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APPROVED

By order No. V-126 of the Director of St.
Ignatius Loyola College on 28 December 2020

RULES FOR USING THE LIBRARY OF ST. IGNATIUS COLLEGE

I. GENERAL

These rules establish the general procedure for using the library of St. Ignatius College (hereinafter
referred to as the Library).

The Library operates in accordance with the laws of the Republic of Lithuania on libraries and other
laws, Government resolutions, approved Lithuanian standards, the College's statutes, the Director's
orders, the Library's regulations and these rules (hereinafter referred to as the Rules).

All members of the college community have the right to use the Library.

All members of the college community have the right to use the Library.

The Library guarantees the completeness of the information provided to each reader and the
accessibility of documents, regardless of their authors or the political or ideological orientation of the
knowledge contained therein.

Use of the Library is free of charge, except for services included in the list of paid services provided
by libraries approved by the Minister of Culture of the Republic of Lithuania. The fees for paid
services are approved by the director of the college.

Information about the paid services provided by the Library is provided in point 37.

Data is processed in accordance with the requirements of the Law on Legal Protection of Personal
Data of the Republic of Lithuania, the Law on Copyright and Related Rights, and other legal acts

regulating the protection of personal data.

II. TERMS

Library service — any activity of the Library organised and carried out to meet the informational,
scientific, cultural, educational, professional and leisure needs of users, using all available
information resources, library equipment, premises and the expertise of specialists.

Library collection — all documents that the Library provides to its users: documents stored in the
Library and resources accessible remotely, for which permanent or temporary access rights have been

acquired.

11. Document — a source of knowledge in which recorded information is used and stored: a book, serial

publication, periodical, cartographic, electronic publication, audio or video recording, or any other

source of knowledge that provides information.

12. Reader — a natural person who is registered with the Library and has the right to use the Library's

services.



13. Unregistered reader — a reader who visits the Library and uses Library services that do not require

confirmation of their identity (identification), such as participation in public events, excursions, etc.

14. A registered reader is a reader who is registered in the library's information system and has been
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assigned a user ID number, which entitles them to reserve and borrow library documents, extend
their loan period, remotely access subscribed databases licensed by the library (if the licence allows

it), and use other library services that require user identity verification (identification).

Other terms used in the rules correspond to the terms used in the Law on Libraries of the Republic of
Lithuania, the Law on Legal Protection of Personal Data of the Republic of Lithuania, the Law on
Copyright and Related Rights of the Republic of Lithuania, the Law on the Fundamentals of Child
Protection of the Republic of Lithuania, the Law on Science and Studies of the Republic of

Lithuania, and the Law on Information Society Services of the Republic of Lithuania.

III. ORGANISATION OF READER SERVICES

College staff and students who wish to use the documents stored in the library
must register with the Library.

College readers are registered according to the approved list of students and staff.

Readers are registered in the library information system by transferring their data from the college's
student and staff databases.

Each student or staff member becomes a reader only after familiarising themselves with the rules for
using the library

Scanning the barcode on a person's identity card when issuing a document is equivalent to
confirming that the reader is familiar with the Library rules and undertakes to comply with them.

At the beginning of the academic year, the Library organises training sessions for first-year students
on the activities of the Library, the use of information sources, databases, etc. Other readers are
familiarised with the rules individually.

Rare and valuable documents, or newly acquired documents that are in high demand, as well as
specialised documents, are not issued for home use.

They can only be used in the Library's reading room.
Documents taken home for temporary use are recorded in a digital form by the responsible library
employee.

After returning the document , an employee of the library at , ,notes in the aforementioned
form the fact of the document's return.
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IV. READER SERVICE PROCEDURE

Documents are issued for home use for a period not exceeding 14 days.

The period for issuing documents (from 14 days to a semester) may be changed depending on
demand and the number of copies available in the Library.

Readers must return documents borrowed for a fixed period at the end of the period.

The deadline may be extended by bringing the document to the library, contacting us by email or
phone, depending on the number of specific documents in the collection.

During the session, documents are issued to part-time students for home use only for a limited
period, except for the works of college lecturers. Outside the session, they are only available for use
in the reading room.

Documents are only lent after the return of previously borrowed documents whose use period has
expired.

Readers may borrow no more than 10 documents at a time. The number of documents issued may
be changed depending on various circumstances.

