decision No. 07-01/33 of June 15, 2022 "On the
Approval of BSU Ilia Chavchavadze Library Regulations", and BSU Administration Head's
Order No. 01-10/67 of June 20, 2022 "On the Approval of Job Descriptions for Personnel
Employed in the Management of Vocational Programs at BSU's Center for Vocational Program
Management and Lifelong Education”

I ORDER:

1. The BSU Library Usage Regulations shall be approved in accordance with Annex No. 1
of this Order.

2. The regulations approved by this order shall be displayed in a visible
location/information board at the Ilia Chavchavadze Library, as well as on BSU's
website (in the library section).

3. BSU Administration Head's Order No. 01-11/16 of February 25, 2016 "On the Approval
of BSU Library Usage Regulations" shall be declared invalid.

4. The order shall be published on BSU's website (in sections: "University Normative
Acts"; "Structural Units"; "University Library").

5. The Order shall be sent to BSU's governing bodies, vice-rectors, faculties, independent
research units, and all auxiliary structural units.

6. The Order shall enter into force upon signing.

7. The Order may be appealed within one month of its issuance to Batumi City Court
(Batumi, S. Zubalashvili St. No. 30).

Head of Administration Takinte Chkhartishvili



Annex No. 1
to BSU Head of Administration's

Order No. 01-10/70 of June 24, 2022

BSU LIBRARY USAGE REGULATIONS

Article 1. General Provisions

1.

2.

These regulations establish the framework for using library resources of the Legal
Entity of Public Law - Batumi Shota Rustaveli State University (hereinafter - "BSU")
(library operating hours, library resource accessibility, library user rights and
obligations, user responsibilities).

These regulations have been developed based on Georgian legislation, including the
Law of Georgia "On Library Affairs", BSU's Charter, Internal Regulations, and the Ilia
Chavchavadze Library Regulations approved by BSU Representative Council's
decision.

Article 2. Library Operating Hours

1.

3.

BSU's Ilia Chavchavadze Library (main library) provides general coordination for
library resource management (usage administration) activities of BSU structural units:
BSU Institute of Agrarian and Membrane Technologies, Niko Berdzenishvili Institute,
BSU Faculty of Technology, and BSU Center for Vocational Program Management and
Lifelong Education.

The Ilia Chavchavadze Library is located at Ninoshvili St. No. 35 Batumi (BSU Building
No. 1, 3rd floor), while parts of library departmental resources and other structural
units' library resources are housed in buildings (campuses) used by respective structural
units, including:

a) BSU Institute of Agrarian and Membrane Technologies library resources - Batumi,
Tamari Settlement, Grishashvili St. No. 5, Building No. 5;

b) BSU Niko Berdzenishvili Institute library resources - Batumi, Melikishvili St. No. 2,
Building No. 3;

c¢) BSU Faculty of Technology library resources - Batumi, Pirosmani St. No. 12, Building
No. 4;

d) BSU Center for Vocational Program Management and Lifelong Education library
resources - Batumi, Leonidze St. No. 15, BSU Building No. 6.

The Ilia Chavchavadze Library operates daily according to the following schedule:



a) Monday through Friday on working days, from 9:00 AM to 8:00 PM; Saturday - from
9:00 AM to 5:00 PM - all reading rooms (circulation services);

b) Monday through Friday on working days, from 9:00 AM to 6:00 PM - computer labs
(Batumi, Ninoshvili/Rustaveli St. No. 35/32, Auditoriums No. 51 and No. 400);

c) Sunday from 10:00 AM to 3:00 PM - only the main reading room (Batumi,
Ninoshvili/Rustaveli St. No. 35/32, 3rd floor).

Library resources of BSU structural units: BSU Institute of Agrarian and Membrane
Technologies, Niko Berdzenishvili Institute, BSU Faculty of Technology, and BSU
Center for Professional Program Management and Continuing Education are accessible
daily except Saturdays, Sundays, and holidays, from 9:00 AM to 6:00 PM (lunch break
- from 1:00 PM to 2:00 PM).

