
	

      All India Institute of Speech & Hearing  Mysore

	
	Title : Library & Information Centre
Process : Information Processing


	Doc Ref :  Cons/Partner/06/01 
	Sec : _________ISO 9001:2008
	Process :  Information Processing




ALL INDIA INSTITUTE OF SPEECH AND HEARING
MYSORE - 570 006

DEPARTMENT NAME: Library & Information Centre
PROCESS: Information Processing 


Doc Ref :  AIISH/ Library & Information Centre /06/01 March 15, 2013

	Issue No: 1.0 
	Approved By 
	Rev No:

	Issue Date  : 2011-04-22
	Issued By 
	Rev Dated :  

	Document if  saved in local folder or printed shall  be considered for reference purpose only and a uncontrolled Document 





	Amendment Details 
	Changed from 
	Changed to 

	Date Initiated 




	
	

	Document if  saved in local folder or printed shall  be considered for reference purpose only and a uncontrolled Document 





Table of Contents

13.02.01 Policy & Objective :	4
13.02.02 Scope :		4
13.02.03 Organization Chart and Roles & Responsibilities :	4
13.02.04 Abbreviations :	4
13.02.05 Definitions:	4
13.02.06 Resources and Infrastructure :	4
13.02.07 Process/Activity  Flow chart	5
13.02.08 Acceptance  Criteria :	5
 13.02.09 Procedure :	6
	13.02.09.01		6
	13.02.09.02		6
		13.02.09.03	6
		13.02.09.04	6
13.02.10 Measures of Performance :	6
13.02.11 Reference :	6

[bookmark: _Toc297892972][bookmark: _Toc351456578]
Policy &Objective: Organization of acquired information resources in a scientific way in order to facilitate easy retrieval of information by the users.   
Scope: Classification and cataloguing of print and electronic books acquired.  

13.02.01 [bookmark: _Toc297892975][bookmark: _Toc351456581]Abbreviations :

	Sl No 
	Abbreviation
	Description

	01
	AACR
	Anglo-American Cataloguing  Rules 

	02
	DDC
	Dewey Decimal Classification 

	03
	LA
	Library Attendant 

	04
	LIO
	Library and Information Officer 

	05
	LMS
	Library Management System

	06
	OPAC
	Online Public Access Catalogue

	07
	SLIA
	Senior Library and Information Assistant 




13.02.02 [bookmark: _Toc297892976][bookmark: _Toc351456582]Definitions:

Book Number: alpha-numerical digit used to distinguish an individual book from all     others having the same classification number.
Call Number: The alpha-numerical digit derived by combining the class number and book number of a book. 
Class Number: The number which represent the subject content of a book derived from a standard code. 
Classification: The process of coding, assorting and organizing information resources according to their subject and allocating a code number to each information resource using standard code.
Cataloguing: The process of recording the bibliographic details of an information resource with the help of a standard code.
Subject Headings: Terms or keywords used for describing the contents of a document.

13.02.03 [bookmark: _Toc351456583][bookmark: _Toc297892977]Resources and Infrastructure :
(a) DDC 23 Ed. (b) AACR-2 (c) Library Management System Software (d) Sear’s List of Subject Headings (e) Online Public Access catalogue

13.02.04 Acceptance Criteria: Nil 
[bookmark: _Toc351456584]
13.02.05 Process- Classification

 (
Acquired print and electronic books
)


 (
Subject analysis 
and determining the subject
)

 (
Identification of correct 
notations and
 
construction of class number
)

 (
Construction of 
Book number 
)

 (
Assigning of Call Number
)






13.02.06 Process- Cataloguing
 (
Classified book
)

 (
Identification of metadata elements
)

 (
Assigning Subject Heading
)

 (
Assigning metadata elements and updating the cataloguing module
 of the software with the help of AACR-2
)


 (
Enabling Online Public Access Catalogue Searching
)

13.02.07 [bookmark: _Toc297892981][bookmark: _Toc351456588]Procedure :

13.02.07.01 Analysis of the subject content of the book.
13.02.07.02 Assigning the notation using using DDC 23 ed.
13.02.07.03 Constructing the book number
13.02.07.04 Assigning call number 
13.02.07.05 Cataloguing of the classified books using AACR-2 and assigning  
            appropriate subject headings using Sear’s List of Subject Headings
13.02.07.06 Entering of classification and cataloguing details into LMS software.
13.02.07.07 Labeling and shelving of resources.





13.02.10. [bookmark: _Toc297892987][bookmark: _Toc351456594]Measures of Performance :

	Sl No 
	Process measurement 
	Data 
	Frequency of review 

	1.
	Making available the information resources within 10 days of accessioning 
	
	

	
	
	
	


13.02.011 [bookmark: _Toc297892988][bookmark: _Toc351456595]Reference :
Q. Manual – 
	Sl No
	Document  Description 
	Doc reference 

	01
	LMS Database
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