Readers may borrow only one copy of the same title.

Students return all borrowed documents upon completion or termination of their studies and before
academic holidays. Settlement with the Library is confirmed by the signature of a Library employee
on the settlement sheet or in another form accepted by the college.

Documents used by lecturers during lectures or other classes are loaned to the lecturer for the
semester, with the loan period extended if necessary.

Students may use computers in the reading room for 2 hours per day. If there are no other users
waiting, the student may continue working.

Readers have the right to use computers and other documents in the library during library hours
upon presentation of a document confirming their identity.

The library computers are intended for educational and scientific purposes only: searching the
Internet, using e-mail, installed programmes and other learning tools.

Readers can use the databases subscribed to by the Library and other freely accessible databases
free of charge. A list of these databases is available on the college website.

When using a computer, it is prohibited to play computer games, play video or audio recordings
loudly, view or post pornographic, racially or ethnically hateful or violent content, or disseminate
information that is harmful to others.

The library provides paid services: document printing. The fees for paid services and the procedure
for providing them are approved by order of the college director and published on the college

website.
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V. READER'S RIGHTS AND OBLIGATIONS

Readers have the right to:

41.1. Obtain documents from the library's collection for temporary use at home or in the reading
room.

41.2. Obtain detailed information about the library's collection and the services it provides.

41.3. Use all paid and free services provided by the library.

41.4. Use the documents, databases and other information services stored in the library in
accordance with the established procedure.

41.5. Express their opinion verbally or in writing about the work of the library and the services it
provides, request an extension of the document return deadline, and submit suggestions in
various forms for improving the library's activities.

41.6. Readers must:

41.7. Take care of and protect library documents, not damage library inventory.

41.8. Not to remove documents from the library premises if they are not recorded in the reader's
form.

41.9. When ordering a publication, fully indicate the author and title.
41.10. Register documents read on site.
41.11. Return borrowed documents at the specified time or extend the period of use.

41.12. If there are changes to a person's personal details (surname, place of residence, group, etc.),
please inform the library staff.

etc.), please inform the library staff.

41.13. Keep quiet in the library-reading room and do not disturb others.

41.14. Respect copyright when using subscribed and trial databases: do not transfer or grant
access to other persons, do not use the information found for commercial purposes and do not

republish it, do not download large amounts of information using special tools.

VI. READER'S RESPONSIBILITY

The reader is responsible for:

The reader losing or irreparably damaged  adocument must replace it

with the same or an equivalent one.

Students who have completed their studies or discontinued their studies for any reason must settle

all accounts with the library (return the documents borrowed from the library and pay for any lost

items).

44.1. Readers who return a document with the same title but marked with a different barcode than
the one they borrowed are liable for it as if it were lost.

44.2. An employee who has terminated their employment contract or left on a long-term secondment
must return

documents taken from the library.
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44.3. Readers who fail to comply with the library rules may have their right to use the Library

revoked for a limited period or permanently by order of the college director.

VII. DUTIES AND RIGHTS OF LIBRARY STAFF

Library staff must:

45.1. Inform readers about the document collection and services provided.Provide readers with the
necessary advice on the use of various databases.

45.2. Ensure that readers have access to the library's collections.

45.3. Continuously improve the organisation of reader services.

Library staff have the right to:

46.1. To demand payment for lost or damaged documents and equipment.

46.2. In agreement with the director, not to serve readers one day per month (the last working day
of the month).

46.3. This day is dedicated to cleaning and disinfecting the premises and collections, as well as other
internal library tasks.

tasks.



PATVIRTINTA

Sv. Ignaco Lojolos kolegijos direktoriaus
2020 m. gruodzio 28 d. jsakymu Nr. V- 126

SV. IGNACO LOJOLOS KOLEGIJOS
NAUDOJIMOSI BIBLIOTEKA TAISYKLES

I. BENDROJI DALIS

Sios taisyklés nustato bendra naudojimosi Sv. Ignaco Lojolos kolegijos biblioteka (toliau -
Biblioteka) tvarka.

Biblioteka veikia vadovaudamasi Lietuvos Respublikos biblioteky ir kitais jstatymais,
Vyriausybés nutarimais, patvirtintais Lietuvos standartais, kolegijos statutu, direktoriaus
isakymais, Bibliotekos nuostatais ir Siomis taisyklémis (toliau — Taisyklés).

