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Georgian National University SEU - The rules of using the library 

 

 

Article 1. General Provisions 

1.1. SEU Library is a university educational unit in which the bibliographic foundation of the Institution - 

manuals, supporting and methodological literature, print editions, and scientific research works, as well as 

historical, artistic, informational and other literary and informational material are placed; 

1.2. The National University of Georgia (hereinafter-SEU) Library (hereinafter-Library) performs 

educational, informational and educational functions, promotes conducting a research and research 

activities on a high level; 

1.3. The library is a closed type of educational institution on the balance of the University (only for 

students and personnel of the institution). 

1.4. The library guides its activities in accordance with the Law of Georgia on Library work and the 

Regulations of the Parliament of Georgia, in accordance with the SEU regulations, this Rule, and other 

legal acts; 

1.5. The library is located in Tbilisi, Tsinandali St. N9. 

  

Article 2. The main task and functions of the library 

2.1. The main objective of the Library is the implementation of library policy in the country, education, 

science and culture development, protection and promotion of national heritage, development of civil 

society and the process of rebuilding a democratic state; 

2.2. The main functions of the library are: 

A) Organization of library funds, systematic replenishment with national and foreign editions of 

educational, scientific and cultural value; Protection of them and ensuring the access; 

B) Creation of library databases, ensuring availability of foreign library funds; 

C) Promoting management of the library with innovative methods; 

D) Methodological-practical and scientific-methodological assistance to all types and unit library of 

the Country; 

E) Promotion of civil rights protection processes, ensuring access to information and transparency in 

civic education; 

F) Cooperation with libraries of higher education institutions; 

G) Care for the qualification of the library personnel; 

H) Further improvement of the automation of library processes; 

I) Internet use in library processes and readers' services; 

J) Ensure the educational process through training materials (books, magazines, newspapers, 

electronic resources, etc.); 

K) Formation and organization of the library funds, protection, accounting in accordance with the 

applicable standards; 

L) Periodic study, inspection and cleaning of the fund; 

M) Protection and maintenance of the property in the library is obligatory for all employees and 

readers; 
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N) Performing other tasks imposed by the Georgian legislation, including the provisions of this 

Regulation. 

 

Article 3. Structure of the Library 

3.1. The library's staff units are: 

A) Library Manager; 

B) librarians; 

3.2. Library Manager: 

A). Run the library's activities; 

B). Control the activities of librarians; 

C). Establishes a list of the purchased / renewable funds and submits to the administration 

3.2.Librarians:  

A) Serve the reading hall by the shifts; 

B) Carry out cataloging-classification of the foundation (in the library or in the separate cabinets to 

record the material and the database, create special catalogs); 

C) Carry out the regulation of the fund and setting up of a new study material; 

D) Serv readers, recording and retrieving material by readers; 

E) Perform the instructions of the head of the administration and the library manager. 

                                 

Article 4. Membership in the Library 

4.1. The library is intended for SEU students, academic / invited personnel and administration;  

4.2. To become a member of the Library is essential for access to the library; 

4.3. Conditions for becoming a library member: 

A) Joining the Library is based on the submission of a student's ticket which is valid before 

termination of a student status; 

B) The reader is obliged to notify the library about changing the address, contact number, e-mail 

address, place of residence, workplace; 

C) Library manager/librarians, those who are interested in joining the Library, are required to register 

them, for which special periodical must be filled and for each reader, special ticket must be opened, 

where the name and surname, personal number, residence address of the person wishing to join the 

library is indicated; 

D) A person willing to join the library is obliged to get acquainted with the rules of the library's work, 

the rights and duties of the reader established by this rule and confirm the fact of the acquaintance with 

the signature on the ticket; 

E) In the reader's formula, each book taken by the reader from the library is stated. Including the full 

title, withdrawal, and return date of the book; 

F) The reader approves the act of taking the book in the form of a personal signature. 
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Article 5. Rule of Using Library Resources 

5.1. In order to get study material (book, magazine, newspaper, electronic resources, etc.), from the 

electronic catalog of the library will copy the identification number of the material and submit it to the 

librarian; 

5.2. The library materials are issued in the Library Reading Hall or on hand; 

5.3. The material stored in the library's fund (book, magazine, newspaper), which library has only one 

copy, without exception, will not be issued from the library. Such material, the reader has the opportunity 

to use only in the reading room or make a copy; 

5.4. The reader can take the material from the library only on the basis of the librarian's prior permission; 

5.5. The material from the library is issued for no more than five days; 

5.6. The reader is obliged to return the material from the library on time. If the return date coincides with 

the weekend and/or holidays, the reader must return the material on the next working day. If the reader still 

needs the material, he can re-export it for a period specified in this rule, if the application on requesting a 

material is not received; 

