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Surgut – 2025

The extract from STO-4.2.2-25.
List of adopted abbreviations and shortenings:
· Surgut State University – SurGU, University;
· Library and Information Center – LIC, Library;
· Quality management system – SMK;
· Standard of organization – STO, Rules;
· Interlibrary Loan Service – ILL;
· Electronic Document Delivery – EDD.


5. Registration at the Library and Information Center
5.1. User registration is based on:
– student ID card for students of all forms of education;
– postgraduate ID card for postgraduates;
– enrollment order for master’s degree students, medical residents;
[image: ]– the list of Surgut State University employees provided by the Human Resources Department for scientific and pedagogical workers and employees of the University;
– passport or other identity document, as well as a Consent to personal data processing of the User or his/her legal representative (for minors) (Annexes 1, 2, 3 in Russian) for individuals over 14 years old who are not students or employees of Surgut State University.
5.2. Minor Users shall be registered at the LIC only with the prior written consent of their legal representatives (Annex 4 in Russian).
5.3. Data provided by the User upon registration is strictly confidential. The LIC uses this information solely to provide library services and shall not transfer it to any third parties, whether individuals or legal entities.
5.4. The LIC registration procedure includes:
– input of User data into the “Readers” database by an LIC staff member;
– familiarizing the User with the present STO and providing their handwritten signature in the designated space within the “Logins and Passwords Log” (Annex 5 in Russian) so as to acknowledge that the respective User shall comply with the Rules;
– creation of a password by the User and signing into their electronic form;
– sending a login (i.e. a User’s registration number in the “Readers” database) to the User’s email; 
– issuing a Library card (only for external Users who are not students or employees of Surgut State University).
5.5. Library card issuance shall be subject to a fee for persons aged 14 and older who are neither students nor employees of Surgut State University.
5.6. The User shall bear the expense of a new Library card in instances of a name change, loss, or damage.
6. Information Resources Use
6.1. The LIC provides access to all collections intended for information and library services. Access to the databases with specific use requirements outlined by the owners of the respective resources in the corresponding documents (license agreements, contracts, etc.) shall be gained pursuant to the set requirements.
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6.2. Each LIC subdivision provides information and library services to every User category based on their information requests, granting free access to printed and electronic data.
6.3. Access to the LIC information resources shall be granted to Users in priority order based on the LIC service capacity.
6.4. The LIC service priority is given to students and employees of Surgut State University.
6.5. In order to borrow documents for the reading rooms or for home loan, Users must have an electronic form in the “Readers” database and a Library card (only for external Users who are not students or employees of Surgut State University).
6.6. The electronic form shall serve as a record documenting the date and occurrence of a library item’s loan or return.
6.7. If the Library’s collections lack the documents necessary for scientific work, Users can obtain the required materials through ILL or EDD.
6.8. Access to the reading rooms’ collections is open to all LIC Users. Users may select documents on their own or be assisted by the Library staff.
[image: ]6.9. Should materials be unavailable on the Library’s open shelves, requests may be made to the closed stacks. The Library staff shall fulfill a document request within thirty minutes upon receipt. 
6.10. The following are issued for use only in the LIC reading rooms: 
– single and control copies of documents received via ILL, rare and valuable materials, periodicals, printed copies of theses to all Users;
– printed copies of other documents to Users who are not students or employees of Surgut State University.
6.11. Users must return all documents borrowed for use in the reading rooms to the Library staff no later than fifteen minutes before the LIC closing.
6.12. The total number of documents borrowed by the User for home loan must not exceed forty copies (no more than one copy of the same title).
6.13. Loan period shall be set by the Library staff depending on the demand for the documents but must not exceed one calendar year.
6.14. Users may extend the loan period pursuant to the procedure established in para. 18 DP-5.4.4 “Management of the Information Resources of the Library and Information Center” if there is no demand for the documents from other Users. 