Bibliotekos fondai yra nacionalinis turtas, saugomas valstybés jstatymy nustatyta tvarka.
Naudotis Biblioteka turi teis¢ visi kolegijos bendruomenés nariai.

. Biblioteka garantuoja kiekvienam skaitytojui teikiamos informacijos i§samuma, dokumenty,
neatsizvelgiant | jy autoriy ar juose uZzfiksuoty ziniy politing ar ideologing orientacija,
prieinamuma.

Naudojimasis Biblioteka yra nemokamas, i$skyrus paslaugas, jtrauktas j Lietuvos Respublikos
kultiiros ministro patvirtintg biblioteky teikiamy mokamy paslaugy sarasa. Mokamy paslaugy
ikainius tvirtina kolegijos direktorius.

Informacija apie Bibliotekos teikiamas mokamas paslaugas pateikiama 37 punkte.

Duomenys yra tvarkomi vadovaujantis Lictuvos Respublikos asmens duomeny teisinés apsaugos
jstatymo, autoriy teisiy ir gretutiniy teisiy jstatymo ir kity teisés akty, reglamentuojanéiy asmens

duomeny apsauga, reikalavimais.

II. SAVOKOS



9. Bibliotekos paslauga — bet kuri Bibliotekos veikla, organizuojama ir vykdoma tenkinant vartotojy
informacinius, mokslinius, kultirinius, edukacinius, profesinius, laisvalaikio poreikius ir
naudojant visus prieinamus informacijos isteklius, bibliotekos jranga, patalpas bei specialisty
kompetencija.

10. Bibliotekos fondas — visi dokumentai, kuriais Biblioteka apriipina savo vartotojus: dokumentai,
sukaupti Bibliotekoje, ir iStekliai, pasiekiami nuotoliniu biidu, kuriy nuolatinei ar laikinai prieigai
igytos teises.

11. Dokumentas — Ziniy Saltinis, kuriame naudojama ir saugojama jrasyta informacija: knyga, testinis
leidinys, periodiniai, kartografiniai, elektroniniai leidiniai, garso, vaizdo jraSai ar kitu budu
pateikiantis informacijg ziniy Saltinis.

12. Skaitytojas — fizinis asmuo, uzsiregistraves Bibliotekoje, turintis teise¢ naudotis Bibliotekos
paslaugomis.

13. Neregistruotasis skaitytojas — skaitytojas, kuris lankosi Bibliotekoje ir naudojasi Bibliotekos
paslaugomis, kurioms nebiitinas jo tapatybés patvirtinimas (identifikavimas), pavyzdziui,
dalyvavimas vieSuose renginiuose, ekskursijose ir pan.

14. Registruotasis skaitytojas — skaitytojas, kuris yra registruotas bibliotekos informacinéje sistemoje
ir turi jam priskirtg vartotojo ID numerj, suteikiantj teis¢ rezervuoti ir gauti panaudai j namus
bibliotekos dokumentus, pratesti jy panaudos terming, nuotoliniu biidu naudotis
prenumeruojamomis duomeny bazémis, kurias licencijuoja biblioteka (jei licencija tai leidzia), ir

naudotis kitomis bibliotekos paslaugomis, kurioms bitinas vartotojo tapatybés patvirtinimas

=
=

(identifikavimas). || 2]

15. Kitos taisyklése vartojamos sgvokos atitinka Lietuvos Respublikos biblioteky istatyme, Lietuvos

Respublikos asmens duomeny teisinés apsaugos jstatyme, Lietuvos Respublikos autoriy teisiy ir
gretutiniy teisiy jstatyme, Lietuvos Respublikos vaiko teisiy apsaugos pagrindy jstatyme, Lietuvos
Respublikos mokslo ir studijy jstatyme, Lietuvos Respublikos informacinés visuomenés paslaugy

jstatyme vartojamas sgvokas.

III. SKAITYTOJU APTARNAVIMO ORGANIZAVIMAS

16. Kolegijos darbuotojai ir studentai, norédami naudotis bibliotekoje saugomais dokumentais,
privalo uzsiregistruoti Bibliotekoje.

17. Kolegijos skaitytojai registruojami pagal patvirtintg studenty ir darbuotojy sarasa.
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Bibliotekos informacijos sistemoje skaitytojai registruojami, perkeliant jy duomenis i$ kolegijos
studenty ir darbuotojy duomeny baziy.

