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CHAPTER -1
INTRODUCTION TO INDIRA GANDHI NATIONAL  OPENUNIVERSITY

STRUCTURE

11 Introduction
12 Concept of ODL
1.2.1 Defining ODL
1.2.2 DefiningNeeds and Characteristics of Target Groups
1.3 ODL in India An Overview
14 AboutiIGNOU
1.4.1 Objectives
1.4.2 Features
1.4.3 Achievements
15 OrganizationaStructure
1.5.1 Instructional System
1.5.2 Roles of School€entres
1.5.3 Divisions in IGNOU
1.6 Delivery MechanismStudent Support Services
1.6.1 Regional Centres
1.6.2 Learner Support Centres
1.7 Credit System
1.8 Structure of Self Learninilaterial

Learning Outcomes
After going through this Chapter, you will be able t®

E ]

Describe the concept of ODL, its needs and characteristic features
Present anwerview of ODL in India;

Describe features and achievements of IGNOU

Describe the Organizational Strcuture of IGNOU

Discuss the Instructital System

Describe roles and responsitiéds of SchoolCentres and Divisions

Explain thesystem of Learner Support Centres
Describe the Credit Systerand
Describe the system of development of Self Learning Material
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Educationeverywhere in the world had always been an elitist phenomenon, leaving large sections of
society deprived of access toRurther the method of imparting education wasteacher and institution
centric It is theadvent of the ODL in the middleof the 19th century and further graduation in the first
half of the 20th century that brought about a paradigm shift in the field of educttiomought the
students, who were located remotely at the centre stage in decidiriculum and instructional
system designThus it shifted the emphasis more on learning than teachiisgto be noted that the
causes and objectives of the genesis of ODL have been different in different regions of the world, and
hence we witness ffierences in delivery strategieBelivery mechanisms also get influenced by the
sociceconomic settings of the students, economic conditions and technological development of the
regions For example, the factors that led to the adoption of ODL inihiged Kingdom(UK)are

quite different from those of IndieBimilarly, objectives being the same, delivery strategiesbeing
followed in India may not be exactly the same as in Bangladesh and Pakisiameloped countries

ODL mainly caters to life enrichemt and career development, whereas in countries like India and
Bangladesh, it strives mainly for democratization of employable education by including in its fold, the
deprived and disadvantaged sections of sociAtyon date, there are 14 Open Univégsitand 179

ODL institutions in India, offering various academic programmes
1.2 CONCEPT OF ODL
1.2.1 Defining ODL

As discussed above, prior to the Industrial Revolution, education had been predominantly a
prerogative of the elite class of sociefhe most Hective form of instruction in those days was to

bring students together in one place and one time to learn from one of the nidsieesform of
traditional educational remains the dominant model of learning td&awnocratic developments, if

on the ondiand, demanded access to education to all segments of society, Industrial and technological
developments, on the other hand, demanded for periodical updating of knowledge and skill of the
working people in particular and traditionally educated peoplesireigal Due to limited means and
inherent limitations of the prmdustrial mode and nature of education, progressive educationists

started thinking for an alternative mode of learning and teaching

The earliest form of such an alternative mode of edoicatvas dCorrespondence Educatin
Correspondence education was looked down upon as an inferior alternative to the conventional
system of education by the elitist and extremely undemocratic educational system in theearly years
However, since the need toopide equal access to educational opportunities has always been the
mainstay of our democratic ideals, thecorrespondence modetook a newtducredentials and
credibility got established and delivery mechanism was transformed with the advent of modern

information and communication technologies
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Advent of Radio during the First World War and Television in 1950s further impacted and
transformed the delivery mechanismslvent of Internet and World Wide Web in 1990s and its
extensive use brought aboutevolution in this field and obliterated the geopolitical boundaries of
education systeniThe socieeconomic, political and technological developments in the industrial
world, led to significant changes in the philosophies and pedagogy of formal educajereral and

in the alternative modes of education in particular

Some early landmark developments have characterized evolution of the ODL systems such as,
establishment of the Open University of UK, in 1969, changing the nomenclatureof the International
Council of Correspondence Education to International Council of Distance Education in 1982 and
Charles Wedemeyer's innovative uses of media in 1986 at the University of Wistbasimpact of
emerging ICTs on the educational systems and processesthl @golution of the correspondence

system to the present stage of Open and Distance learning which is flexible and learner centric

Today, the latest versions of distance education have come up in the fordearhiBg, Virtual
Learning, and Virtual Uniersity These attempts have an inherent aim to make education

fiborderlesé Yet, it is not without criticisms for creating a divide, known asfitigital divide.

1.3 ODL IN INDIA : AN OVERVIEW

We hope that the above discussionwill help you in understaidéngenesis and nature of ODL in
India in general and about IGNOU in particulkiis pertinent to mention here that the first Distance
Education Institute in India was the School of Correspondence Education, which was started by Delhi
University in 1962 The first Open University in India is DBRAOU, Hyderabad which was
established in 1982 in Hydrabad earlier known known as Andhra Pradesh Open Univeisibu

is the first National Open University which was established in 188% there is on Natic Open
Univeresity, 13 SOUs and 179 DEls in Indit may be noted that the jurisdiction of the National
Open Universityis entire India as it is established by an Act of Parliament whereas the State Open
Universities operate within their respective stas they are established by an Act of State Legislative
Assembly DEIs operate within the territorial jurisdiction of the parent univerditansgression of
jurisdiction is legally prohibitedJGC is now the apex statutory body to coordinate, monitoxige

funds and set standards of ODL in the country
14 ABOUT IGNOU

Though a StateOpen University had been established in India in 1982 the idea of an Open University
at thenational level was still distaht t i 8985, the idea of creating a National Open University

was included it in the New Educational Policy, 198t Indira Gandhi National Open University Bill
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was passed in the same year and IGNOU was establishe8eptember 19, 198PFrof. G. Ram

Reddy vas appointed as the founding VC of IGNOU

141 Objectives

Section 4 of IGNOU Act enshrines that

Section 4

IGNOU ACT

Airhe objects of the University shall be to advanceand disseminatdearning and
knowledge by a diversity of means,including the use of any communication
technology,to provide opportunitiesfor highereducationto a larger segmenbf the
populationandto promotethe educationaivell beingof the communitygenerally,to
encouragethe Open University and distanceeducationsystemsin the educational
patternof the countryandto coordinateanddeterminethe standardsn suchsystems,
and the University shall, in organizingits activities, have due regardto the objects

specifiedn theFirstSc hedul e o

Fig: 1.1 Objectives of IGNOU ACT Section 4

J

It is worth mentioning here that the responsibilitydtoordinate and determine the standard in such
systen®(ODL in India) is now vested with UGC

Further Section {1) ordains that

Section
7(A)

AThe University shall be opento personsof either sex and of Whateverrace,creea
casteor class,andit shallnot be lawful for the University to adoptor imposeon any
personany testwhatsoevepf religiousbelief or professionin orderto entitle him to
be appointedas a teacherof the University or to hold any other office thereinor
admittedasa studentin the University, or to graduatehereat, or to enjoyor exercise
anyprivileget her.eof o )

Section
7(B)

Fig.

ANothing in sub section (1) shall be deemed to prevent the University from makit
special provision for the appointment or admission of women or of persons beld
to the weaker sections of the society, and in particular, of persons belonging to

g any
nging
the

Schedul ed Castes or Schedul ed TribS

1.2 Objectives of IGNOU as per IGNOU ACT Section {A) and Section 7(B)

sS. 0

What follows from the above legislative provisions is that IGNOU ought to conduct itself in such a

way that it establishes itself as an ideal ODL institution in the caudémyce it shall

1 Strengthen the development of National Resource Centre as a proactive role model for

high quality and learnecentric open and distance learning system

1 Develop network using emerging technologies and methods with global reach for

effective programme deliveyy
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1 Share professional capabilities and resour ¢

in the country

1 Provide an intelligent flexible system of educationmeet the challenges of access and
equity and work towards development of knowledge saciety

1 Forge convergence of all systems and work of seamless education across national
boundaries to develop global collaboration and partnership

! Take education to ¢hhitherto unreached and promote community participation for local

development through lifecoping skills

1 Provide specific needbased education and training opportunities for continuous

professional development and skill up gradation ficsirviceprofessionals

1 Strive towards continuous development of methods and strategies for R&D for

knowledge generation in frontier areas, including open and distance leamihg
1 Promote integration of open and formal systems to facilitate learner mobilitygthrou
credit transfer and credit exemption arrangements with partner institutions

1.4.2 Features

IGNOU develops and produces courses for delivery through open learning and distance education
mode IGNOU is also actively involved in research, training andesion education activities and it

stands significantly apart from other universities because: of its
T National jurisdiction
1 Flexible admission rules
71 Individualized studyflexibility in terms of place, pace and duration of study
1 Use of lateseducational and communication technolopies
1 Strong and countrywide network of student support services
1 Cost effective programmes
1 Modular nature of the programmesd

f Resource sharing, collaboration and networking with the conventional sgstevell as
the State Open UniversitiePistance Education Institute€orrespondence Courses

Institutes

1.4.3 Achievements
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Established in 1985, IGNOU began by offering two academic programmes in E8Bjploma in
Management and Diploma in DistanEducation, with a strength of 4,528 studeifiitsday, it serves

the educational aspirations of over 3 million students in India and other countries through 21 Schools
of Studies and a network of 67 Regional CelfR€3, around 3000 Learner Support Centir&Cq
andoverseas Partner Institutio(Bls). The University offers about 228 Certificate, Diploma, Degree

and Doctoral programmes, with strength of nearly 810 faculty members and 574 academic staff at the
headquarters and Regional Centres and a#®000 Academic CounsellogACs) from conventional

institutions of higher learning, professional organisations and industry among others

Since its inception, IGNOU has made some very important achievements

1 Recognition as Center of Excellence in distaramhucation by Commonwealth of

Learning
1 Emergence of IGNOU as a largest Open University in the Commonyvealth

1 Establishment of Distance Education Cou(BEC) for coordination & determination of

standards of distance education system in the co(Mtw shifted to UGC);

1 Establishment of Staff Training Research Institute in Distance Edud&ikRIDE) with

support from Commonwealth of Learni(@OL);

1 Award of Excellence for Distance Education material by Commonwealth of Learning
and

1 Taking IGNOU programmestother countries through Partner Institite
15 ORGANIZATIONAL STRUCTURE

ODL requires involvement of experts from diverse fields, and like big industries, it works on the
principle of division of labourHence organizational structure of any Omistitution is mammoth

The organizational structure of the University is depictefirinexure 11. The President of India is

the Visitor of the UniversityThe Board of Management is the principal decisimaking body of the
University. The authorities othe university includeBoard of Management, Academic Council,
Planning Board,Board of RecognitionSchools of Studiesxd Finance Committeel'he overall

functioning of the University is managed by these statutory authorities

There are 21 Schools &tudies which are mainly engaged in developed of the programme and its
time to time updating Similarly, 12 operational divisions provide various kind of support in
development and delivery of programmém the other handCentresand Divisiors also helpthe

university not only to develop and deliver the programmes to its learners but also help in capacity
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building of the existing human resource so that ODL prograsmoffered by the university are
managed effectively and efficiently

15.1 Instructional System

IGNOU's method of instruction differs radically from that of other conventional universifibe
University has adopted a multimedia approach to instruclibe different components beingelf
learningmaterials, counselling sessions, both faeéace and via teleconferencing mo#@r courses

in Science, Computers, Nursing as well as Engineering and Technology, arrangements have been
made to enable students undertake practical classes at select study loetiteeradition of Open
Learning, GNOU provides considerable flexibility in entry qualification, place, pace and duration of
study to student#\ Bachelor's Degree Program(ne. BA/BCom'BS¢ of three years duration can be

completed in six years if the student so desires

Universityfollows a credit system that is based on the time factor involved in studyiegcredit is
equivalent to 30 study hours inclusive of all learning activiffferent programmes have different
credit requirementéPlease refer Section8Lof this Chaptg Students have the right to collect credits

at their own pace, convenience and according to their own capal@IityOU also provides a credit
transfer facility whereby credits may be transferred from any other University to IGNOU after

fulfilling the necessary requirements

THE PEOPLE‘S
UNIVERSITY

Fig. 1.3 Instrctional System of IGNOU

1.5.2 Roles of SchoolCentres
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Following the principle of division of labouthe responsibility of developing theinstructional system

and course preparation is basically given to the SchafolStudy of the UniversityCourses are
developed as per the need of the society and made accessible to the learners through a diversified
delivery systenAcademic programmes are developed through a rigorous process beginning withneed
assessmentharnessing the expertise of best available nationally and internationally reputed
academicians, scholars and educationists for curriculum and coursedesign and development, adopting
the most suitable and accessible delivery mechanism and ends with prograatnadion for further
improvement Development and revision of each and every programme are required to undergo this
process These tasks are accomplished by the academics of the university in which leading role is

played by teachers of the Schools
153 Divisions

There are two types of operational Divisions in IGNGUacademic and administrativéVhile
Regional Services Division, Electronic Media and Production Division, Planning Division and
Library and Documentation Division are academic divisjokdministration, Finance and Accounts,
Student Registration, Student Evaluation and Material Production and Distribution Divisions are
administrative divisions Administrative divisions are to provide every kind of logistics to the
Academic divisions ifading Schools so as to enable them to achieve the academic objectives of the

University.
Regional Services Division

The Regional Services DivisiRSD) is the nodal division which plays an important role in delivery

of programmes by performing multifatis activities through its network of Regional Cer{iR&3

and Learner SupportCent(eSC) ltis the division which decides delivery strategies and provides
student support services and guidance to the learners all over the country through an elaborate and
efficient network of academics at R@wLSCs The responsibility of doing educational survey,
research and need assessment of the society, implementing all the courses of studies which Schools
develop and giving feedback thereon lies with the academiBegibnal Services Divisio(RSD) .

