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Developed by the Mauritius College of the Air, this open and distance learning programme helps you to acquire knowledge and skills required for work in library set-ups.  
1. Who is the programme for?

The Programme has been designed to meet your training needs at pre-professional level if you are working in Libraries/Documentation Centres or if you intend to join the Library Cadre.

2. Entry requirements

Cambridge School Certificate with credits in five subjects including English Language, (or Literature in English), French and Mathematics or equivalent.

Work experience in a library/documentation centre will be an advantage.

3. Duration

The duration for the programme is 15 months.

4. Delivery of the programme

The programme will be delivered through distance learning. Learners will get the self-instructional material especially designed to facilitate supported independent study.  

Support will be provided as appropriate from the following:

· induction

· a planner for study

· regular face-to-face tutorials

· a personal tutor

· additional reference/materials in our Library

· individual coaching through comments and feedback on assignments

· counselling including study skills and writing skills 

· phone counselling

· pastoral care

· administrative support

       Face to face sessions will be held at Belle Rose SSS. 

5. Objectives of the programme

The objectives of the programme are to enable you to:

(
categorise and exploit the principal sources of information and information-handling techniques generally used in libraries and documentation centres;

(
recognise the collecting and service nature of libraries and documentation centres  and also the means by which they serve information needs of different clienteles;

· recognise and analyse the methods of communication which can be undertaken in a library and documentation unit;

(
participate in managing library resources of all types - stocks, personnel, finance etc;

(
undertake literature search in an organised manner;
(
use problem-solving and librarianship techniques to research and analyse problems and find solutions;  and

(
apply the theory and techniques to practical situations.

6. How is the programme assessed?

Assessment will consist of three components:

· Continuous assessments through Tutor Marked Assignments - Weighting (20%)

· A Project – Weighting (20%)

· Written examinations - Weighting (60%)

To be eligible for the written examinations, you have to clear all tutor-marked assignments and the project.

7. Examinations

Arrangements for the conduct of examinations will be made with the Mauritius Examinations Syndicate.

8. Award

On successful completion, a certificate will be awarded.
9. How much does it cost?

The cost for the whole programme will be Rs 12,000 payable as follows:

· Rs7,000 on enrolment

· Rs 5,000 after six months

10. Proposed starting date

January 2010

11. Equivalence

The National Accreditation and Equivalence Council has rated this programme as being equivalent to the "Certificate in Library Studies" of the University of Mauritius.

12. How do I get a refund?

The conditions for refund are as follows:

· if no course material is issued - 90% of fee paid is refunded.

· if a request is made within 3 weeks of induction on account of major life events, 75% of fees paid is refunded provided the course material is returned in good condition.

Requests for refund made after 3 weeks of induction are not considered.

13.
Programme Structure

The programme comprises five components.  The approximate number of hours of study proposed for each component are as follows:

	
	Course Title

	No. of hours of study

	1
	Library Management
	70 - 80

	2
	Organisation of Library Materials
	70 - 80

	3
	Reference and Bibliographical Control
	70 - 80

	4
	Audiovisual Materials and Information Technology
	90 - 100

	5
	Project
	90 - 100


14.
Contents

The contents of each of the components are as follows:

LIBRARY MANAGEMENT:   

· Types of libraries

· Functions of management of libraries

· Organisational structures of a library

· Staffing and personnel policy

· Forms and functions of library communication

· Types of library materials and their use

· Major areas of expenditure in a library

· Maintenance and safety of library premises and materials

ORGANISATION OF LIBRARY MATERIALS:   

· Acquisition of library materials

· Classification of library materials

· Cataloguing

· Circulation systems

· Control and maintenance of library materials

· Shelving  and filing

REFERENCE WORK AND BIBLIOGRAPHICAL CONTROL:  

· Scope of information work in a library

· Different types, features and use of reference materials

· Types and use of booklists and bibliographies    

· Answering quick reference queries

· Reference interviews

· How to conduct simple literature search

information technology AND AudioVisual materials:

Part 1:  Information Technology

· Introduction to information technology

· Word, Excel, Access

· Internet and World Wide Web

· Email

· Microsoft Outlook

Part 2: Audiovisual Materials

· Introduction to audio visual materials

· Purpose and functions 

· Organisation and storage of AV materials

· Overview of computer-based systems

· Setting up computer based systems in libraries 

· Computerised information services and systems

· Regional and international co-operation

15.
Project

The project will be more demanding than a Tutor Marked Assignment and will be between 3,000 to 5,000 words.  It will be directly related to your work environment.  You will have to apply what you have learnt in the programme to the real situation.

