Kiekvienas studentas ar darbuotojas tampa skaitytoju tik susipazings su naudojimosi Biblioteka
taisyklémis.

Asmens tapatybés kortelés briikSninio kodo nuskaitymas iSduodant dokumenta, prilygsta
patvirtinimui, kad skaitytojas yra susipazings su Bibliotekos taisyklémis ir jsipareigoja jy
laikytis.

Pirmojo kurso studentams mokslo mety pradzioje Biblioteka rengia mokymus-pristatymus apie
bibliotekos veiklg, informacijos Saltiniy, duomeny baziy panaudg ir pan., kiti skaitytojai
supazindinami individualiai.

Reti ir vertingi arba naujai gauti ir didel¢ paklausg turintys, specialybiniai dokumentai j namus
neiSduodami.

Jais galima naudotis tik Bibliotekos skaitykloje.

Dokumentus, paimtus laikinam naudojimui j namus, | skaitmeninj formuliara, jraso atsakingas
bibliotekos darbuotojas.

Grazinus dokumentg, bibliotekos darbuotojas, pazymi minétame formuliare dokumento

grazinimo fakta.

IV. SKAITYTOJU APTARNAVIMO TVARKA

Dokumentai ] namus iSduodami ne ilgesniam kaip 14 dieny laikotarpiui.

Dokumenty iSdavimo laikotarpis (nuo 14 dieny iki semestro) gali biiti kei¢iamas, atsizvelgiant j
ju paklausa ir Bibliotekoje esanciy egzemplioriy kiekj.

Terminuotai gautus dokumentus skaitytojai privalo grazinti terminui pasibaigus.

Terminas gali buti prat¢siamas, atneSus dokumentg j biblioteka, susisiekiant el. paStu ar
paskambinus, atsizvelgiant | esan¢iy fonde konkrec¢iy dokumenty skaiciy.

IStestiniy studijy studentams sesijos metu dokumentai j namus iSduodami tik terminuotai,
i§skyrus kolegijos déstytojy darbus. Ne sesijos metu — tik darbui skaitykloje.

Dokumentai skolinami tik grazinus anksciau paimtus dokumentus, kuriy naudojimo terminas
baigesi.

Vienu metu skaitytojas 1 namus gali pasiskolinti ne daugiau nei 10 dokumenty. ISduoty
dokumenty kiekis gali biti keiCiamas atsizvelgiant j jvairias aplinkybes.

Skaitytojams skolinamas tik vienas to paties pavadinimo egzempliorius.
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Studentai grazina visus pasiskolintus dokumentus baigdami ar nutraukdami studijas ir pries
akademines atostogas. Atsiskaitymas su Biblioteka patvirtinamas Bibliotekos darbuotojo parasu
atsiskaitymo lape ar kita kolegijoje priimta forma.

Paskaity ar kity uzsiémimy metu déstytojo naudojami dokumentai yra déstytojui skolinami
semestrui, esant poreikiui pratesiant skolinimo terming.

Skaitykloje dirbti prie kompiuteriy studentas gali 2 valandas per diena. Jeigu néra laukianciyjy,
studentas gali darbg testi.

Naudotis bibliotekoje kompiuteriais ir kitais dokumentais skaitytojai turi teise bibliotekos darbo
laiku, pateike asmens tapatybe patvirtinant] dokuments.

Skaitytojams skirti Bibliotekos kompiuteriai naudojami tik mokymo/si ir mokslo tikslams: atlikti
paieska internete, naudotis elektroniniu pastu, jdiegtomis programomis ir kitomis mokymuisi
skirtomis priemonémis.

Skaitytojai gali nemokamai naudotis Bibliotekos prenumeruojamomis ir kitomis laisvai
prieinamomis duomeny bazémis, kuriy sarasas yra patalpintas kolegijos interneto svetainéje.
Dirbant kompiuteriu draudziama zaisti kompiuterinius zaidimus, garsiai leisti vaizdo ar garso
jraSus, zitiréti ar déti pornografinius, rasing ar tauting neapykantg bei smurtg propaguojancius
puslapius, skleisti informacija, kenkiancia kitiems.