The academics at RSD monitor the activities of the RCs and LSCs and guide them from time to time
on strengthening the networéSingle Window Operatidifor the Armed ForcegArmy, Navy) and

for Assam Rifles, is also catinated by RSD

Electronic Media Production Centre

The Electronic Media Production Cen{ieMPC) serves as @&odabresource centre in production,
dissemination and transmission of educational software in the country utilizing a wide range of

communication tools and techniquedhe educational programmes produced are sent in electronic

8
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forms to RCECs and also sold at reasonable rates through the Marketing Unit of .BVIi€D
coordinates the Radio and TV channels dedicated for educaboredicast, teleconferencing and
sattellite related operations

Public Information Unit

The Public Information Unit(PIU) acts as a link for communication and information sharing
concerning the policies, plans and programmes of the University with theeptiospstudents and
general public through press releases, advertisements and media.s@tpertimportant functions

of the Unit include the following

1 Releasing advertisements related to admissions, recruitments, tenders and others

notifications

1 Commurication with Prospective Studentfhe PIU responds to all queries of general
public pertaining to admissiofeademic programmes, rules and regulations of the
University through emdilax/posttelephone and in persolh also monitors the queries of

students appearing in the presmd

1 Liaison with media
Student Service Centre

The Student Service Cent(8SQ acts as a Single Window Nodal Agency for attending to students
gueries with a view to resolve their difficulties pertaining to Admission, RegstraEvaluation,
Examination, nomreceipt of Study Material and Regional Cen8eudy Centre related issues

Campus Placement Cell

The prime objective of a learner is to get a suitable placement after successful completigiveof his
study at IGNOUTo facilitate the learners towards this end, a Campus Placeme(€®R@llhas been
established at the IGNOU HQ to maintain liaison with prospective employers and arrange their

interactions with the prospective jsleekers among the IGNOU learners acrossdbatcy.
Planning and Development Division

The Planning and Development Division was established in the Year-8B98fhe Division
formulates shorterm and longerm plans, policies, procedures to operationalize various programmes
and activities of theJniversity. It periodically reviews and monitors the performance of all the
schemes and activities of the UniversityThe Division acts as secretariat for the Planning Board
(PB), a statutory body of the University, and its Standing Commitée¢he Academic Programme

Committee
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Student Registration Division

SRD is responsible for monitoring registration of students for different programmes offered by the
University. This division play important role in admission process by releasing the admissias not
and circulating the schedule of operation to all the Regional Céifner important activities of the
division are finalizing readmission data and sending the same to Student Evaluation Di{&&ah

for incorporation in their recordsThis division also maintains the data base of the studesterds

After initiation of online admission process studemnegistration and registration data are confirmed

by e support unit established at the IGNOU Headquarters

Student Evaluation Division

Student Evaluation DivisidSED) ismainly responsible forwvaluation of learner performance in
TermEnd Examinations It coordinatesthe activities pertaining to continuous evaluation and
evaluation of Project Reportdt is also mandated for certificationf learners by conferring
degreeAliplomagcertificates The Division also maintains the database of all active students on rolls
of the University Currently the SED has established seven Regional Evaluation CBE®

undertake the task of evaluatiohanswer scripts
Computer Division

The Computer DivisiofCD) is the main IT infrastructure and service provider of the University at the
Headquarters, Regional Centres and LSCs all over the countmyaintains and supervises the
Internet, mailing anather software services for use of faculty in Schools of Studies and users in
service divisions at the headquarte8®me of these services are shared at the level of Regional

Centres and beyond

The responsibilities of the CD also include the procuremeht resources, creating and maintaining
network infrastructure at the Headquarters and at the Regional Centres, website development and

software development to enable consistent technology support solution for the University

Finance & Accounts Division

The Finance & Accounts DivisionF & AD) is responsible for the following activities in connection
with SSS

1 Preparation of Budget Estimate and Revised Budget estimate for RCs and the University as

a whole

10
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1 Collection of Revenue Receipfall types offees & sale of prospectusn behalf of the

University and investment of funds to generate additional resource
1 Release of grants to Regional Ceddras per norms and approved budgatsl

1 Internal Audit of Accounts of the RegioflaECs, Divisions and Sdols.
Material Production and Distribution Division

The Material Production and Distribution DivisidgAPDD)is entrusted with the task of coordinating,
monitoring, printing and distribution of instructional material to the students as well as t0 RCs
It also undertakes a wide array of activities for synchronization of printing, production, storing and

inventory control of these materials
1.6 DELIVERY MECHANISM : STUDENT SUPPORT SERVICES

Like any other system of education, ODLalso derives its stréngtih two-way communicationlt is
student support that makes this tway communication possible between the teachers and the
students and among the students themselSasdent Support Servicg$SSS include all those
activities that take place beyond t@duction and delivery of course materials, which is presented in
Fig- 1.4

Student Support Services System, which includes academics of schools Regional Centres, Learner
Support Centréhternational Pls etc provides SSS to its learners hailing €ndran, rural and tribal

areas; the physically challenged and inmates from rehabilitation houses, government and non
government sectors, parents and homemakers, personnel of armed forces, the employers and the
employed The University has put special focas women from minority communities, individuals

from socially and economically disadvantaged groups, the -eaghregion, and other tribal and low

literacy areas of the country

11
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Advising/
Counselling

Tutoring
individually

Learning
Skills/Examinati
on Skills

Adminstrative
Position

Student
examinaton Support aport
Services

Feedback
library concerning to
facilities Assessment
and Prograess

information Language

services support

Career
Guidence

Fig -1.4 Components of Student Support Services

Normally, the programmeelivery consists of the components shown in Figudeahd described as

follows:

Self Learning Printed Material: The printed study materi@ivritten in self learning styl¢ for both
theory and practical components of the programmes is supplied t@therkein batches of blocks for
every cours€on an average 1 block per crédit/e have discussed it in Sectiol df this Chapter in
detail

Audio 1Visual Material Aids: The learning package contains audio and video programmes which
have been producedq bhe university for better clarification and enhancement of understanding of the
course material given to the learnArvideo programme is normally of 2Z8) minutes duratianThe
audio tapes are run and video cassettes are screened at the LSCs daificgsepsions which are

duly notified for the benefit of the learners

TV/Radio: The video Programmes are telecast on National Network of Doordarshan and Gyan
Darshan Some of the selected stations of All India Radio are also broadcasting the audio
programmesLearners can confirm the dates for the programmes from their/IE8ggonal Centres
The information is also sent to learners periodically and posted on I@GNQUebsite

(www.ignouacin) .

12
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Counselling Sessios. The Counsellingsessiongtheory and lab based practicare held as per
schedule drawn by the LSC%hese are mostly held during the nAwmarking days of the host
institutions where the LSCs are locatétbwever, in case if the situation demands sarhehe
sessions may even be conducted on working days, preferably in the early wevaimmgg hours

Teleconferencing Live sessions are conducted via satellite through interactive Gyan Darshan
Channel(GD-2) from the University studios at EMPChe schdule for Teleconference is drawn in
advance and made available at the BCs and EMPC through Gyan Darshan BooHlbe schedule

is also made available at the IGNOU, websitew.ignouacin. These f aci leishearess f r om

centrédRC/SC) at the scheduled timélhe facility is inactive for the time being

Practical/Project work: Some specializefitechnicalprogrammesave practicalProjectcomponents
as a part of their course curriculufracticals are held dtSCs as per schedule drawn by them
Attendance and practical is compulsdfpr project work, LSCs provide necessary guidance but the

learners have to manage own resources forsubmission of the projects reports

Gyan Darshan Educational Channel Collaboraton between MHRD, Prasarbharti, IGNOU and
other organizations has resulted in launching DD Gyan Darshan, the educational TV Channel of India
for which EMPC has been identified as the coordinating and transmitting agBecylar
transmission of educationagfogrammes from the EMPC studios started on Jan 10, Z&é@Gchannel

was providing educational programmes on a variety of subject for 24.hdthe Ministry of
Information and Broadcasting has issued a circular to the effect that for every cablerdpgaato
Darshan should be f@nust carry channal GD signals can be conveniently received without any
special equipment anywher&yan Darshan has now gone completely digital and expanded into a
bouquet of channels namely @D GD2 & GD-3 (&Eklavya) Educational programmes are
contributed by major educational institutes such as IGNOU, \GEC, NCERTCIET, Directorate of
Adult Education, lITs and other educational development organizations in the c@ydryDarshan
transmissions uplinked from the #astation of EMPAGNOU, New Delhican be accessed all over
the country throughout the year and round the clock without and.bAdetlough the telecast was
suspended for quite some time, however now the process for telecast has started again and in

the near future all the channels will be fully operationalised

Gyan Vani: IGNOU has been offered FM Channel Radio Stations in 40 cities and townsfor education
and developmenEMPC is the nodal agency for implementing the projgstmany as 10 FM Radio
Statons at Allahabad, Bangalore, Coimbatore, Vishakhapatnam, Mumbai, Lucknow, Bhopal,
Kolkata, Chennai and Delhi are to be on. dihe broadcasts in English, Hindi and the regional
languageklialects are to be conducted by local resource persons Howevetkelgbast through

Interactive Radio Counsdling: Live interactiveCounsellingis provided on radio by invited experts

13
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Students can ask questions right from their locations through phbese sessiorae conducted for

an hour on Sunday

Web conferencin@Initially this platform was used for periodic review meeting with the Regional

Centres, covering a variety of issues including progress of admission in the region, status of
distribution of material, conduct of examination .efthis facility is alsoused for delivery of

programmes
Student Registration

The university follows two academic cycles, one begins in January and ends in Deaathlee
second starts in July and ends in following Jurtee notification for admission is issued in major
natioral and regional papers separatdllge detailed information on admissions and application forms

is also made available on the University websitev.ignouacin. Several other channels are also

used by the university tmmake wide publicity of its programmes across the counfilye entire
admission process is on line and a link is provided to the

studentbttps dnlineadmissiongnouacin/admission which remains open as per the admission

schedule of the university

Being an open learning institution, IGNOU provides considerable flexibility in entry qualifications,
place, pace and duration of studfor example, a Bacheldr Degree Programméi.e.
BA/BConm/BSdBTS/BSW) can be completed in a minimum of three years and maximum of six years
Students enrolled at other universities can also join certificate programme of IGNOU simultaneously

The students enrolled in Degree Programmes in IGNOU can simulisigepursue shoterm
programmes' Certificate Programmes)At IGNOU, a twatier system of evaluation is followed for

lab based practical programmes such as BCA, MCA, andeB&c
Student Evaluation

University follows continuous evaluation methodfirough combinations of tutenarked
assignments, practical assignments, log book, project work, workshops seminar, practicum and
internship and such other componentermend evaluation is through TerBnd Examinations
Proportionate weightage is givem both the components for calculation of final gratlee marking

system includes mark&atter and point gradeS€onvocation isheld simultaneously at Hqgrts and all

