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LISDSC 3.1A: Library Management (Theory)
and

Objectives .
. tions
a) To enable students to gain a clear understanding of the func
principles of management. ' 1
. 1 " - [ 01‘1
b) To provide students with knowledge about various library sections & &

with their objectives and functions.
c) To develop an understanding of library records management.

Learning Outcomes
After completing the course, students are expected to be able to:

a) Comprehend the functions and principles of scientific management.

b) Identify and explain the objectives and functions of different sections of
1

the library.
¢) Demonstrate an understanding of library records management.

[Unit 1

Management: Concept, Definition, Functions and 14 Principles of
Management. Library Management: Meaning and Definition; Sections.

Acquisition Section: Objectives and Functions; Acquisition of Books:

Unit 2
Selection Tools, Ordering Procedures.
Unit 3 Technical Section: Objectives and functions. Technical Processing:
Classification and Cataloguing.
Unit 4 Circulation Section: Objectives and Functions; Methods of Circulation:
Browne and Newark.
Unit 5 Library Maintenance: Building, Furniture and Equipment, Stock
Verification, Weeding, Binding. p
Unit 6 Library Records Management: Accession Register, Library rules’ ;nd
regulations, Annual Report, Library Statistics; Library Committee.

Books for Reference
1. Mittal R.L: Library Administration: theory and practice. New Delhi: ESS ESS,

2007.
2. Chandra Prakash: Library Administration & Management, Jaipur, Mangal

Publications, 1996



3. Koushik, P P: M
’ . a
Publicat, nagement of Library and Informati .
ications, 2006. ation. New Delhi: Anmol

Kri .

Pr:::: Ezn;e‘f:flary A('iministratior\, New Delhi, Vikas

R, ;Il))lng lerar?r (.Zollection, New Delhi, Medallion Press, 1992}

Krismmkumqr-. Ll b ibrary Administration, Vikas, New Delhi. 2001 ’
ar: rary Manual, New Delhi, Vikas. 2000.

Balakrishnan, S and Paliwal, P.K.: Library Administration and

Delhi: Anmol, 2001
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ISDSC 3.1B. Library Management (Practice)

oval form, indent,

Unit1 Preparation of book recommendation and appr
oo order, and entry in the accession register.
nit 2 Preparation of ‘membership card, book card, book pocket, and du

slip.

Unit 3 Preparation of Jibrary rules and regulations

LISDSE 3.2: Basics of Information and Communication Technology

Objectives
a) To enable students t0 de
of ICT.
b) To provide knowledge abou
software.

velop a clear understanding of the fundamentals

t various types of computer hardware and

c) To cultivate an understanding of the Internet and its significance.

Learning Outcomes -
Upon successful comp

letion of the course, students will be able to:

ntal concepts of ICT. e

a) Explain the fundame
f hardware and software.

ribe different types ©

b) Identify and desc
ng of the Tnternet and its services.

c) Demonstrate a sound understandi



anit 1 Information and Communication Technology: Concept, meaning, J

Components.

Processing Unit

Unit2 | Computer: Concept, meaning, Components: Central

(CPU), ALU and Control Unit. Generations of computers.
es: keyboard, mouse,

Unit 3 Computer hardware: Concept, meaning, input devic
touchpad, Barcode Reader, Scanner, touchscreen. Output devices: printer,

monitor, speaker.
Unit4 | Memory devices: Concept, meaning, types of mem
Secondary memory: Floppy disk, hard disk, CD, DVD and pen drive -

ory: ROM and RAI\/},

Unit5 | Computer software: Concept, meaning. Types of software, System
software: Operating system: DOS, different DOS Commands, MS

Windows. Application software: MS Word, Excel and PowerPoint.
tion. Web browser:

Unit6 | Internet: meaning, need and importance, and evolu

meaning, types: Google Chrome. Search engine: need and importance.

Search strategies of Google.

Books for Reference:

Zorkoczy, P (2005). Information Technology: An Introduction,
Lucy, AT (2005). An Introduction to a Computer-Based Library System.

Chichester: Wiley.
3. Kumar PSG (2004). Information Technology:
Practice). Delhi: BR Publications.
4 Andrew ST & David JW (2011). Computer

Hall.
5. Balakrishnan, S (2000). Networking and the future of Libraries. New Delhi: ESS,

London: Pitman.
Brg. ed.