Article 3. BSU Library Resource Accessibility

1.

BSU's Ilia Chavchavadze Library (hereinafter - Library) is responsible for ensuring
equal access to library resources at the university for BSU students, vocational and
lifelong students, and personnel.

The library's reading rooms are accessible to all citizens of Georgia and foreign visitors,
while equal circulation services are available to BSU students, vocational and lifelong
students, and personnel (hereinafter - users).

BSU library resources consist of reading and computer rooms equipped with necessary
inventory, library collections (book and non-book holdings published in various
languages: textbooks, monographs, scientific and fiction literature, periodicals,
cartographic and reference publications, electronic resources, etc.); electronic library
(electronic books and periodicals, audio and video recordings; electronic scientific
databases).

BSU personnel, students, professional and lifelong students may use the library's
computer equipment, reading and computer rooms, electronic resources, and the right
to check out printed library materials for a specified period (circulation services).
Information about collections and book holdings in the library is accessible to users
through both electronic and handwritten catalog systems.

To use the reading room book collection and laptops at BSU, users must present
identification and complete registration.

Personnel responsible for the care and maintenance of library resources at BSU
structural units: BSU Institute of Agrarian and Membrane Technologies, Niko
Berdzenishvili Institute, BSU Faculty of Technology, and BSU Center for Vocational
Program Management and Lifelong Education ensure accessibility of literature
corresponding to the profile of educational and research structural units, supervise
compliance with library resource usage regulations, and collaborate with BSU Ilia
Chavchavadze Library personnel to ensure library resource accessibility according to
the needs of structural unit activities/educational processes.

If a BSU Ilia Chavchavadze Library registered person wishes to check out a library item
from any BSU structural unit, this library's circulation department will request it
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temporarily from the appropriate BSU structural unit, provided sufficient copies are
available, a proper record is made, and the main library issues it through the appropriate
circulation service.

The following are not issued through circulation services:

a) Rare materials;

b) Books of which only one or two copies are held in the library;
c) Periodicals (journals, newspapers);

d) Library documents published before 1921;

e) Audio, video, film, photo, and phonographic documents;

f) Encyclopedias;

g) Dictionaries;

h) Documents provided for by legislation on state secrets.

Article 4. Reader (User) Registration

1.

2.

A person wishing to use BSU library resources must complete registration, for which
they must present:

a) Copy of identification document (together with original);

b) Copy of enrollment order for the appropriate program at BSU (for BSU student,
vocational or lifelong student);

c) Certificate from workplace indicating employment relationship duration (for BSU
employee);

d) Information about residential address (actual and legal), contact/mobile phone
number, and email address.

A registered library user is assigned an identification code and a BSU library user card
is created.

Before completing registration, the library user must familiarize themselves with
library usage regulations, which is confirmed by signature on the user card.

Article 5. Reader (User) Rights and Obligations

1.

Library readers (users) have the right to:



a) Use library reading rooms, collections, catalogs, card files, electronic resources, receive
complete information and consultation on locating primary information sources, collections,
and factual data verification, conduct reference-bibliographic searches using library resources
available in the library (catalog, card file, electronic resources, collections);

b) Check out no more than 5 library items at a time;

c) Receive library materials from checkout within no more than 1 hour (if material must be
requested from another structural unit - must be received no later than the next working day);

d) Make copies of materials preserved in library collections, where copying permission is
determined by library staff/authorized personnel;

e) Address library administration with suggestions for improving user services.
2. Library readers are obligated to:

a) Observe BSU's Code of Ethics, Internal Regulations, and Library Usage Regulations; must
take care of the library's material and technical base, maintain silence, order, social behavior
and hygiene standards, refrain from any actions that disturb other readers and library staff;

b) Carefully examine books, other library documents, or computer equipment upon receipt,
and immediately notify authorized personnel of any defects discovered (otherwise,
responsibility for damaged materials will fall on the reader who last used the material);

c) Take care of materials issued to them, not damage, fold pages, make notations, etc.;

d) Take care of personal property (including valuable items, bags, mobile phones) while in
library spaces, not leave unattended (otherwise, the library bears no responsibility for lost
items).