Regional Centresexcept DelNCR, using teleconferencihgebconferencing mode

1.6.1 Regional Centres
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As discussed in the previous sections, at the apex level in IGNOU, there are Schools of Study which
house the core facultig¢dssistantProfessor, Associate Professor and Proje3$wse core faculties

with the help of other experts dewpl the SLM and the entire ISHowever, the sheer size of
University in terms of student population and geographical é&isaonnect8most of its senior
academic staff of Schools from involvement in to actual teadbenging processl his responsibily
basically lies with the Regional Services Divisi@SD) which discharges such duties with the help

of Director, Regional DirectdDeputy Director and Assistant Regional Director posted both at
Headquartersand Regional Centres level and Coordinatorseademic Counsellors at the LSC

level

For proper provision, monitoring and supervision of SSS and learner progress, India has been divided
into regions Each region has its territorial jurisdiction with Headquarters at central location and has
responsibiliy to provide direct services to the learners as well as to monitor and supervise the learner
and learning support services being rendered by the LSCs coming under its jurisdibiéon

definition of a Regional Centre as per IGNOU Act is described in EijGras follows

ASection2 (J) of the IGNOU Act enshrinesfi R e g i Gennat lmeanda Centr
establishedor maintainedby the University for the purposeof coordinatingand
supervisingthe work of the Study Centresandall LearnerSupportCentresin any
regionandfor performingsuchotherfunctionsasmay be conferredon suchCentre

Section 2 J by the Board of ManagementFurther,Under Section5 (1) (XXIl) of the Act, the
defines University is empoweredo conferautonomousstatusto a RegionalCentrein the

EELIGEINOEGIZY manner laid down by the statute As on date there are 67 Regional

Centres/RecognizedRegional Centres /Sub Regional Centres established by

IGNOU to coordinateand supervisethe work of study centresand various other

learnersupportcentres j

Fig 1.5 Definition of Regional Centre in IGNOU Act

Hence it is the RC which ensures the smooth delivery of ODL programmes designed and developed
by the SchoolsofStudies with the help of LS®esides ensuring flow of information it also
ensuresthat the methodology of ODL is followed in letter and in spirit at the grassroots level while
transacting the curriculum with the learnefBherefore, the Regional Centre is a very vital unit in
IGNOU to ensure that academic activities performethe LSCs are as per the set principles of the
ODL in general and IGNOU in particulaHowever, it is the LSCs which, with the help of academic

counsellors, ensure effective teaching learning transactions
1.6.2 Learner Support Centres

Types of LearnerSupportCentres
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Study Centres or Learner Support Centres are established by IGNOU only in a College or Institute
affiliated to a recognized universifpther than a Private Universjtpr a Government recognized
Higher Educational Institution offering conwsnal mode programmes of equivalent level in the
same broad areas under the relevant faculty such as faculty of sciences or social science or humanities
or commerce or management.eand having all the necessary infrastructure and availability of
appropiate number of qualified faculty not below the rank of qualified Assistant Professors of
recognized Colleges or Institutes offering a similar programme for engaging theory contact sessions
and supervising practical sessions in laboratory or.fi&NOU may establish a special Learner
Support Centre for imparting instruction to persons referred to in the Persons with DisdEkitjtias
Opportunities, Protection of Rights and Full Participatidnt, 1995, the National Trust for Welfare

of Persons with Augm, Cerebral Palsy, Mental Retardation and Multiple Disability Act, 1999 and
other persons in difficult circumstances, including jail inmates

(Ref UGC guidelines on ODL New Delhi, issued videN®. 2-4/2015 (DEB-III) dated 23rd June

2017

1.7 CREDIT SYSTEM

It is pertinent for the Coordinatdissistant Coordinator and Academic Counsellor to have a clear

understanding and application of the concept of credit system followed by IGNOU

IGNOU follows thedCredit Systembfor all of its programmes, exceppme Awarenesgs\ppreciation
programmes which are namedit Each course of a programme of study has specified crextits
credit in IGNOU is equivalent to 30 hours of student study comprising all learning activities viz

Reading Self Learning Materijal

Face to Face contact session during academic counselling
Practicalhands on experience

Written comments on assignment responses

Library facilities

1

1

1

1

1

1 Audio/video support

1 Teleconferencing

1 Interactive Radio Counselling
1 Gyan Darshan

1 Gyan Vanjand

1 GyanDhara

Thus, a écredit course involves 180 hours of stuiiormally, 106 of the total study hours in a

Course, are allotted to face to face acade@wunselling The number ofCounsellingsessions
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organized depends thus on the number of credits assigriked tourseThe dur ati on of each
session in | GNOU is as foll ows

Theory i$Sevds ihomur s

Precticaffobresowms

Broadly, the number of theaBpunsellingsession, as per credits allocated is as folows

Table 11 Credit System

S.No. No. of Credits Study Hrs. Counselling Hours | Expected No of Sessions
1 2 60 6 34
2. 4 120 12 5-6
3 6 180 18 8
4 8 240 24 10

*However, for specific number of Counselling Sessions for each course of a programme,

CoordinatorAcademic Counsellofstudents should refer to the programme guide

Since counselling sessions mainly deal with discussion of study material, explanation of difficult
concepts, writing assignment responses and other aspects related to the preparing the learners for the
Term EndExamination, it is advisable to understand the characteristics & structure of learning

material

18 STRUCTURE OF SELF LEARNING MATERIAL

An academic programme of study, at IGNOU comprises of different coliraels course is divided
into a number of BlockéBooklety A Block is further divided into Unit€Chapters A unit comprises
of different sections which are divided into ssdxtions! nt er s per s aré self assessmentuni t
exercises which aim to ofirm that after reading the course Unit, learning has taken.@atke end
of the unit, answers to these selfeck questions are provided to enable the learner to ascertain the
correctness of their responses and reinforce leariifith this understaging of the structure of
SelfLearning Materig6LM) and its inherent pedagogy, the counselling schedule is prepared
accordingly by the LSC Coordinator
The design of a typic&Unitéin IGNOU SLM can be illustrated as follows
}  BEGINNING OF UNIT : Structure, Introduction & Objectives
}  MAIN BODY :
9 Sections with sub sections, Selfheck QuestiofSCQ after lor 2 Sections, Unit End
Activities & Exercises
Content interspersed with IllustratighablegCharts

50006000 words with margins on both sides

17
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ENDING

Summary

Glossary of difficult word&oncepts
Model Answers to SCQ

Unit end questior{preparatory
Suggested Readin@glditional)
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CHAPTER-II
LEARNER SUPPORT CENTRES

STRUCTURE

21 Introduction
2.2 Establishment of LSCNorms and Procedures
2.2.1 Eligibility criteriafor institutions for establishment as LSC
2.2.2 Physical infrastructure for Academic Counselling
2.2.3 Maintenance of Furnitures and Equiprtsen
2.2.4 Procedure for establishment of LSC
2.2.5 Activation of Programmes at existing LSC
2.2.6 Selection and Empanelment of Academic Counsellors
2.3 Staffing
2.3.1 Staffing at LSC
2.3.2 Staffing at Special LSC

Learning Outcomes
After going through this Chapter, you will be able t®

Define the concept and meaningl&C;
List different types of LSCs;
Discuss criteria and procedure for establishment of L&Qs$;

= =4 =4 A

Discuss the infrastructure required at LSCs

21 INTRODUCTION

The Learner Support Centr@lsSC9 are the real workshops in an industrial form of educati@n i

ODL systemswhere all the aims and plans of the ODL institution, from the Headquarters tothe
regional office level, are practiced and realizedother words, LSCsaretailored towards meetirg
academic and sociosychological needs of the learnersand also towards realization of the institutions
mission Since needs, targets and programmes are varied, the LSCs are also varied.immanse

single mode distance institutions like IGNO8Irect academic support services are provided to the
learners at the study centres now called as LSCs, while indirect support services are provided at the
institution® headquartersin this Chapter wewilldiscuss the structure and functions of such direct

support system at the usend level, ie., LSC.

What is a Study Centrée Learner Support Centre?
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The IGNOU Act hasprovision of Study Centre for the purpose of advising, counselling or for
rendering any other assistance to the learners as describedrig-the

~

Ms per Section 2(o) of | GNOU| Act 19
Section 2(0) centre established, maintained or recognized by the University for
defines Stud the purpose of advising, counselling or for rendering any other
assistance required by the students

/

Fig -2.1Definition of LSC (Study Centre)

Accordingly, in IGNOU &SC is designed to support and enhance the educational and learning efforts
of distance learnerdit is set up to bring the student closer to the university and to give him or her a
sense of belonging to the university provides avenues for face to face interactions amongpeers,
learners and university staffyoth academic and ndraching stajf It facilitatesdidactic interaction
between students and their study materials Wil intervention of academic counsellb&C

supports students in independent learning by various means of educational technologies and human

support It is established to offer an interface between the learners and the University

2.2 Establishment ofLSC: Norms and Procedures

LSC as the interface between the learners and the university provides various sensitive academic and
administrative support servicedencetomaintain the quality of the services of the University, it is
imperative to take utmogare in identifying its location and institution for establishméns also
important for RC to objectively assess the need and financial viability of a LSC in a particular area
and at a particular locatiofrailing at this front invites a lot of hashlips to the learners as well as to

the University in future when a LSC is closed or kept in abeyance due to financidhbdity. The

role and functions of LSCs have been dealt in deta@hapterd.Here n this section we will read

about the critéa and procedure for establishment of LSC as per laid down norms of the university
and in accordance with the UGODL Guidelines 201{Ref UGC guidelines on ODL New Delhi,

issued vide FNo. 2-4/2015(DEB-111) dated 23rd June 20} 7.

2.2.1 Eligibility criteria for institutions for establishment as LSC

Learner Support Centres are established by IGNOU only in a college or institute affiliated to a
recognized university(other than a Private Universjtyor a Government recognized Higher

Educational Instittion offering conventional mode programmes of equivalent level in the same broad
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areas under the relevant faculty such as faculty of sciences or social science or humanities or
commerce or management.dtcs i s r e qall the neatssaryonfrads@iuweeand availability of

appropriate number of qualified faculty not below the rank of qualified Assistant Professors of
recognized Colleges or Institutes offering a similar programme for engaging theory contact sessions

and supervising practical sessionslaboratory or fieldt SC may engage the seri.
Academic Counsellors from theSepearbgsinstreuiro
academics not beyond the seventy year serovataigoen me

of examination activities

However, IGNOU may establish a Special Learner Support G8hB€) for imparting instruction to
persons referred to in the Persons with Disabil{figsgual Opportunities, Protection of Rights and Full
Participation Act, 1995, the National Trust for Welfare of Persons with Autism, Cerebral Palsy,
Mental Retardation and Multiple Disability Act, 1999 and other persons in difficult circumstances,
including jail inmates Moreover, in case of programmes like those beitayeloped by the
Government for Skill Development or Lifelong Learning, the Study Centre or Learner Support Centre
could be opened in Government institutions having capabilities for learner support services in the
respective area&urther a Learner SupgdCentre shall not be set up under a franchisee agreement in
any caseHowe,vlenri ver sity may hire the facilities of
institutions foifintenmmadtpingumraed i pedj detfl i eaed |
noms vide /ootcdédlaeansi basued from time to ti me
Following institutions can apply for establishment as LSC in IGNOU
1. GovernmentCollegéBechnicalProfessional institutions
2. Private Colleg#rivate institutions affiliated to Universities recogmizby UGQ
Regulatory bodies
3. NGOs having required infrastructure, physical and human as per requirements of
specific programmes
Jails
Hospitals’PHCs for programmes in health science, nursing and ¢#msls
Computer institutes with requisite physicalrastructure pertaining to hardware and
software requirement of the computers programme and qualified experts as per
eligibility of the programme
2.2.2 Physical infrastructure for Academic Counselling
1 Class rooms as per enrolled learners
1 Laboratoriess per enroll ed | earners and progr amme
9 Proper Library space for housing SEFint and electronic and reference baaksd
1