5.7. If the reader fails to timely return the library material for an objective reason, he/she is obliged to 

notify the library on the same day, otherwise, it will be considered that the reader has violated the deadline 

for the use of the library material for inadequate reason; 

5.8. The librarian may request a return of the material before the deadline. In this case, the reader is 

obliged to return the material within 24 hours after the notification; 

5.9. A library employee who passes over the material to work in the hall or in hand or retrieves the material 

is obliged to check the material with the reader. In case of detecting the damages, the librarian is obliged to 

compile the protocol; 

5.10. Computer equipment and Internet in the reading hall is for educational and informative purposes. 

First of all, it is intended for finding materials in the electronic library network, in the international library 

network, as well as to find the material in the library catalog; 

5.11. Readers have the right to use computers with the learning process management system to learn the 

results of their academic performance; If the reader does not have the skills to use the technique, the 

library's employer is obliged to provide the reader with relevant assistance. 

 

Article 6. Rights of a Library Reader 

6.1. The library reader has the right: 

A) Receive full information and consultation on finding primary sources of information, specification 

of fund data, conducting reference-bibliographic search using Library resources (catalog, cartoon, 

electronic resource, fund); 

B) Use the Library Reading Hall, Funds, Catalogs, Electronic Resources; 

C) Make copies of the material stored in the library's funds, the right to take the copies is given by the 

authorized person; 

D) Subscribe no more than 5 libraries. The time of delivery of library material depends on the number 

of readers; 

E) To apply to the administration with recommendations for improvement of readers' services. 
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Article 7. Obligations of a Library Reader 

7.1 The reader is obliged to: 

A) Submit the student ticket while entering into the library;  

B) Presentation of student ticket is required when receiving material; 

C) To review material when receiving, in case of detecting the defect, immediately inform the 

authorized person. Otherwise, the responsibility of the damaged material will be imposed on the reader 

who has finally used the material; 

E) Take care of the material given to him, not to damage, not to cover the sheets, do not make the 

recordings and others; 

F) Keep silence, order, public behaviors and hygiene norms; 

G) Refrain from any action which may disturb other readers and the library staff; 

H) Each reader is responsible for personal property, including a valuable thing, a bag, a mobile phone. 

In a case of leaving or losing the above-mentioned property, the Library removes any liability; 

I) When losing the personal belonging the reader should immediately notify the defense service; 

J) While being in the library observe the norms and rules established by this regulation. 

7.2. The reader is prohibited: 

A) Transfer of a student's ticket to another person or use of another's student ticket;  

B) Taking library materials from the reading room without the permission of the authorized person; 

C) Bringing in any kind of weapon, including explosive substances, cutters and sharp weapons, items, 

musical instruments, video cameras, drinks, food products; 

D) Smoking tobacco in the building, excluding places especially for tobacco smoking; 

E) The use of the library's electronic resources is inadequately (Such as the use of various 

entertainment sites, movies, musical compositions, games and other similar games, change of 

computer hardware configuration, etc.) 

F) Taking out bibliographic records, cards from catalogs; 

G) Using mobile phone in reading halls. 

7.3. The violation of the rules of behavior in the library will lead to the abolition of the library membership 

to the reader and / or the ratio of sanction imposed by the SEU. 

 

Article 8. Sanctions on violation of the rules of use of library resources 

8.1. In a case of loss or damage to the library document, the user may submit the same item with 

corresponding denomination and edition or pay the fine equivalent to the market value of the material 

8.2. Sanction for deliberate damage to the library resource shall be determined in accordance with the SEU 

Code of Ethics; 

8.3. The librarian is entitled not to draw material to the persons who are detained in returning the material 

after a deadline. The decision on restriction must be reasonable, and the information - available to the 

reader; 

8.4. The library manager / librarian establishes the protocol on each such violation and submits to the 

administration;  
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8.5. The administration has the right to carry out the measures envisaged by this Code and the Code of 

Ethics against persons who violate the rules of use of the library or the code of ethics and damage the 

property in the library. 

8.6. Head of the administration is authorized to use sanctions for violation defined by this rule. 

 

Article 9. Schedule of library work 

9.1. The library works from Monday to Saturday from 10:00 to 21:00. 

9.2. The library does not work on weekends and on holidays; 

9.3. The schedule of changes of the library staff is determined by the rector's order. 

 

Article 10. Final Provisions 

10.1. The rule of use of the library is approved by the Rector's Order; 

10.2. Changes and additions to the rules of use of the library are carried out by the rector's order. 


