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GENERAL INFORMATION

1. Nameof the Trade : Library & Information Science

2. N.C.O. Coded No ) 134.10

3. Duration of Craftamen Training : 06 months (26 weeks)

4. Entry qudification : 12'" Std. passed under 10+2 system of
Education or its equivaent.

5. Unitgze ; 20 Trainees

6. Space Required : 750 0. ft.

Objective of the course: After completion of the course trainees should be able to work

as Library Assstant/ Library Technicd Assgant/ Cataloguer in public, Academic and

Government Libraries.

Note: Course should be started with the Indtitute, which is having good library.



COURSE CONTENTS

Sl. Subject No of
No. weeks
1 Information of Library & Society 02
2 Library organization & Management 02
3 Classification 05
4 | Cataloguing 05
5 Information sources, systems & services 04
6 Book Selection & Book Preservation 02
7 Computer Application in Library & Information 06
Science
TOTAL.: 26




Syllabusfor the Tradeof “Library & Information Science” under CTS

Duration: Sx Months

Week Trade practical Tradetheory
Nos.
1-2 INFORMATION ,L I BRARY
AND SOCIETY:
Vigt different libraries and Ddfintion of Library, its objectives and
note down the functions of savices. Impact of Libray and Information
different sections Service on Society. Socia functions of libraries.
Make a chart showing the » Eminent thinkers of Libraay Sdence
difference between an Rabindra Nah Tagore, SR.Ranganathan
Academic Library and a and Melvil Dewey.
Specid Library. » Laws of Libray Science Badc laws Five
Make a comparative chart laws of libraay Scence and thear
showing the functions of goplication.
NISCAIR, RRRLF, > Different types libraries and their functions:
DESIDOC, NASSDOC, and National Libraries and copyright Libraries,
NISSAT Academic  Libraries  Universty, College
and School Libraries, Specid (Technicd)
Libraies and Information centres and
(At least visit of 3 standard Departmental Libraries.
Libraries of different types » Libray Legidation: Sdient feaures of
Induding Library which have library legidation in India (at least two)
different Sections) > Library Movement and Devel opment
» Librasy movement in India and role of
Library Associations.
» Organization involved in devdopment of
Library and information Science in India
INSDOC, DESIDOC, NASSDOC, NISSAT
etc.
3-4 Concept of  Libraay  Organization and

LIBRARY ORGANIZATION &
MANAGEMENT:

Prepare organizationa chart of
varioustypes of libraries.

Practice with various forms such
as book sdection dips, Accesson
Regiger, Periodicd Regidration
Cards, & other records.

Management. Library organization dructures
/different sections of Libraries.

» Sub-sysemsof Library: Routines,
records and equipments of Technicd
Section.

» Routines, records and equipments of
reference and Documentation  Section.
Routines, Records and Equipments of
Maintenance Section. Routines, Records




10-14

Pacing the orders for books and
periodicals.

Entering the bills in the bill receipt
register.

Book completion work: Stamping,
Labdling etc.

CLASS FICATION:

» ldess about Principles of
Prectical classfication.

» Steps in condruction of class
number.

» Clasdficaion of documents by
Dewey decimd classfication
or classfication of documents
by colon classfication.

» Assgning of cal number

N.B. sessond tests will be taken
on DDC or CC for Internd
Assessment.

CATALOGING:

» Cadoguing of books, Serids,
Periodicals and cartographic
materids by AACR-11(R) or

» Caaoging of books, Serids,
Periodicals and Cartographic
materials by CCC, 5" edition
(with Amendments).

» Subject heading through Sear’s
lis of subect heading.
Comparative study of entries
made according to AACR and
CCC.

» Hiling of cards.

» Prepardtion of guide cards and
indruction regarding use of
catalogue.

and eguipments of Periodicad  Section,
Routine of Circulation Section; Methods of
charging and discharging.

Rules and regulations of library

Library Committee: Types and functions.
Library Finance and Budget Allocation.

Stock Verification.

YVVVY

Y

Meaning, Purpose and functions of Library
Classfication.

» Features of Book classification:

» Concept of subject; types of subjects,
Simple, Compound and complex.

Y

Notation in classfication: Need of notation,
Bae of notation, and Qudities of good
notation.

Book classification schedules.

Types and characteristics of classfication
scheme.

Rulesfor filing cards

ISBD, ISBN, ISSN; classfication schemes.
Introduction to DDC, UDC and CC:. ther
sdient features.

Cal number and its parts.

VVV VYV

Definition,  objectives and  functions  of
caaogue. Diffeeence  between  cataogue,
Accesson Regigter, bibliography and Shelf list.

» Formsand types of Library Cataogue:

» Outer form: Book, card and Sheaf forms.

» Inner form (Types of cataogue): Author,
Title, Subject, and Dictionary & Classfied
catalogue.

> Different Kinds of Cadoguing entries with
reference to Dictionay and dassfied
catalogue.

0 Man entry. Purpose of the different
parts of amain entry.

Added entries

Reference

Andyticd entries

Tracing

© O Oo0Oo




15-18

N.B. For intend Assessment
trainees ae required to submit
class work, Propely filed with
guide cards.

INFORMATION SOURCES,
SYSTEMS & SERVICES:

Study of Information Sources.
Study of ready reference sources
using a precribed format and
making a comparative study of
those tools.

Answering specific reference
questions usng different
categories of ready reference
SOurces.