Dedicated ongwo rooms for office work with covered area of 500 sq ft
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Institutions fulfilling the above eligibility criteria can applysubmit a proposal for a LSC in the
prescribed format, which can be obtained from the R®&tages involved in the processing of
applicatiort post submission, are presented in Secti@r Zelow.
2.2.3 Maintenance of Furniture and Equipment
IGNOU provides standard items of furniture and equipment at LSCs for setting up its own office on
the premises of the host institutidrne details are given idinnexure 21.
The LSC is expected to maimtad stock inventory and is also responsible for the maintenance of the
furniture and equipment receivedrhe details regarding maintenance of LSCs and other
administrative operations are discussed in the Chapter 6 of the Miancade of further requiresnt,
shortfall and condemnation LSC may propose for supply of furniture and equipment to RC as per
norms and in the prescribed Proforma giveAtmexure 22.
2.2.4 Procedure for establishment of LSC
1 The RC can approach any of the institution dependpumn the necessity for creating access
to IGNOU and its academic programmes
Alternatively, the willing institution can also approach RC for openingup;LSC
Prospective LSC is required to submit an Expression of Interest to associate with IGNOU as
its LSC and provide information in the prescribed formdrovided at Annexurea.3to
2.12)

1 The RC assesses the strengths and weaknesses of the prospective indtgatisfied, a
visit to the institution shall be made by RIRDs (Academic$ for ont the spot inspection to
assess the suitability verify the submission submit an Inspé&tisassmerisit Report

1 The RC shall forward the complete propo@akatisfied in terms of infrastructure, academic
Counsellors and st3ffto the RSD, withecommendations of the Regional Director

9 The RSD shall process the fdata of ACs discipline wise to respective school of studies for

their observatiofiecommendation and approval on suitability and qualification of ACs

1 For the establri ph@ment cal b&ECented progr amme

entire proposaltbatnhoon§ WNCthntdhdebabls of phys

the respective school f oOnrecdpofeacommendadions od n d
the faculy, RSD shall place all such recommendations before the Student Services
Committeg(SSQ, aStarding Committee of the Board of Management, for consideration

1 Once tleproposals are cleared by the SSC and minutes of the SSC are approved by the Vice
Chancello, a notification is issued by RSD regarding establishment of the approved LSCs

and

T Appoint ment l etters for Coordinator and Dbi oc

i mmedi ately after the notification of the

The mechanism for operationalizing. &C will be discussed in Chapthr.
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2.2.5 Activation of Programmes at existing LSCs

Depending on the need and requirement of learners in the catchment area of LSC, the Coordinator can
activate additional programmes at the LSIhe proposals foractivation of new programmes
enclosing details of prospective academic Counsellors, list of requisite physical infrastructure as
applicable for the programme, may be forwarded by the LSC to the RC in the prescribed
formatgAnnexured 2.13). The above procede is depicted in the FigureZbelow

Figure 2.2: Procedure for activation of new programmes at existing LSC

Procedure at the LSC Procedure at the Regional Centre
1 The existing study centre applies for activation of additional
programmes, in the prescribed format as per the faculty an 1 The Regional Centre
infrastructure expertise availability in the host institution Academics scrutinize the

proposal to ensure that all
columns are dully filled in and
contains the required

9 The relevant documents are attachedtwthe requirements
'physical and humgnfor the new programme proposed to by

activated information.
1 The proposal is submitted at the RC 1 The documents attached are
— > also checked to ensure that
they are complete in all
Procedure at the RSD respect.
1 If propramme has practical

1 RSD prepares the agenda item for activation of the component RD/DD/ARD must|

programme visit the location to verify the

availability of infrastructure
and submit theaport at RC to
be sent further along with the
proposal.

The proposal is sent to the
RSD with a recommendation
by the Regional Director

1 The same is placed in the S&@eting for deliberation
1 Once the Minutes are approved, the notification is issued f
programme activation

1 The Regional Centres are informed, who in turn, inform thg q
study centres so that they can disseminate information

amongst the prospective learge
1 The RCs also circulate the informationthoprospective leart

through various modes ebmmunication- S |

Availability of Academic Counsellor for a particular programme is areqrisite for allotting

students to the LSCIn no case, RC should allot students to the LSC if it does not have adequate
number of galified Academic Counsellardt is also to make sure that only qualified individuals as

per eligibility criteria prescribed by UGC and the Schools of Studies are engaged for Academic

Counselling 'theory/ practica) In certain cases, without dilutingdteligibility criteria fixed by the

UGC but for the sake of course specific requirements, Schools of IGNOU may require specialized

qualification and experiences

Eligibility conditions for appointment of Academic Counsellors

1. No academic staff in the Sty Centre or Learner Support Centre shall be appointed who does

not fulfill the minimum qualifications as laid down in the University Grants Commission
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(Minimum Quialifications for Appointment of Teachers and other Academic Staff in the
Universities andColleges and Measures for the Maintenance of Standards in Higher
Education Regulation, 2010 as modified from time to time

Different programmé€ourses have different eligibility criteria for Academic Counsellors,
which are to be strictly followedCe rt apr ogr amme s may require
di s odapd i

In addition, such academic staff should have familiarity with the characteristics of Open and
Distance Learning mode learners and their needs, difference between Open and Distance
Learning and corentional face’ to - face education, awareness about instructional design,
familiarity with the learner Centreed approach in blended mode of learning, ability to use
different delivery media including online and computer mediated communication and

Information and Communication Technolo@T) enabled learning

Competencies of Academic Counsellor at LSC

T

=

=A =4 =4 -4 =

1

Familiarity with basic research on the characteristics of Distance learners, their needs and
difference from conventional fage-face educson;

Application of basic principles of instructional design

Thorough knowledge of subject matter and common misconceptions related to thésgourse
Deep understanding of the necessity of leaf®emtreed environment in online and blended
learningmode

Ability to design constructivist learning environment

Practical applications of learning theories, g®l€ed instruction, and compuimediated
communication and learning

Ability to foster a sense of community among learners

Adaptability and flexibility with thecapabilities and limitations of the delivery medi

Familiarity with the delivery medium to provide basic troubleshogting

Ability to multitask

Time managemenfe.g respond to learners in timely manner, extensive and advance
preparation and planningnd

Professional characteristifsg motivated to teach, setfonfident, articulate, good wrier

Further, biodata of prospective academic Counsellorsare to be forwarded along with proposals for

activation of new programmes in the prescribedformatsfiexure 2.14 to 225) The procedure is

depicted in Fig Bas follows

Figure 2.3: Procedure for Empanelment of Academic Counsellors at LSC

24



ignou

@9

THE PEOPLE’S
UNIVERSITY

Procedure at theLSC

1

Identification of prospective Academic Counsellors, who
fulfill the eligibility normsThey may belong to the host

institution or any other institution also-

The candidates are required to fill in the format for
empanelment as academic Counsellors
The required documents, in support of educational

qualification and teaching experience 'wherever required(
are to be attached with the filled in format-

Bio Jata of ACs should be processed school-wise so that

the it is sent to the concerned school by RC
The same is forwarded to the RC by the Coordinator, with

her.his own recommendation and stamp-

Procedure at the RSD . Schools of Study

The biodata received at the School for determination of
eligibility of the prospective academic Counsellors-

The School faculty checks the eligibility and subsequently
approves . disapproves the candidature and returns the
biodata back to the RSD, with written remarks against the
columns meant for the purpose-

The same is sent back by RSD to the Regional Centre,
where empanelment letters are generated for all the

approved academic Counsellors- The unapproved cases

are considered as rejected-

Procedure at the Regional Centre

1l

The biodata is scrutinized to ensure
that all columns of the format are
properly filled up with the requisite

information and supporting
documents are attached-
The biodata are submitted

separately for each programme so
that it can be forwarded to the ive
School of Study

Formats complete in all respects are
forwarded to school of studyfor
further action

Formats having any deficiency w-r-t-

the above are returned to the LSC
for resubmission, after rectification,

as required-
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STAFFING

231 Staffing at LSCs

1 The LSC is headed by a Coordinator, who shall be a regular teacher not below the rank of a
gualified Assistant Professor of the host institutibhe Coordinator shall be appointed by the
University from the panel of three names recommended by the head of the host institution in order
of preference

f The Coordinator is appointed by RSD for a period up tbi¥cember of that year, subsequently
renewable year wise for a maximum period of three ydarspecial cases and for specific
reasons, the term of Coordinator may be extended beyond three years, but not beyond five years
under any circumstances

1 The Coodinator of the LSC is assisted by Assistant Coordinators and other support staff in
providing support services to the learners

1 AssistantCoordinators and other staff are appointed by RC from among the regular staff of the
host institution on the basis oégdommendations of the Coordinator for a period endirfy 31
December, subsequently renewable year;wise

1 The number of functionaries to be appointed is based on the number of learners enrolled at the
LSC for previous foracademic yeatanuaryand July Sesei) as per the norms of the University
given in Table 2.

Table- 2.1: Admissible Part-time staff at LSC
Student Coordinator Assistant Assistant | Attendant Safaiwala

Enrolment Coordinator

Up to 100 1 - 1 1 1
1017 250 1 1 2 2 1
2511 350 1 1 3 2 1
3511 500 1 2 3 3 1
5011 850 1 4* 4 4 1
851i 1000 1 5* 5 4 2

9 Total enrolment at a LSC may range from 500 to 1000 in case it is a HEI with 1500 stufdents

enrolment at a LSC increases beyond 1500, another LSC has to be established in thdfvicinity

there is more than one LSC in the same city and enrolment in them is less than 1000 learners, the

26



ignou

THE PEOPLE’S
UNIVERSITY

learners are to be shifted to the LSC located centiEttly other LSCs are to be closed or kept in
abeyance till enrolment increases
9 All functionaries ata LSC, including the Coordinator are appointed on part time.3dwy are
therefore designated as Paimne Coordinators, Part Time Assistant Coordinator Htey are by
no means regular employees of the university
1 The working hours of partime functionaries of the LSC has been fixed as follows
a) Sundays 8 to 9 hours
1 Thursday, Friday and 3 to 4 hours each day preferably in the evening or Saturdaysutside
normal working hours of the host institutiéifi part- time functionaries should necesty be
drawn from amonst the regular employees of the host institutiacase, adequate numbers of
employed persons are not available at the host institution, outsiders including retired persons
could be appointed
1  The nature of job being patime, the employees are not entitled to any leddewever, if they
are regular employees of the host institution and if such a person is on long leave from the
institution (minimum 30 days or moyehen the Coordinator may engage a substitute under the
approval & the RD In such cases the partime employee will not be entitled to any
remuneration during the period of leaead
1 Other partime employees will not be entitled to any leave and their salary will be deducted for
the days on which they remained alisgrthe LSC during their allotted working hours

2.3.2 Staffing at SLSC

Presently there is no provision of ptirhe staff at SLSCs except for the appointment of a
Coordinator The SLSCs are expected to meet all expenses, both academic and adminésichtize
remuneration to part time functionarigxcept the Coordinatrconduct of counselling and practical
sessions and administrative expenditure of the Centre fromthe grants reldase?l. SCs have to
appoint and also make payments to the acadeauinsellors and other functionaries of the Centre as

per norms of the University

In addition to payment of remuneration to the Coordinator revised from time to time, assignment
handling and assignment evaluation charges are alsolpadSELSC are providelump sum grant on

per student per programme basis as per the following norms

BPP, Certificate and Diploma Programmes without practical comp@i#Babf the fee;
Degree programmes without practical componé® of the fee; and

1
1
1 Science, Computer and Magement Programme&0% of the fee
1

The percentages of fee indicated above do not include the programme registration fee
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The RC gives grar(share of fegto the SLSC in three installments of¢40af the commencement of

the academic session; %0 n(ddle of the academic session; and%30af the conclusion of the
academic session, based on the total number of programmesandlearners allotted to tHEheentre
second and the final installment of the paymentsare released on submission of report by
theSLSCbaseamh support services provided to the learners as per IGNOU norms

IGNOU has made provision of one Assistant Coordinator at the SLSC if the enrolment exceeds 300
as given in Table.2:

Table 22: Admissible Part Time Staff atSLSC

Enrolment Coordinator Assistant Assistant Attendant Safaiwala

Coordinator

Up to 300 1 - - - -

Above 300 1 1 - - -

Source RSD Notification No. 1G/RSD/SSCQ2013157 dated January 302013
Special Arrangement for Jails

IGNOU with the support of the Central GovernmentMinisifyfHome Affairs, and Governments of
various States and Union Territories, offers its educational programmes to prison inmates through
SLSCs throughout the countrplthough nomenclature is the same, academic, administrative and
financial arrangements f@LSCs in Jails are a bit different from other SLSE@llowing are the

special features and characteristics of SLSCs in Jails

1 StatedJTs may appoint DGG (Prison as State Nodal Officer for interacting with IGNOU RC
for establishment of SLSC and runnitig programmes for the jail inmates