Bibliotekoje teikiamos mokamos paslaugos: dokumenty spausdinimas. Mokamy paslaugy
jkainiai ir suteikimo tvarka yra patvirtinti kolegijos direktoriaus jsakymu ir skelbiami kolegijos

interneto svetaingje.

V. SKAITYTOJO TEISES IR PAREIGOS

Skaitytojai turi teisg:

41.1. Gauti i$ bibliotekos fondo dokumentus laikinam naudojimui j namus arba j skaityklg.

41.2. Gauti iSsamig informacijg apie bibliotekos fondg ir jos teikiamas paslaugas.

41.3. Naudotis visomis bibliotekos teikiamomis mokamomis ir nemokamomis paslaugomis.

41.4. Nustatyta tvarka naudotis Bibliotekoje saugomais dokumentais, duomeny bazémis bei
kitomis informacinémis paslaugomis.

41.5. Pareiksti savo nuomong zodziu ar rastu apie bibliotekos darbg ir jos teikiamas paslaugas,
prasyti pratesti dokumenty grazinimo terming, teikti jvairiomis formomis pasitlymus
Bibliotekos veiklai gerinti.

41.6. Skaitytojas privalo:
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41.7. Tausoti ir saugoti bibliotekos dokumentus, negadinti bibliotekos inventoriaus.

41.8. NeiSnesti dokumenty i bibliotekos patalpuy, jei jie nejraSyti i skaitytojo formuliara.

41.9. Uzsakydamas leidinj, pilnai nurodyti autoriy ir antrastg.

41.10. UZregistruoti vietoje skaitomg dokuments.

41.11. Nurodytu laiku grazinti paimtus dokumentus ar pratesti naudojimosi jais terming.

41.12. Pasikeitus asmens dokumenty duomenims (pavardei, gyvenamajai vietai, grupei ir
kt.), informuoti bibliotekos darbuotoja.

41.13. Bibliotekos-skaityklos patalpose laikytis tylos, netrukdyti dirbti kitiems.

41.14. Laikytis autoriy teisiy, naudojantis prenumeruojamomis ir testuojamomis duomeny
bazémis: neperduoti ir nesuteikti prieigos kitiems asmenims, nenaudoti rastos informacijos
komerciniais tikslais ir jos neperpublikuoti, nesisiysti informacijos dideliais kiekiais

naudojant specialias priemones.

VI. SKAITYTOJO ATSAKOMYBE

Skaitytojas atsako:

Skaitytojas, prarades ar nepataisomai sugadings dokumentg, privalo pakeisti jj

tokiu paciu ar lygiaverciu.

Studentas, baiges studijas ar dél kokiy nors priezasCiy nutraukes mokymasi, privalo pilnai

atsiskaityti su biblioteka (grazina bibliotekai paimtus dokumentus bei atsiskaito uz pamestus).

44.1. Skaitytojai, grazing tokio paties pavadinimo, bet pazyméta kitu, negu buvo pasiskoling,
briksniniu kodu dokumenta, atsako kaip uz prarasta.

44.2. Darbuotojas, nutraukes darbo sutartj ar iSvykes ilgalaikei komandiruotei, grazina is§
bibliotekos paimtus dokumentus.

44.3. Skaitytojui, nesilaikan¢iam naudojimosi biblioteka taisykliy, kolegijos direktoriaus

isakymu terminuotai ar visam laikui gali biiti atimta teisé naudotis Biblioteka.

VII. BIBLIOTEKOS DARBUOTOJU PAREIGOS IR TEISES

45. Bibliotekos darbuotojai privalo:

45.1. Informuoti skaitytojg apie dokumenty fondg ir teikiamas paslaugas.



46.

45.2. Suteikti skaitytojams reikiamas konsultacijas dél jvairiy duomeny baziy naudojimo.

45.3. Uztikrinti galimybe skaitytojams naudotis bibliotekos fondais.

45.4. Nuolatos tobulinti skaitytojy aptarnavimo organizavima.

Bibliotekos darbuotojai turi teisg:

46.1. Reikalauti apmokeéti uz prarastus, sugadintus dokumentus bei jranga.

46.2. Suderinus su direktoriumi, vieng dieng per ménesj (paskuting ménesio darbo dieng)
neaptarnauti skaitytojy.

46.3. Sig diena skirti patalpy ir fondy valymui, dezinfekavimui ir kitiems bibliotekos vidaus

darbams.
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