Generd overview of On-Line
database services and CD-ROM

Catdoguing Codes.

Definition, need and components.
Subject Cataloguing:  Concept,
Problems and genera principles.
Ideas about smplified, sdlective and Union
Catalogues.

Rulesfor filing cards.

Introduction to classfication skill.

Purpose,

VV VY VVV

Organization of cataloguing department:
Essentid tools and equipments.

» Information sources. Ddinition and
importance of information sources.

» Types of information sourcess documentary,
human and indtitutiond.

» Ready reference sources. Categories and
characterigtics. Evaudion  of ready
reference sources.

» Information systems and centres.

» Information Services:

» Dedfintion ad need of reference,
documentation and information services.

» Organization of information
(documentation) work and  information
(documentation) service.

» Reference or Information Process

» Information sarvice to genedigds User

Orientation, Short-range information
sarvice, and long-range information service,

Reference Service:

Definition and need for reference savice in
library.

Reference book: Definition and qudities of a
reference book. Types of reference books and
ther uses (a) Bibliographies, (b) Indexes,
abstracts, News summaries, (©
Encyclopedias,(d) Directories, (€) Hand books,
manuals, (f)  Biogrephicd  sources, ()
Geographicd  sources, (h) Dictionaries and
others.

Reference question:

Definition, Fectors. Types Fact  finding/
Materid finding/research. Reference
Department.




19-20

21-26

BOOK SELECTION & BOOK
PRESERVATION:

Prepare aformat for selection of
books by different sections/ staff
members.

Practice on various methods for
Preserving documents.

Computer Application in
Library & Information Science

Data entry and Print out one or

two Software Packages.
Modification of exiding Database
for different output.

Practicd with acquistion and
circulaion system.

Generation of areading lid.
E-mail sarvices.
Practice on CDY/ISIS.

Revision & Test

Book selection:

Purpose of book sdection, Factors of book
sdlection — Books, Readers, Resources.

Principles of book sdection — Best book /
Largest book/L east Cost.

Book sdlection toals.

Book Preservation:

Common sources of danger to books, physicd,
chemicd and biologica factors.

Generd Principles of book preservation.

Common curative methods. Specifications for
rebinding (library binding).

Study of
Hardware.
Library Automation Need and Purpose.

Need for computer applications, Areas of
computer gpplications.

Automation in library Management. Software
Packages for Libray Management-Essentid
features.

Computer and its Units, Computer and its
classfication.

Study of Various operating systems.

Computer including concept  of

Generd-purpose  gpplication  software: Word
Processing such as MS-office, lotus.

Specid Purpose gpplication software:
CDY/ISIS.

Library Networking: Needs & Purpose.
Overview of Internet.
Knowledge of printers.




LIST OF FURNITURE, TOOLS & EQUIPMENTSREQUIRED FOR THE
TRADE OF “LIBRARY & INFORMATION SCIENCE”

A. EURNITURE: >

» Deskg/Class Tables 20 Nos.
» Classchar 20 Nos.
> Teacher' stables 05 Nos.
» Teacher’s Chairs 05 Nos.
» Black Boards 02 Nos.
» Charging Trays 02 Nos.
» Overdue Charges Box 01 No.
> Sed Almirah 01 No.
» Book Racks 04 Nos.
» Card Sorter 05 Nos.
> Hling Cabinet 01 No.
» Computer Chairs 05 Nos.
» Computer Tables O5Nos.
> Printer Tables 02 Nos.
B.TOOLS >
Latest Edition of :
» Dewey Decimd Classfication. 05 sets
» Colon Classfication. 20 sets
» Sear'sLig of Subject Headings. 10 sets
» Library of Congress Subject Heading. 01 set
» Classfied catalogue Code. 10 sets
» Anglo American Catdoguing Rules. 10 sets
» Anglo/American filing rules. 02 nos.
% Bibliographies.
+» Dictionaries.
+« Encyclopedias.

¢ Directories.
+ Year Books.
+» Year Books.
» GazetteersMaps/Globes.
> Biographica Dictionaries.
» Handbooks.

+¢» Comprehensive collection of reference tools of above subject must be
procured. There should be adequate number of reference tools in
regiond languages.



C.

EQUIPMENTS >

Hardware:

VVVVVYVYY

D.

Computer (PC) — 5 Nos. with latest verson
Printers— 2 (I Dot matrix Printer and 1 laser Printer)
Modem-1

Telephone -1

Overhead Projector-1

TV & VCPVCD -2 sets.

EQUIPMENTS 2>

Softwar e

Latest Verson of:

VVVVVVVVVVYY

E.

Catdogue Cards, Accesson Register, Book Sdection Sips. Order Forms, Data
Label, Borrower tickets, book Card, Book Pocket, Guide Cards, Floppies, Ribbons,
Ink for Laser Printer, Computer Stationery, Transparencies, OHP Pans. Stock

Word processor (Lotus)

Spread Sheet

D Base

Windows

Page Maker & multimedia software
Communication Software for E-mall.
Software for C D ROM.

Software for Library Automation.
Basic Language Compiler.
Software for Local Area Network (LAN).
Internet connection

STATIONERY:-->

Veificaion Regigter, Chaks, Duster €tC.

NOTE:-

If

the indtitute aready possess internet connection then separate
connection to internet or separate LAN connection and associated

itemg/software are not required.
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