9 For better coordination, RC shall also designate one of its academics as the Nodal Officer for
liaising with the State Nodal Officer for conducting IGNOU activities in the Jalil

9 Proposal for establishment ofSLSC inldashould be generated and submitted to the RC in
prescribed formafs

1 The host institution will provide adequate e accommodation for the SLSC for exclusive
use of IGNOU for the office of the Coordinator

1 IGNOU will bear all recurring and nerecurring expenditure towards running of the SLSC to a
maximum amount of R$0Q- per month as per actuals on production of bills and vouchers for
the same

9 Jail Superintendant of the respective jail shall act asthafieio part time Coordinator of the
SLSC
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No letter of appointment is to be issued by RSD for the Jail Superintendant working as part time
Coordinator as the Regional Director concerned shall issue such letter

The name of the Jail Superintendent working as the Coordinator shall be updatieel RC
website under intimation to Director RSD

In case the Jail Superintendent declines to take this responsibility and proposes the name of
another official, RC should forward the proposal to RSD for a taking decision on the appgintment
Remunerationto the part time Coordinator is to be paid as per the existing norms and practice

The Coordinator may identify inmatestsiders as counsellors and send their bio data in
prescribed forms to RC for approvle/she may also identify counsellors from trearby LSCs

Remuneration for all academic activities are to be paid by the RC, including payment to academic

counsellors'both inmates as well as extemals per IGNOU norms

All prisoners are eligible for admission to SLSC and are not required tarpyalind of fees for
pursuing IGNOU programmes as long as they are inside thédaielease from the Jail, they

will be treated as normal students and will have to pay fees such asexamination -fees, re
registration fee, etg)

The employees of the Jaihé their wards may take admission in IGNOU programmes and opt for
SLSC in Jail by paying the necessary fees, provided that SLSC offers that programme and Jail
Management provides permission to such aspirants

IGNOU provides the printed SLMs and audideo programmes pertaining to the programmes
being offered at SLSC

IGNOU may havehe right to shift or close the centre if it finds that support services are not being

provided as per the requirement of the University
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CHAPTER -1l
ROLES AND RESPONSIBILITIES OFCOORDINATOR AND OTHER PART -TIME STAFF

STRUCTURE

31 Introduction
3.2 Head of the host institution
3.3 Coordinator
3.3.1 Academic roles
3.3.2 Administrative roles
3.3.3 Finance and accounts
34 Preparing the schedule for acadeguanselling
3.4.1 Procedure for preparing the counselling schedule
35 Stages of conductingpunsellingsessions
3.6 Obtainingeedback on counselling and assignment evaluation
3.7 Assistant Coordinator
3.8 Office Assistant

Learning Outcomes
After going through this Chapter, you will be able t®

1 State the roles and responsibilities of the functionaries of LSCs including Heat@sdthe
institution;

1 Describe the procedure for preparing the counselling schedule;

Describe the organization and conductatdirselling sessions; and

1 Elaborate the process ofobtaining feedback on counselling and assignment evaluation

E ]

31 INTRODUCTION

In the previous chapters, we have discussed about the types and functionsof the LSCs, their
establishment procedures, staffing patterriééchave seen that for accomplishment of BS®ork,

IGNOU makes provisions for appointment of certain Part Time Sitadf Coordinator, Assistant
Coordinator and administrative staff like Assistant, Attendants and Safalwakas chapter we will
discuss the specific roles and responsibilities of the different functionaries of the LSC with the
objective of enabling althe functionaries to locate their specific roles and responsibilities in the

overall activities of the LSCs
32 HEAD OF THE HOST INSTITUTION
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As we have discussed earlier, it is the Head of the Host Institdtiifl) who, on behalf of the
Institution whch he heads, basically submits theproposal to IGNOU for establishment of LSC in
his’her institution The HOHIsighs an MOU with IGNOU for running the LSC as per IGNOU norms
Therefore, technicallyse derives the authority and responsibility of ovesaflervision of the smooth
functioning the LSC on the one hand, and on the othex,avns legally the accountability in case of
any default inhonouring the terms and conditions enshrined in the MO main roles and
responsibilities of the HOHI are &sllows:

9 Studying the establishment norms and procedure, roles and responsibilities, functions and
activities of LSC(Annexure 2.3 to 212);

Ascertaining the feasibility ofrunning IGNOULSC as per IGNOU norms;
Mooting and submitting proposal for establismief LSC to the Regional Centre in the
prescribed format and signing the Memorandum of Understanding with IGNOU,;

1 Proposing a panel of three senior most Acaderfiess than 55 in agen order of
preference for appointment of Coordinator in the prescritmethat for managing,
supervising and undertaking the activities of IGNOU;

1 Allowing the Coordinator to coordinate with IGNOU directly and creating a team of
functionaries of hither ownchoice from among the regular faculéewployees of the
host instituton for running the LSC;

1 Allowing the Coordinator to propose faculties from within and nearby institutions also for
appointment of Academic Counsellors and Examiners to IGNOU;

1 Providing space and other facilities at least as mentioned in the MOU exclusivétg
use of IGNOU LSC;

1 Assuming the charge of Coordinafuperintendent of Examination in case there is no
Assistant Coordinator and Coordinator is unavailable for whatsoever reasons;

1 Maintenance of the LSC premises; and

9 Supervising and ensuring thiie LSC is run as per IGNOU norms and MOU and share

with Regional Centre if any lapse is witnessed
33 COORDINATOR

The Coordinatoristhekeyfunctionaryin the entire superstructure of IGBI@&livery mechanisnit is

their passion, proactive approach, maé&l capacity, commitment to societal needs, sensitivity
towards soci@economically and educationally disadvantaged sections of society, and more so their
understanding of the philosophyand strategies of ODL which work at the root of the success of the
functioning of the LSC3he specific roles and responsibilitiesof Coordinator of LSC are described

below
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3.3.1 Academic Roles

Knowledge ofthe programmes activated at the LSC,;

Taking stock of the academic counsellors as per progrémaguirement;

Thorough knowldge and understanding ofacademic norms to be followed for running
different programmes;

Allocating works and responsibilities to the part time academic staff;

Identifying and ensuring availability of laboratory and other physical requirement for
running pogrammes;

1 Proposing and getting programéeequirement, if any, before commencement of
academic session;

1 Publicity of IGNOU Programmes in general and programmes activated at the LSC in
particular in itscatchment area;

1 Maintaining good relations with medgersons, local dignitaries, academicians including
fellowstaff andHOHI;

1 Informing & guiding the prospective learners for admission in the programme of their
interest and need;

1 Analysing programme wise Scholar Register for academic session supplied bgdRegi
Centre;

Consulting the academic counsellors for their availability for ensuing academic session;
Clear understanding of the credit system followed in IGNOU and preparing counselling
schedules according(fheory and Practicgl

9 Liasioning with RegionlaCentréHeadquartersfor supply of study materials to their
learners in time;

1 Organising Orientatioinduction Meeting of the newly admitted learners,

9 Organising and monitoringpunselling sessions, Extended Contact Programme,
Workshop and Internshipetc;

1 Ensuring that CoordinatgisssistantCoordinatorsnay undertake counselling sessions as
per IGNOUs prescriptiongTwo in case of Coordinators and three incase of
AssistantCoordinatoys
Facilitatingguiding the learners in doing Project Work and Fieldrky
Managing and monitoring evaluation of assignments and projects;

Preparing and sending monthly monitoring report for counselling and assignment
evaluation;
Conduct of TerrEnd and Entrance Examinations;

Proposing for activation of new programmes, asneed;
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1 Providing feedback on existing academic system and suggestions for future
improvementsand

1 Helping IGNOU academics in doing research and survey
3.3.2 Administrative Roles

(A) Establishment

9 Taking possession of space, buildnegms for the office fothe LSC as per
the MOU;

1 Ensure that the space is equipped with necessary water, electricity and
sanitation facilities;

9 See that there are separate meters for electricity and water consufiiption
required;

1 Maintaining stock register for all consumalaled norconsumable items for
both supplied by IGNOU Headquart#egional Centre and procured
locally;

9 Ensuring that the LSC has furniture and equipments as per the norms. List
provided atAnnexure 2.1;

1 Proposing to the Regional Centre if there is any shortfall in the prescribed
format provided aRnnexure 2.2;

9 Procuremeripurchase of goods and services as per IGNOU and GFR norms;

9 Performing annual stock verification and sending its report to RC in
prescibed proforma, placed @nnexure (6.1);

1 Maintaining Diary & Dispatch Registers giving details of every receipts and
dispatch of correspondence;

1 Maintaining files with notes for all major administrative and financial
activities;

1 Maintaining Guard Files irarporating all notifications, circulars, orders,
guidelines received from IGNOU HeadquartRss;

1 Maintaining Visitor Registers at the entry point of LSC;

1 Maintaining Logbooks for use of Phoriesernetphotocopiers at LSC; and

9 Ensuring that resources andqugments supplied by IGNOU are used for

official purposes only

(B) General Administration:

a) Appointment & Renewal of Staff and work distribution
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See that staffing is as per IGNOU norms;

Distribution of works among LSC functionaries;

Maintaining LSCtimingsvorking hours;

Maintaining datémonth wise attendance registers for part time staff;
Maintaining programmeourse wise data with mobile nand address of
academic counsellors, if possible in soft copy;

Generation of proposal for appointment of part tstadf;

1 Forwarding proposal for renewal of appointment of part time staff in the

month of October;

1 Generation of bigata of academicCounsellors;

I Renewal academic counsellors; and

9 Facilitating administrative support to the academic counsellors

b) Admission

1 Arranging for admission publicity;

1 Organinsing admission camps in the catchment area;

9 Liasioning with Common Service Centres for providing on line admission

support to the prospective learners;

Sending requirement for Student Handbook & Prospectus fodiraf
admission;

Sale of Students Handbook & Prospectus and sending fortnightly Report on
saleproceeds in the prescribed proforma ;

1 Arrangements for preadmission activitis;

9 Verification of learnerscertificates at the time ofInduction Meeting; and

1 Maintaning Scholar Register academic session wise for Fresh and Re

registered learners

Counselling Session

1 Arrangement for conducting counselling sessions;

1 Providing Learnds Attendance Sheet to the academic counsellor on the day

of counselling;
Maintaining datdacademiccounsell@mourse wiseattendance sheets of

learners with academiccounse@®signature; and
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1 Maintaining date/month wise attendance registers for academic counsellors

d) Assignment Evaluation

1 Receipt and issuingacknowledgement of receipt ofies@ assignment;

1 Maintenance of Registers for receipt and movement of assignments;

9 Distribution among academiccounsellors along with bill form and award lists
(in triplicate 1 first for RC, second to be submitted along with
remunerationbill and third toe retained at LSC record);

9 Advising theacademiccounsellors for timely evaluation of assignmarngs
days for evaluating 150 assignménts

1 Ensuring timely evaluation by constant monitoring;

9 Advising academiccounsellors to prepare course wise award ligt ionl
he'she is given assignments for more than one cpurse

1 Informing the learners in the induction meeting and through wider publicity
to collect evaluated assignments immediately after evaluation of assignments
by the academiccounsellors

1 Sending programme wise list of the learners whose assignments are evaluated
to the RC for informing them through SMS to collect the evaluated
assignments from the LSC;

1 Summission of renumeration bill immediately after the assignmands;

9 Forwarding prgrammecourse wise award list to RC in a single lot for all the
assignments submitted for a particular TEE with in15 days of completion of
TEE.