7. User Rights and Obligations
7.1. LIC Users have the following rights:
1. to use the LIC services and resources both on and outside the Library’s premises under the terms not contradicting the applicable legislation of the Russian Federation.
2. to be fully informed about the entire scope of available LIC resources by accessing its electronic catalogue and other information systems.
3. to receive assistance in the selection of information resources. 
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4. to receive originals or copies of documents not available in the Library’s collections via ILL.
5. to extend the document loan period in accordance with the standard procedure.
6. to receive information on online order status, loan deadlines, overdue documents, and reserve necessary materials via the electronic form.
7. to use other types of LIC services including paid ones specified in STO-4.2.10 “Price List for additional (paid) services of the Library and Information Center”.
8. to use self-powered devices in silent mode (laptops, phones, tablets, etc.) in the reading rooms.
9. to bring documents and other materials required for study or research into the reading rooms.
10. to participate in scientific, educational, and cultural events hosted by the LIC.
11. to suggest any improvements and provide feedback on the LIC operation to the LIC administration.
7.2. LIC Users shall:
1. Comply with the present Rules and the established LIC operating procedure.
2. Comply with the regulations on access to the Library’s collections stipulated in the Rules and other LIC local regulatory acts adopted on their basis. 
3. Borrow LIC documents for temporary use in accordance with the requirements specified in the present Rules and other LIC local regulatory acts.
4. Look through the borrowed materials carefully and report any defects identified to an LIC staff member upon receiving them. Otherwise, the User who was the last to borrow a given document shall be held responsible for any damage caused thereto.
5. Return Library documents within the period indicated on the electronic form; extend the loan period if needed.
6. Pay the fee established in STO-4.2.10 “Price List for additional (paid) services of the Library and Information Center” upon failure to return documents within the set deadline.
7. Be held responsible for lost or damaged documents from the Library’s collections.
8. Compensate the damage caused to the LIC:
− replace the lost or damaged library document with its exact copy or a document recognized as its equivalent; if replacement is not possible, the average market cost of the document must be reimbursed (the cost is determined by applying the comparable uncontrolled price method based on prices from different sources including online marketplaces, i.e. OZON, Labirint, etc.); 
− pay for library equipment repair in case of its intentional or accidental damage (the cost is calculated according to the cost of library equipment repair).
11. Return all documents to the Library upon leaving Surgut State University.
12. Provide the LIC administration with a written explanatory report in case of a violation of the present Rules.
13. Ensure safety of one’s valuable items independently in the LIC; refrain from leaving them unattended.
7.3. LIC Users are not permitted to:
1. Render documents from the Library’s collections unusable: making marks therein, tearing out pages, bending the spine or pages of a document, damaging or ripping the identification marks off, etc.
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2. Damage computers and other library equipment.
3. Photocopy/photograph rare and valuable documents without permission from the Library staff.
4. Disarrange the documents’ placement in open stacks on the Library’s premises.
[bookmark: _GoBack]5. Remove documents from the Library’s premises without permission from an LIC staff member. 
6. Bring in and consume food and beverages.
7. Visit the LIC in outerwear and/or with large-sized bags and backpacks. 
8. Reconfigure the operating system settings on the LIC computers; install or remove software.
9. Host events in the LIC without permission of the Library’s administration.
10. Take photos and videos in the LIC without permission of the Library’s administration.
8. User Liability
8.1. Users who have failed to comply with the Rules and have caused damage to the LIC shall be responsible for any violation as stipulated by the current legislation of the Russian Federation.
8.2. In case of a violation of the present Rules, the User shall be banned from using the LIC for a period of one to three months.
8.3. A User’s violation of the Rules may result in warning issued by the Library staff. If violations are repeated or gross, perpetrators shall be denied access to the LIC resources and issued a reprimand via the electronic form.
8.4. No access to collections may be granted to Users who have damaged any LIC documents or equipment until the damage is compensated by the User.
8.5. The violation and the dismissal period are recorded in the User’s electronic form by the Library staff.
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