3. Library users/readers are prohibited from:

a) Making marks on library documents (items), folding, tearing out pages, or otherwise
damaging library materials or removing library materials from the library or reading room
without permission from authorized library personnel;

b) Bringing books, newspapers, journals, and other printed materials into the library building;

c¢) Bringing any type of weapons into library spaces, including: explosive substances, cutting
and stabbing weapons, items, musical instruments, video cameras, beverages, food products
(only transparent water bottles are permitted);

d) Removing bibliographic records and cards from catalogs and card files;

e) Smoking tobacco (filtered and unfiltered cigarettes, cigarettes, cigars and cigarillos, pipe
tobacco, rolling tobacco) or electronic cigarettes in library spaces;



f) Using mobile phones in reading rooms.
4. When using library computer equipment, users may:
a) Create and edit texts;
b) Search and download materials via internet;
c) Work with literature in electronic versions;
d) Use CD disks with library approval;
e) Use email;
f) Use the university website and other educational or informational resources;
g) Work with educational programs.

5. Users may use electronic video, audio, and text materials available in collections
(copying of these materials is permitted in compliance with copyright legislation).

Article 6. Library Resource Usage Period

1. Through circulation services, no more than 5 library items may be issued to one reader
during one time period.

2. The loan period for library documents depends on the number of copies available in
the library, specifically:

a) When more than 30 copies exist - for 6 months;

b) For 21-30 copies - for no more than two months;

c¢) For 11-20 copies - for two weeks;

d) For 10 or fewer copies - for no more than one week.

3. Readers may request extension of the initially determined period (if there is no frequent
demand for this material). The library item usage period should not exceed 5 months.

Article 7. Library Staff and User Responsibilities

1. Library staff members who register users or issue items for in-house use or circulation
services must:

a) Familiarize users with library usage regulations;



b) Check the condition of items to be issued together with the user and warn the user about
returning the item in the same condition;

c) Complete the user card in the presence of the library user, fully recording information
about library item checkout and return.

2. While in library spaces, users must observe these regulations and follow library staff
instructions. After two unsuccessful warnings by the librarian, a user may be banned
from the library for up to one year (the librarian prepares an appropriate record and,
with the library director's approval, submits a service report to the
rector/administration head according to their competence).

3. In case of loss or serious damage to a library document, the user may present an item
of the same title and publication year or, by agreement with library administration,
another title. Otherwise, the user must deposit into BSU's account within no more than
30 days from the expiration of the library item usage period an amount corresponding
to the market value of the library item within the specified time (no more than 30
days). Failure to perform this action may result in the user being obligated to pay an
additional fee of no more than 50 Gel (hereinafter - fine) along with the market value
of the lost/damaged library item, based on an administration head's order issued on the
basis of the library director's service report. Failure to fulfill this obligation is grounds
for initiating disciplinary proceedings against the user.

4. The value of lost or damaged library items is determined by market price, in accordance
with legislation.

5. Information about obligations arising from BSU library usage by BSU library users (BSU
employees, students, professional and lifelong students) is recorded by authorized
library staff in the so-called "clearance card" (electronically, through BSU's portal, if
the user is registered on the portal - www.portal.bsu.edu.ge):

a) For employees - upon termination of employment relationship, during final settlement;

b) For students/professional students/lifelong students - wupon termination of
student/professional or lifelong student status/transfer to another educational institution
or upon issuance of diploma/certificate/transcript/document after program completion or
after submitting a request for personal file materials.