Term-end Examination

1 Confirming for conduct of TEE in the prescribed Proforma;

1 Arrangement for TEE as per IGNQidrms;

9 Conduct of TEE as per IGNOU norms;

9 Dispatching Answer scripts as per IGNOU guidelines; and

1 Submission of adjustment bills immediately after completion of TEE to SED

Management of Library

1 Ensuring proper space and sitting arrangements for Library;

1 Ensuring one set of SLM for all Programmes activated at the Centre

1 Maintaining Accession Register;

9 Acknowledging receipt of books, journals, andmagazines etc

1 Maintenance of various records and registers; and
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1 Performing annual stock verification and segdits report to the RC in

prescribed format, placed Ahnexure 6.1
3.3.3 Finance & Accounts
A) Activities

Studyingdfollowing delegation of financial power as prescribed by IGNOU;
Openindoperating Bank Account preferably in IDBI or Indian Bank;
Knowledgeof payment norms as prescribed by IGNOU for both academic and
administrative activities;

1 Raisingforwarding bills both for academic and administrative activities as per
payment norms prescribed by IGNOU and in the prescribed formats
Cashless payment to atkcept for petty dajo-day expenditure;
Handling of Receipt for sale of Student Handbook & Prospectus and other
receiptsfor off line admissiomnd

9 Submission of monthipnualaccount to RC.

B) Maintenance

a) Bank Account Only one Back Account preferahity IDBI or Indian Bank;

b) Maintenance of cashboofReceipt & ExpendituréDisbursement;

¢) Maintenance of Ledgers Budget Head wise
() Administrative Expenses
1 Administrative Expenses for ServicesMonthly Remuneration to
Part Time  Staff.

1 Administrative Expensesfor Goods Electricity, water, postage,
telephone &fa#internet; printing, purchase of stationeries, purchase
of computer stationeries, newspdperiodicalgournals, local
conveyance, maintenance of building, repair and maintenance of
equipments, repaof furniture

(i) Expenses on Academic ActivitiesPayment for academiccounselling

(to be maintained programriaeademic counsellor wigepayment for

assignment evaluation( to be maintained programraeademic

counsellor wisg, payment to MRO, hiring of lafor practical oriented
programmes like BSc, CPLT, MSCDFSM et¢ hiring computer time,

assignment handling, payment for conduct of TFemd examination
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34 PREPARING THE SCHEDULE FOR ACADEMIC COUNSELLING

The understanding of credi(gliscussed in Chaptefl of the Manugl and SLM will enable the
Coordinator to design the academic counselling schedule for a cotese€oordinator of the LSC
has to undertake this task in consultation with the academic counsellors approved by thigyunivers

For preparing the academic counselling schedule the Coordinator needs to bear in mind the following

1. Counselling schedule should be prepared for the whole session, especially for the
programmes with six months durationg.,i the semestdrased progmames and
Certificate programmes

2. The schedule should be approved by the RC well in advance so that it could be distributed
to the learners in the Induction Meeting

3. The Coordinator in consultation with the academic counsellors and the supporting staff at
the LSC should ascertain the workability of the relevant media equipments, if such an
input is required in the programmesurses

4. The availability of the rooniabgequipment for counselling should be ensured as also the
presence of academic counselldfforts should be made to have a panel of academic
counsellors approved for the courses instead of having only one in each Sowfse
provision will help to ensure conduct of academiccounselling as per schedule and
minimize absenteeism of the learneasd

5. Keep track of attendance of academic counsellors and take periodic feedback from

learners regarding their performance during the academiccounselling sessions
3.4.1 Procedure for Preparing the Schedule for Academic Counselling

Once the number of cosgelling sessions to be organized for each course is calculated based on the
number of credits, the schedule will be prepar@dother factor to be borne in mind while preparing

the schedule, is the number of learners allotted in the particular progfeoomse The maximum
number of learners to be assigned in a group idf@@e number of learners exceeds 60 a second
group may be formedHowever, as a norm of the university, the number in any group should not be
less than 10If attendance in academiounselling for a group of 60 learners is less than 10 in two
continuous sessions intensive counselling may be orgajiized situation when the number of
learners enrolledin any course is less than 10 Intensive Counselling sessions may be ofiganized

number of academic counselling sessions in this case will % ofthe total number of sessions

prescribed for the cours&@ her e may be a situation i n which
counsel | ilnng ssuecshs iagamemic @tuincm k| om@ani sed only on
| ea@n.er
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35 STAGESOF CONDUCTING ACADEMIC COUNSELLING SESSIONS

The following procedure is suggested to ensure effective organization of academiccounselling

sessions
SLNe | STAGES ACTIONS
1 Planning 1. Fix up dates andimings of the academiccounsellir
sessions along with blooksits to be covered in eac
session
2. Guidelines if any provided by the School of Study fi
IGNOU may be adhered to for preparing the schedaitel
3. Assign the sessions to individual acadewcoansellors ag
per their availabilitgp
2 Finalizing 1. Convene a meeting of academic counsellors progran
wise to ensure availability for the planned session
2. Discuss with the ACs about their chokegsas of interest in
for counselling the subject areéBlocloof their interest
3. Preview of electronic course ware, if any in the particl
course to be integrated in the academiccousellors sessio
4. Make a panel of additional academic counsellors in e
course, to substitute in case of last minute exigegcand
5. Finalize the counselling scheddle
3 Communication 1. The finalized counselling schedule has to be informed in
prescribed formaAnnexure3.14o the learners, academi
counsellor and RC
2. The final Schedule should be displayed on the h@&(ce
board, and LSC website in the IGNOU dedicated sSfaqsy
should be sent by email to the RC before
commencement of every admission cycle
3. Course wise list of learners may sentto RC for sending
to the learners and
4. The schedule should be infoed to the learners during thg
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induction meeting als®
4 Follow up 1. Any change in the schedule, resulting due to +awailability

of academiccounsellors, minimum number of learners
sudden closure of the LSC should be communicated t
concerned

2. Inthe event of cancellation of session, the next date shg
be worked out and conveyed to all academic counsell
learners and RGnd

3. If the number of learners enrolled in a course is less that
or if at a later stage in the academic session, thereex
attendance declines to less than 10, Intensive Counse

sessions should be scheduted

The Counselling schedule along with a consolidated statement giving details of instructional

component can be sent to learners in the prescribed format wipiclvided atAnnexure-3.1
3.6 OBTAINING FEEDBACK ON COUNSELLING AND ASSIGNMENT EVALUATION

The two major learner support activities organized at the LSC are academic Coufidediing and
Practica) and assignment evaluatioit is important that foreffective learning and successful
programme completion the two activities are satisfactorily organizedat the H8@ce the
Coordinator needs to develop regular monitoring mechanism to ensure that these two learner support

operations are being organizedpas prescribed norms
Feedback on Counselling

The following procedure may be adopted by the Coordinator to get feedback on Counselling
1. Feedback from learners on Counselling sessions can be obtained periodically through a format
which is provided irAnnexure 32;

2. The responses of learners may be submitted to the RC by the Coordindtor

3. Coordinator may obtain feedback from the Academic Counsellors on the Counselling session,
pertaining to attendance of learners, their preparedness totise, physical difficultidebstacles

faced by the Counsellors in organizing Counselling and related aspects as provided in the suggested
format atAnnexure 3.3.

Feedback on Assignment Evaluation
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For the pupose of monitoring coordinator should s@hdonvene the meeting of the evaluators of

assignments periodically asking for feedback on the quality of assignment responses submitted by the
learnergib( meetingwith the learners in persons or in a group seeking their general feed back on the

guality of asignment evaluation and comments the{cpsending 2 per cent of evaluated assignment

for the courses with large enrolment to the. RC
3.7 ASSISTANT COORDINATOR

As we know that there is provision of appointment of Assistant Coordinator at the LSCwalseamd

LSC enrols more than a specific number of learridrs provision has been made to ease the burden

of the Coordinator in managing academic activities by way of sharing the same with the Assistant
CoordinatorHere we will specify the roles we exqgdrom an Assistant Coordinator to be performed

at the LSC

1 To undertake all academic activities of certain academic programmes as allocated by the
Coordinator;
Taking stock of the academic counsellors for allotted programmes as per requirement;
Studyingacademic norms to be followed for running programmes;
Allocating works and responsibilities to the Part Time administrative staff in consultation
with Coordinator;

1 Identifying and ensuring availability of laboratory and other physical requirement for
running programmes;

1 Proposing and getting programfmerequirement, if any, before commencement of
academic session;

1 Analysing programme wise Scholar Register for academic session supplied by Regional

Centre;

Consulting the academic counsellors for their abditst for ensuing academic session;

Scheduling for organizing counsellingsessi@itseory & Practicat

Helping the learners in doing project work and fieldwork;

Managing and monitoring evaluation of assignments and projects;

=A =4 =4 4 =

Preparing and sending monthiyonitoring report for counselling and assignment
evaluation;

Assisting the Coordinator in conduct of Teemd and Entrance Examinations;
Arrangement for conducting counselling sessions;

Providing learnds attendance sheet to the academic counselloreatethof counselling;

=A =4 =4 =

Maintaining datécounsellofcourse wiseattendance sheets of learners with academic

counselloés signature;
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Maintaining datémonth wise attendance registers for academic counsellors;
Receipt and acknowledgement of receipt oflednasignment;

Maintenance of registers for receipt and movement of assignments;

=A =4 =4 =4

Distribution of assignments among academic consellors along with renumerationbill form
and award listgin triplicate; and

1 Forwarding programmieourse wise award list to RC per IGNOU schedule
3.8 OFFICE ASSISTANT

There are volumes of secretarial work at LSSsch work keeps on increasing with increase in
number of learners and number of programriiesice to ease the academic part time staff of LSCs,
IGNOU has made provighs for engagement of part time secretarial staff whom we call part time
Assistant We have discussedin Chaptembout norms of their appointment and other conditions
Here let us discuss their specific duties and responsibilities which are as follows
1 Preparing proposal for appointment of part time staff at the LSC;
Processing of proposal for purchase of furniture and equipment;
Procurement of office stationery and printing work;
Maintenance of sale account of admission forms;
Maintenance of leave accdun
Audit of LSC,;
Processing of the proposals for activation of programmes atLSC
Maintenance of furniture and equipment of LSC;
Maintenance of stock and issue register;
Processing of applications for scholarships;
Assist in conduct of TEE;
Deposit of demandrafts in the banks;
Collection of cash from the banks for cash payments;
Deposit of remittancéshallans to the banks;
Maintenance of computerized accounts;
Typing work of the LSC;
Receipt and disposal of Dak;
Maintenance of diary and dispatch register;
Procurement and maintenance of stamps;
Preparation of monthly accounts;

Reconciliation of fesale of form amount;
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Detailed scrutiny of bills of LSC;
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Preparation of abstracts of the bills;

Posting of Cash Book;

Processing of demand drafts for creditGWNOU account;

Maintenance of paid vouchers;

Maintenance of stock registers both for consumable andomsumablesand

Other secretarial works as assigned by Coordirfdsistant Coordinator

Apart from the abowenentionedpart time staff, LSC is alsdoaled to engage nesecretarial staff

like Attendant and Safaiwala as per norifiseir main duty is to provide nesecretarial assistance to
the other part time staff of the LSC
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CHAPTER - IV
ROLES AND RESPONSIBILITIES OF AN ACADEMIC COUNSELLOR

STRUCTURE

41 Introduction

4.2 Academic CounsellingConcept
4.2.1. Roles and Responsibilitiesof an Academic Counsellor in IGNOU
4.2.2 Transactinfindertaking Academic Counselling Sessions

4.3 OrganisingTheory Counselling Sessions

44 OrganisingPractical Counselling sessions

45 Giving feedback on academic counselling sessions

4.6 Continuous Evaluation through Assignments

4.7 Supervision and Evaluation of Projed®acticum and Internship

Learning Outcomes
After going through this Chapter, you will be able t®

Explain the concept and need for academic counsellingfor distance learners
Elaborate the mechanism for prepar@oginselling schedules

Describe the methodology for conducting academnimselling' Theory and Practicgl
Explain themethod of continuous evaluation through assignments
lllustrate the styles of providing written feedback on assignments

Describe the role of an academaunsellor asupervisor ofprojects and

=A =4 =4 4 -4 - -9

Explain the mechanism of providing feedback on academioselling

41 INTRODUCTION

In the preceding chapters we have discussed about the concept of learner support and its various
aspectsYou will agree that the distance learner requires support of various types, ranging from
academic to noacademicsupport These comprise of sekarning materialgrint), which are the
mainstay, including other components like, fhméace Counselling, assignments, audideo
programmes, radio,.V.,web-based support and other racademic supparA crucial compoent of

learner support is academic counsellwgjch provides the desired human interface to the learners in

the ODLsystem The role of an academic Counsellor thus assumes tremendous significance for

effective learning and overall delivery of the acadeprogramme
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The present chapter deals with the roles and responsibilities of an academic C@i®eliothe

