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1.0 [bookmark: _Toc297892972][bookmark: _Toc351456578]Policy &Objective: To lend the print information resources to the academic community in order to enhance their knowledge on communication disorders.   

2.0 Scope: Providing library membership to students, research scholars, teachers and other staff members and lending print books on loan basis.  

3.0 [bookmark: _Toc297892974][bookmark: _Toc351456580]Organization Chart and Roles &Responsibilities:



LA: Issuing of membership cards upon approval, lending of books, entering the member and loan details into the LMS software. 
LIA/SLIA: Lending of books, entering the loan details into LMS Software.
LIO: Allotting membership and overall coordination of the process.







4.0 [bookmark: _Toc297892975][bookmark: _Toc351456581]Abbreviations :

	Sl No 
	Abbreviation
	Description

	01
	LA
	Library Assistant 

	02
	LIA
	Library and Information Assistant

	03
	LIO
	Library and Information Officer 

	04
	LMS
	Library Management System

	05
	SLIA
	Senior Library and Information Assistant


5.0 [bookmark: _Toc297892976][bookmark: _Toc351456582]Definitions:
Nil

6.0 [bookmark: _Toc351456583][bookmark: _Toc297892977]Resources and Infrastructure :
(a) Membership cards, (b) LMS software, (c) Computer
7.0 Acceptance Criteria 
The member must be a student/research scholar/faculty/other staff member of the institute.
8.0 [bookmark: _Toc351456584]Process/Activity  Flow chart

	Input  
	Process/Activity 
	Output 

	a) The list of newly admitted students/research scholars, and request for membership received from faculty and staff.
b) Processed information resources
	a) Issuing of Membership cards to the members. 
b) Borrowers select the books to be taken on loan
c) The professional staff issues  the book and enter the details into the software
d) The borrower returns the book
e) The professional staff takes back the book into the stock and updates the software.

	Usage of information resources



9.0 [bookmark: _Toc297892981][bookmark: _Toc351456588]Procedure :

9.1. Organization of information resources according to the subject by professional staff
9.2. Issuing of membership cards 
9.3. Selection of books to be issued by the member
9.4. Issuing   of books and recording in register and LMS Software
9.5 Returning of books and updating in register and LMS Software

10.0 [bookmark: _Toc297892987][bookmark: _Toc351456594]Measures of Performance :

	Sl No 
	Process measurement 
	Data 
	Frequency of review 

	1.
	Number of books issued 
	
	



11.0 [bookmark: _Toc297892988][bookmark: _Toc351456595]Reference :
Q. Manual – 
	
	Document  Description 
	Doc reference 

	01
	LMS Database
	

	02
	Membership Register
	

	03
	Issue Register
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