Applications (Theory and

Networks: Boston: Pearson Prentice

ESS
6. Bose, K (1994). Information Networks in India: Problems and Prospects. New

Delhi: ESS, ESS.
Jeanne, FM (2006). A Librarian's Guide to the Internet: A Guide to Searching

and Evaluating Information. Oxford: Chandos Publishing.
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to:
Q) Byplain the fundamental concepts of information services,
b) ldentity and discuss dittorent types of information services,
¢) Demonstrate a clear understanding of user studies and user education,
| Unit 1 | Library Service: Concept, meaning, Need and Tmportance, B
§ Unit 2 Types of Libravy Services: Reforence Services- Siﬁi‘iﬁﬁhgb 'uh'il“'i'iing
't range, Reterral Service, Newspaper Clipping Service and Ropr(w,';'nphic
Service, Bibliographic service,
' Unit 3 ‘Alerting services: Meaning, Definitions, Methods; Carvent Awareness
Service (CAS); Scelective Dissemination of Information (SDI) Service;
g Document Delivery Service.
L
f Unit 4 National information ceuntres: NI1ScPR, DESIDOC, NIC: Objectives,
[ functions and activitics
International information centres: UNESCO, IFLA: Objectives, functions

Unit 5
and activities
1

User Study: Meaning, Need, Methods and techniques; User Education:

Unit 6
Need and importance




[

Books for Reference
. : . ; o G ranathan
1. Ranganathan, S,R.: Reference Service, id 2, Bangalore: Sarada Ranganativ

19

)

o

Endowment for Library Science, 1992, I
Kaushik, : Library Information Services and Systema, New Delhi: Anmo

Publications, 2006.
~ v Al i Ot

Chonny: Fundamentals of Reference Service & Sources, Chicago, ALA, 1981

Guha, B: Documentation & Information Services Techniques and Systems,

Calcutta, World Press, 1982,
Khanna, J.K: Handbook of Library Information Systems & Services, New

Deacon Books, 1998
Khanna, J.K.: Advances in Librarianship, New Delhi, JKK; Publications, 1992

Krishan Kumar: Reference Service Iid. 3, Delhi, Vikas, 1987,
Sewa Singh: Handbook of Reference and Information Services, New Delhi, 1SS,

1987
Sharma J.S. & Grover, D.R.: Reference Service and Sources of Information, )\k:,éfv
Delhi, ESS, 1987. Kumar, Krishan. (1990) Reference service, New Delhi, Vikas.

10. Lucas, Amy, Ed. (1989). Encyclopaedia of Information systems and services.

Detroit: Gale Research.
11. Neelameghan, A., and Prasad, K.N. Eds. (2005). Information Systems and

Services in India. Bangalore: SRELS.

LISDSC 4.1B: Library Services (Practice)

/ Preparation of newspaper clippings

/Unitl

/ Preparation of Journal Table of Contents (ToC) bulletin

[Um'tZ

/ Compilation of bibliographies of books

/ Unit 3
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[Units ——  T77H7——ooon
Unit 1 | Slpou Educational Resources (Ol R): km\\vpl \\o‘\nm\ and Datinition;
Onics _l_\\*‘l}:‘_u tenistics of Ol 'ER; Benefits and Challenges of O R

L vpes of OBER: Oy Open Courseware, Opcn lo\\l\m\\o\ Upon Journaly,

: MOOCs. )

I Unit 3 International OER Platforms:  MIT “OpenCourseWare, Opon Yale
Courses, MERLOT, DOAB, DOA. |

LUnit«l National OER l’laum;x_g e-PG 'l‘alhslmla, e-Gyankosh, NPT, NDLY,
Vijayi Bhava, Jnana Nidhi.

LUnita Massive Open Online  Courses - (MOOC s): mmminy,, advantages,
SWAYAM: quadrants and national coor dinators »

| Unit 6 Searching and identifying OER: NROUR, OLR C onmmns

-

Sources for Reference:
https:/ /egyankosh.ac.in/bitstream/ 123456789 /46306/ 1/ Unit-7.pdt

https:/ /wwiw.education.gov.in/sites/ upload_files/ mhrd/files/upload _document /20
130808_CSFEConceptPaper_OER_MHRDConterence_v0.7.pdfm;

https:/ /library.educause.edu/ topics/ teaching-and-learning/ open-cducational-

q;u RR) 7\\§h
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