ODL system in general and IGNOU in particular
4.2 ACADEMIC COUNSELLING : CONCEPT

Academic Counselling provides the crucial human interface supmport to distance learners
Distance learners need to resolve their queries, doubts and clear confusions, in order to proceed and
progress smoothly and attain the objective of successful completion of the chosen programme of

study. Let us take a quickecap of the concept of academic counselling

Learner support through Counselling can be broadly categorized into academic @uhd@mic as

depicted in Figure 4 below

Counselling Support

Academic Non Academic

| E | |—|—|

Teaching Developing Assessment Organisal Emotional

Skills and Feedbac Support Guidence

Figure 4.1 Types of Counselling Support in ODL System

Source https émpowereadtueudimagedfields-
ofexpertiséStudentSuppoibtudent Support Services for Success in OED SIMPS®HN

As is clearfrom the Figure 4 above, there are twotypes of Counselling supama@demic and nen
academicWhile the academic support being generally sulijeatse specific assumes the nature of
tutoring thenoracademicsupport being person specifcassumes the nafumounselling To
understand the two concepts @éitoringd and &counsellingy the AC should clearly differentiate
between the activities characterizing them and undertake the specific tasks to be pefftiened

difference is described in Tableldbelow:
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TUTORING COUNSELLING

' SubjectCourse Specific 'Person Specific

1 Explaining to the learner, for@gpclarifying| § Informingr , about program fees, availabilit
a concept or instruction of programs

1 Academic feedback & dialogue throu¢ f Advising , abou appropriate choice o

assignment activity and assessment program of studgcourses
1 Enhancement of knowledge 1 Exploring issues with learnerg helping
1 Development ofearningstudy skills potential learners set their goals

1 Reinforcement of learning throug|  Helping learners to manage stress, motivz

interaction and feedback them for learning and enhance se
1 Development of practical skills confidence and

competency and 9 Individualized support structureto meet
1 Guidance for preparing for term en typical administrative and personal problen

examination faced by learners in system of Open 3§

Distance Learning

Table 4.1: Tasks to be performed by an Academic Counsellor
4.2.1. Roles and Responsibilities of an Academic Counsellor in IGNOU

In IGNOU, the finctions of an ACare well definedn AC is an experienced and qualified teacher in

a particular discipline of study, working in a higher education institution, wherein the IGNOU LSCis
establishedThe AC is thus required to work in close coordination laaanony with the Coordinator

of the LSC who is the overall in charge in the context of IGNOU activifidse major
functions/responsibilitiesenvisioned for an AC in IGNOU are the following

1 Conduct of counselling sessions;

1 Overall academic progress of thearners assigned in the respective cqersef a
programme;

9 Train the learners in distance study methods and impart study skills;
Maintain record of students allottede. records pertaining to their contact details
(mobile phone number, email id aratldresg attendance records for the assigned
sessions and academic rec@pdeparedness with the course material, interactivity in the
group and individually, studying the Self Learning Mate(aLM), doing self check

questionéSCQ in the SLMs and woikg on assignments;
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1 Evaluate the assignmergrsacticalprojectinternshipworkshop and other field work as
prescribed in the respective course;
Work as a supervisor for project,practicum and field work;
Guide the learners for timely completion of inténips
Give feedback to the learners during the counselling session and through the written word
on the evaluated assignments; and

1 Give feedback on counselling and assignment evaluation to the CoortR@ator

The prerequisites for an ACenabling them to perform the above functions and fulfill the
responsibilities are

1 Be well versed with the pedagogy of instruction in the ODL systemin general and
IGNOU in particular;

1 Understand the difference between conventional classroom teachingicadémic
counselling;

1 Have an orientation towards IGNOU seléarning materialprint and norprint) the
threetier evaluation methodology,.ei, continuous assessment through Self Check
QuestioneSCQSin the SLMs, Assignments and Term End Examina{ibBE); and

1 Awareness of the credit system and other mtess governing studetprogress in
IGNOU.

4.2.2 Transacting/Undertaking Academic Counselling Sessions

Before the transaction of academic counselling, the preparedness of the academic coundellors an

learners has to be ensur&bme of the preparatory pteunselling activities are as follows
Preparations required by Academic Counsellors

Cultivating good knowledge of the course;
Familiarizing with the programme guide and with course material ingyudhudio
Videoanyothermedia component of the course;

1 Obtaining assignments, which constitutesan important component of the evaluation process,to
be able to discuss them with the learners in the counselling sessions;

1 Developing genuine and sustained ingeiia students, both as learners as well as individuals;
and

1 Being equipped with thorough knowledge about the university to facilitate students in their

academic programmes

Preparing Learners for Counselling
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1 Ensure that learners have advance informagchedulg about units that would be covered
during counselling sessions;
Ensure that learners are clear about aims & objectives of each counselling sessions;
Apprise learners of the tasks expected of them during the counselling session;
Ensure that learme are aware of and appreciate theident centred philosoptiynderlying
counselling sessionslowever, this may prove to be a challenging task in the beginning since
many distance learners, particularly those who have entered the system recentiyd vitill f
difficult to assume selfontrol of their learningTherefore, in the beginning the learners
would need more of general counselling than subject specific counselling; and
1. Ensure that the learners have

9 Access to study material including ProgramBwde and Assignments;

1 A thorough knowledge of programme structure;

1 Information about University rules in general and about regular attendance in the
counselling sessions in particular;

1 Information about mulimedia inputs offered by the University such as
Teleconferencing, Interactive Radio Counselling, Gyan Darshan, Gyan Vani,
webconcnferencing andlibrary facilities;

1 Knowledge of calendar of the University activities including submission of
assignments responses, Term end examination forrmagisgratian forms etcand

1 Awareness of the University websitewww.ignou.acinand the Regional Centre

websites
4.3 ORGANIZING THEORY COUNSELLING SESSIONS

The learners will be curious and eager to know about the suggreites available for their progress

during the course of study and about their peer groups, counsellors and LSC functithtrées
learners have attended the Induction Meeting at the commencement of the academic session then they
would be familiar wibh the instructional methodology likely to be followedloreover, attending

theory counselling sessions is not mandatory for successful programme completi@ver, it is the
responsibility of the counsellor to transact counselling in a manner thaelgare motivated to

attend the sessionSince the first Counselling session will set the tone for the Coungtltor)-

learner interaction, it is very important that the academic Counsellor plans the activity well

As discussed in Chapter_lll a compemsive counselling schedule is drawn by the
CoordinatorfAssistant Coordinator of the LSC and ACs are informed accordinglysuggestive

mechanism for organizing academic Counselling is explained below
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Session 1 The first session can begin as an intitdry session of the learners, wherein the learners
and the academic counsellor get to know about each @themutual interactions in the group led by

the counsellor will enable the group members to know who they are and their broad purpose of
joining the programmourse of study in IGNOUSubsequently the counsellor may provide a brief
outline of the course, the structure of SLMs and pedagogic relevance dbface component of
academic counselling suppo®roup discussions and interactivity dwgi the session will be a

warming up exercise and motivate the learners for the remaining sessions in the course

Session 2In the second session the counsellor can begin with a quick recap of the previous session
for the benefit of such learners who maywh missed the first sessidrhe rest of the group can then

pick up from the previous session and initiate discussions on the course, its concepts or any
difficulties pertaining to the cours@he learners will begin to understand the nature of academic

Counselling as different from a lecture and proceed in the session in an interactive. manner
Session 3, 4 and remaining allotted sessions

After attending two counselling sessions the learner would be encouraged to come prepared with the
allocated Block&JnitsTheme#Sub themes of the course and discuss with the academic counsellors
and with peersThe counsellor will guide the session and listen patiently to the problems and
difficulties being faced by learners in comprehending the content, answeriag iuestions or any

other conceptual clarity required by the learn@wup learning techniques like snow balling, buzz
sessions, role play etcan be adopted to conduct the sessions in order to make them interactive and

interesting
Absenteeism in Counselling sessions

However, LSC Coordinators experience the problems of learner absenteeism and often irregular
attendance by academic counsellors. tbhis aspect should be closely monitored by having a
meticulous record keeping mechsmiin placei n case o feclciomd iinnmoawsurdsel | i
counsell or s@ooouwlddi niantfoorr na btohuete it and should send
remi ndi ng t h dffearnehattendagce furthéd Sdeclines as session gsegs, or if less

than ten learners register in a course, the Coordinator should organize intensive counselling

The formats for compiling record of learner attendance in the counselling session is provided at

Annexure-3.4

Consolidated abstract of Coullisg session conducted for each academic session is provided at

Annexure-3.5

4.4 ORGANISING PRACTICAL COUNSELLING SESSIONS
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IGNOU has on offer many programmes which are skill oriented with a practical intensive component
for which practical sessions usitaporatories and other equipments and specialized infrastructure are
required, for example, Engineering, Health Sciei@iegence Education, Computer Science and such
other disciplinesAttendance in the practical sessions of such programmes is mandattesriers

to acquirédupgrade the required set of skills and competencies through such progratiemes, if
learners are motivated to regularly attend theory sessions, it will facilitate better understanding and

acquisition of practical knowledge and $kih the course

The programmes with practical components are activated at such institutions having the required
expertise and physical infrastructure to carry out the prastidihdevelopment sessions therdhor
e.g., B.Sc, BLIS, MScDFSM, MSc CFT, MPC etc are activated at the Institutions having an Under

GraduatéPost Graduate level laboratory, depending on the level of the programme

Practicals of computer education programmes are conducted on a regular basis on
SaturdaySundayHolidays andevenings of weekdaydhis is mainly due to the large number of
laboratory courses in each semester of the BCA and MCA prograrPmaesical sessions of other
programmes are generally conducted in an intensive way in spells of varying duradbmo wees

as per requirement of the course and often during vacation period of the host institution as per
availability in the institutionThe approved academic Counsellors should be present during the entire
duration of the practical session to facilitate th&rhers in acquiring the skills as per the objectives of
the courseThe courses may require maintaining practical files, observation books and lab manuals as
per prescribed guidelines of the program#ié practical based programmes have resource btatks
manuals to guide the Counsellors in organizing the conduct of practical sessipdaration of each
session, the requirements of equipment, materials, apparatus, physical teBte giractical work
should be properly recorded and the record afkvpeerformed should be monitored regularly by the
Counsellor and Coordinator

4.5 GIVING FEEDBACK ON ACADEMIC COUNSELLINGSESSIONS

Academic Ccounsello@eedback on the organization and conduct of Counselling sessions is crucial

for improvement in existingractices and methods for ensuring effective learner support
It is suggested that regular feedback can be obtained from

1 Learners on the counselling sessions and

1 Academic Counsellors on counselling sessions

The academic Counsellors can circulate threalimck form for learners during Induction Meetings or

first Counselling sessiomhe filled in feedback can be collected at the end of the entire Counselling

49



ignou

THE PEOPLE’S
UNIVERSITY

for programmes of shortésix montl) duration and in between the academic session for programmes
of longer durationThe Coordinators can take the feedback reports from the Counsellors and learners
and forward them to the RCs for analysis and interpretalioa formats for obtaining feedback from
learners and academic counsellors are provid@daxure-3.2anddAnnexure-3.3 respectively

4.6 CONTINOUS EVALUATION THROUGH ASSIGNMENTS

It is retreated that assignments perform a very important pedagogic function in the ODL systems

it is evaluated by the ACsheéetr beocemeandmpiegat f i
of writing quality feedback on t he.AmaAChagta ment r
understand that the content of the written feedback will have tremendous impact on the learning
process and thus will alsmprove the quality of learning experieritiee content of feedback should

have degree of personalization, timingnmediacy and regularityfHowever,only assigning marks

grades is not good feedb&tlseful feedback must have verbal commenitsh e e x pe rsihemwc e
that a turnaround time of three weeks and well written comments greatly motivates learners
Maintaining the regularity and timeliness in assignment evaluation is a major challenge faced by

distance educators in general and academic Counsellcasticufar.
Theneed for tutor commentscan be summarized:as
1 Learners need continuous feedback to sustain motiyation
1 Builds twoway communication in the process through feedback and remedial gyidance
1 Clarifies ambiguities in difficult areasnd
1 Providespersonal guidance and tips related to study skifigly habits etc
Advantages of writing tutor commentson assignment responses:are
1 Consolidates learnindgfProvides human feedbgck
1 Checksprogress
1 Academic supportAdditional remedial academic suppéstudy skills, further resources
1 Motivation: Positive reinforcement and encourages-ivay dialogue
1 Draws attention to facts overlooKedisinterpreted

