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REGULATION ON VIRTUAL REFERRAL SERVICE
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OF SCIENTIFIC LIBRARY NAMED AFTER S.BEISEMBAYEV
OF S.TORAIGHYROV PAVLODAR STATE UNIVERSITY

1. General terms

1.1 Virtual referral service (hereinafter - VRS) of scientific library named after S.Beisembayev of S.Toraighyrov Pavlodar State University (hereinafter – SL of  PSU) is a part of unified system of bibliographic service for library users.
1.2 VRS performs one-time search requests for remote users associated with finding information on Internet, electronic catalogs and bibliographic databases, reflecting the collection of the Scientific library, as well as other sources of information available in the SL of  PSU.
1.3 VRS operates in accordance with the Regulations of the service.

2. Role and principles

2.1 The role of the VRS  is the provision of access to bibliographic  services for users regardless of their location.
2.2 The VRS principles of work are accessibility and free-of-charge basis for all users; obligatory fulfillment of the received requests and provision of responses even in the absence of the required information; efficiency of requests completion; the confidentiality of information about users.

3. Categories of users

Under service are students, master’s degree students, doctoral students, faculty members and staff of S.Toraighyrov PSU, and also librarians of educational organizations of Pavlodar region.

4. Types and subjects of received requests are

4.1 Bibliographical, that is requests on the availability of specific  publications kept in the depositories of the SL of  PSU.
4.2 Feature requests, execution of which does not entail complicated and bibliographic search and can be performed based on the available in SL of PSU fund of traditional and electronic bibliographic resources, as well as Internet resources. In the case of selection of the information to the complex scientific and educational works (dissertations, theses) VRS provides the first stage of the search in the database, electronic catalogs and other resources by keyword, subject of research components, and indicates possible targets for further research on your own.
4.3 Clarification questions, identifying or clarifying the missing or distorted elements of bibliographic description.
4.4 Factual questions - questions that contain information about any facts, events, phenomena, persons, organizations, and so on.
4.5 Requests on socio-economic, humanitarian, biological and technical topics, relevant areas of academic and scientific, professional activity of library users of SL of  PSU.
4.6 The chronological scope of inquiry established within the last five years.
4.7 Requests from the library staff of educational institutions involving answers in the form of advice.

5. Available services

5.1 Upon inquiry the library user is provided with bibliographical list (no more than 20 resources) with the reference to the sources on the topic - database, electronic catalog, and so on, which allows the user to continue the search on their own, as well as improves his/her  level of information competence.
5.2 In response to a query the user receives a link to the source of information on the Internet for independent information retrieval.
5.3 Possibility of self-search for information in the database of earlier submitted inquiries, generated as it is received, using the search engine.
5.4 In the process of drawing up the list the bibliographic descriptions are subject to minimal editing provided in the form identical to their record in the original database, so they might not match the bibliographic standards.

6. Deadline for request

6.1 Requests for the specific publications that are  available  in the funds of the PSU library are performed by VRS within one working day.
6.2 Thematic requests without complex bibliographic search are performed within 1-3 working days of service.
6.3 Clarifying and factual requests are performed within 1-2 of service working days.
6.4 Beginning of the performance period is counted from the hour of its receipt.
6.5 Response to the request can be found by the user in the "Archives of completed requests" in which all the answers to previous requests are presented in a sequential order. The search is performed by keywords.

7. The resource service database 

In responding to requests traditional library reference search system is used, the system of electronic catalogs and database of PSU library and other Internet-accessible libraries and information centers, full-text  online resources.

8. Mode and rules of service work

8.1 Requests are received daily, except Saturdays and Sundays, public holidays and are performed in the order of their receipt.
8.2 Requests, received after 16:30, are performed next day.
8.3 Requests are accepted in Kazakh and Russian languages.
The library has the right to appoint a fixed number of requests per day.

9. Restrictions

9.1 Requests related to the provision of information of entertaining character (crossword puzzles, competitions, quizzes and so on) are not accepted.
9.2 Scanned documents are not provided.
9.3 Requests that are asked incorrectly are not considered. Librarians have the right to remove them.
9.4 Requests that are related to solution of mathematical, physical, chemical tasks and so on are not accepted.
9.5 Issues which are of commercial character are not considered.
9.6 Requests related to the search in the Internet for electronic version of specific books, articles, theses, abstracts and so on are not performed.
9.7 One request at a time is received from a singular user a day. Within one request to the reference service only one theme, address, or clarifying factual inquiry is considered. If your request includes  a few questions, we will answer to only one of them, at our discretion.
9.8 We do not answer the questions posed by e-mail. VRS staff is not responsible for illegal content on the Internet provided in response to the requests.

10.   Performance records

The performance records of the VRS is carried out  in the notebook of performance records according to the technological instructions on recording bibliographic information and OS  PSU 6.02.2-09  the management of digital information resources of the library.

11.   Liability

The work of VRS is carried out by experts of scientific and bibliographic department and the sector of computerization of information-library processes of the Scientific Library.