1 Suggests alternative approadhiagerpretations
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1 Draws attentin to gaps in learning

1 Suggests improvements and appreciates special efforts for improvement in competence

and
1 Suggests new sources of information

Tutor comments have been categorizetiroadly on the basis of usage and nature of comments as
follows (IGNOU, 2007 :

Two categories based on usage

1) Marginal Specific comments written in the margin in the response sheet addressing a

particular paraspect of the response

2) Global Cover all questions of the assignment and are written in the prescribed format

given atAnnexure-4.1

Based on nature, there are eight categories commehish includéi)Harmful, (ii) Hollow, (iii)

Misleading, "iv) Null, (v) Negative(vi) Positive,(vii) Constructive andviii)Personal

Comments undell.go. i to v are norteaching type and those at sl.mbto viii are teaching typerhe

consellors should completely abstain from giving-teeching comments

4.7 SUPERVISION AND EVALUATION OF PROJECTS, PRACTICUM AND
INTERNSHIP

Apart from assignment evaluation the ACs alsosuppose to be involved in components like
project, practicum and internshlfhe programmes which have such components are(/RBE01),

BSW, MSW, PGDRD, MARD, DECE, DNHE, MScDFSM, MScCFT, PGDLAN, (#5100

MCA, BCA, MAPC, MA Education and other§helearners are required to select a problem in their

area of study and submit a synopsis on the chosen topic with the help of ti@BMEProgrammes

require the learners tosubmit the proposals directly to the SchoolgfomevP, MSW, PGDFSQM
etconet bt h eBCAHWMEA d MAPC, MSCDFSM and programmes of School of Education

the proposals are submitted to empanelled supervisors through tAg&formats for submission of
proposals are provided to learners in the respective Programme Guide ncse®u | or s shoul d
t hlearners to commence with the project study only on receipt of approval of the syibjsis
completed Project Reports are to be submitted for evaluation to the Registrar SED and in some cases

to the RC for conduct of viva voce
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The academic Counsellors should be equipped with the Project M&rapdst Handbooks and other
relevant details of the Project course and its requirements to suitably guide the sildeigarners
should be encouraged to undertake genuine studyenfithd as per programme requirements.
ACs/Supervisor should guide them in writing the project report before final submission to SED or the
RC depending on the norm for that programmhds to be ensured that for effective and timely
evaluation of the Pyect Course an evaluator may not be assigned more than twenty Project Reports

in a given course

AC for certain programmes are alsoTé&oppds@atoru

may recommend the name of Belich AGpanowmel menfKRCbyYy ot

An AC can be @ipweon emaxi muwm ocefval ualyeams itmheacpae
may . Thhere are progrMeSMneFrsSM iaknedvhleMIME a | earner i s
undertake p rda d tnit celeramr s vatd ipke layn ¢ o mp | etthieo nA Co fs htohud ¢
guide the l.earners properly
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CHAPTER -V
FUNCTION OF LEARNER SUPPORT CENTRES: ACADEMIC
STRUCTURE

51 Introduction
52 Publicity and Promotional Activities
53 Programme Activation
54 Identification for Empanelment of Academic CounsellBvaluators
55 Conduct of Induction Meeting
5.6 Scheduling Theory and Practical Counselling Session
5.7 Conduct of Theory and Practical CounsellingSession
5.8 Conduct of Workshopg$raining
5.9 Project Supervision and Evaluation
5.10 Obtaining Feedback on Academic Counselling Sessions
5.11 Handling Assignments and Transmission of Awards
512 Conduct of Term End Examination

5.12.1 Theory

5.12.2 Practical

Learning Outcomes
After going through this Chapter, you will be able t®

Discusspublicity andpromotionalactivities under taken at LSCs;

Describe the procedure fprogranmeativation;

Discuss the process @mpanelment cdcademiccounsellorsevaluators

Organise Inductin Meeting;

Organize and conduct practicalheorycounsellingsessios;

Obtainfeedback from thesarner;

Organizeworkshops andraining for LSC functionaries;

Discuss the Importance tdedback omounsellingsssiors;

Undertake thénandling ofassignments anttansmission oéwards and

Organize the TerrAEndExaminations as per norms and regulations of the university

=4 =4 =4 4 -4 -4 -4 -4 -4 -9

In the preceeding chapters we have discussed the procedure for establishment of LSC, role and
responsibility of the functionaries of LSC and important activities to be undertaken by the academic
CounsellorsThi s c¢c hapt errecapitulation famdclistisgtheoatademic activities to be

undertaken at LSO 0 begin with, let us recap these activities throughthe figure Figlire 5
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Fig. 5.1 Academic functions of the LSC

INFORMATION SERVICE CAREER GUIDANCE

_

LSCs have a major role in the publicity and promotion of IGNOU programmes in its catchment area

5.2 PUBLICITY AND PROMOTIONAL ACTIVITIES

A LSC may bevisited by a prospective learner to enquire about the avenues that ODL has.to offer
The visitods requirement may vary depending upon their own personal -eccimmic
circumstancedn such a situation, the functionaries at the LSC level haveto playliéef a guide

who could advise the visitor in understanding their requireme®tsne motivation, advice,
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orientation and information may all add up in order to provide effectivagmassioncounselling to

the visitor

Some basic idea about the OBYstem and its uniqueness and dissimilarities with the conventional
system also needs to be informed to the willing visRoomotionalactivities within the LSC campus
can be arranged in the form of meetings of the alumni, planning sorsdmissionsessns for
students péarentsvisitors, career and guidance meetings etc

Ot mpm@motionalactivities include adequate publicity of the ODL system within the catchment area

Some measures of publicity are as follows

Publicity through press;
Printingand distribution of handbills by the LSCsfor their respective areas and distribution of
same in the vicinity of LSCs;

1 Organization ofOpen Meetingdby LSCs to acquaint people with IGN@Jprogrammes and
procedures;

9 Letters to institutions and organizai® giving detailed information about IGNOU and its

programmes;

Release of short advertisements in local dailies with the approval of RD;

Visit to catchment areas and addressing the catchment population;

Participation in Education Fairs;

Press meetings dug TEE;

Announcement in the Examination hall forragistration and fresh admission;

Conduct Workshops with local school leaders;

Placing hoardings and banners at important places within the jurisdiction of LSC;

Placing information in the student handbawid prospectus of the Host Institution;

Provision of link in the website of the host institution regarding IGNOU and its activities;

Use of Community Radi&IR and Doordarshan for dissemination of information;

=A =4 =4 4 4 4 4 -4 -4 -4 -4

Use of Induction meeting platform for pronmmti and publicity and providing categorical
information on reregistration;and
1 Using the services of Academic Counsellors for enrolling the students of their discipline in

add on programmes
While undertaking the above activities, aLSCmust seethaitbudget for the said activities is allotted

and fund is available, and also that it comes undéndrislelegation of poweApproval of RD must

be taken for expenditureto be incurred in pubilicy and promotion activities
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5.3 PROGRAMME ACTIVATION

Programme activation is one of the major activities of the.AS@ed assessment of the demands of
the local community helps in identification of such programni@tails about its procedure are
discussed in the ChaptelL,8C mayalso suggest some non aretiort term, need based, skill based,
capsulated programmes specially focused on the target commuR(ifiesay organize such training

programmes with the help of school concerned

54 IDENTIFICATION AND EMPANELMENT OF ACADEMIC COUNSELLORS /
EVALUATORS

It is the duty of the Coordinator to ensure that there is a pool of adequate academic counsellors for
each courdprogrammes activated at the LSThe prospective academic counsellors are identified

for various courses by the Coordinator of the LSC, in atanme with the prescribed eligibility
criteria of the Schools of Study of the Universitihe candidates can be of the host institution and
also of nearby institutions of higher education of repiike detailed procedure for empanelment of

academic coundlers has been discussed in Chapter 2

5.5 CONDUCT OF INDUCTION MEETING

Induction meeting is a kind of introductory session in which the learner is invited to visit tHgleSC
objective is to familiarize them with the ODL system, explain the basic featndeffexibilities of the

system and to inform them how to pursue the programme of.stlidgy are also to be informed

about the schedulesof counselling sessions, assignment submission, Term End examination and re
registration wherever requireblost importantly the induction meeting is organized to inform them
about the type of support learners may get from the.LS@ey are also provided information
regarding the support provided to them by the RC and Hgjtte purpose of the induction meeting is

to make them familiar with whom to contact for what

The meeting as a routine matter is organized at the LSC and attended by the LSC functibizaries
also attended by officials from the RThe following should normally be the sequence of activtities

related to the organization of an induction meeting
PrelInduction Activities

9 Scrutiny of the scholar registarso as to derive course wise humber of the learners;
1 Preparation of counselling schedule as per norms and prescribed formats;
1 Getting the schedulgpproved from the RC;
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1 Scheduling the date of induction meeting in consultation with RC to ensure that majority of
the learners have received the SLM;
1 Prepration of invitatiofivelcome letters gving a brief about IGNOU and importance of the
induction meeting
1 Informing the learners to go through the programme guide before coming for the Induction
meeting
1 Desptaching invitation letters to the learners along with the counselling schealiile
1 Information regarding induction meeting through SMS and repeat SMS
Activities during Induction
1 Attendance of the learners and verification of certificates and identity card
1 Welcome address by the Coordinator giving introduction about the services provided by
the LSCs
9 Induction address by the RDD/ARD giving informatbn about the ODL system and
services provided at RC and Hgjrt
9 Brief addresses by the academiccounsellors of different disciplines through which the
programme specific issues are to be highlighted
Introduction to the members of part time staff of the UfyGhe Coordinator
Interaction withstudent;
Presidential address by the head of the host institution or any dignitary who should
preferably be an academician of repaed

1 Vote of thanks by Asst€oordinator or any senior academic counsgllor

The Coordhator should also arrange the visit of the learners to library, classroom, laboratory and
other important facilities available at LSC in particular and host institution in geriepaissible ACs

may also arrange a meeting with the learners of theoerard courses in a group or individually

For programmes having practicalvorkshop components such as the BSC, BCA, MCA, MAPC,

B.Ed.etc, one additional session is devoted for explaining the requirements for programme

Normally, such meetings are contkat in face to face modelowever, in some cases such induction
meetings are also conducted through teleconferencimgb conferencing and interactive radio

ccounselling
5.6 SCHEDULING THEORY AND PRACTICALCOUNSELLING SESSIONS
Academic counselling can kdone through various modes of communication and can be broadly

categorized into the following
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Face to Face counselling

Through teleconferencingveb conferencing
Interactive radio counselling

Television counselling through Gyan Darshand
Radiocounselling through Gyan Vani

It is at the LSC wheré¢he learners get an opportunity for faceface interaction with academic

counsellors by means obunsellingsessions In addition to the SLMs, learners may need guidance,

advice and information tovercome the obstacles faced during various stages of. sélidyhis

supplementary support is provided through academic counselling

The purpose of face to face counselling can be better comprehended from the iRigpalievi

FACE TOWFAGBUNSELLING

ECTIFICA
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Fig: 5.2 Components of Face to Face Counselling

Depending upon the programme requirement, a LSC can schedule theory counselling sessions,
practical sessions and workshopseparing theCounselling schedule for both theory and practical
Counselling sessions is one of the major responsibilities entrusted to the Coordinator of.tlhaiESC

function of the Coordinator has been described in detail in Chapter 3, Sedtion 3

The theory Coungieng schedule is prepared before the commencement of the academic session and

after receipt of the list of all freshly admitted and-egistered learners from the RC

The counselling schedule is sent to the RCpiascribed formdbr information to thelearners

concernedWh at needs to be ensured whil e prepart
has already beenlCdiedd o raPedd tCdm (G heatped. eMa n u a |

58 CONDUCT OF WORKSHOPS TRAINING

Workshops and training are teemponents of certain programmes to be done through the LSC and
where attendance is mandatoiyjhese programmes include BED, PGDMCH, PGDGM, &t
workshops of the Ed.programme are organised at the LSCwhile the practice teaching is conducted
at the marby secondary and higher secondary schaainingProgramme for PGDMCH, PGDGM

etc are organized skill development Centid®re are certain programmein which internship are
required and the same is conducted in the Institlatiganizatiofuniversity wlere facility for the

same is availableCoordinator may facilitate all such activities for the learidmsre are some
programmes where these activities are part of continuous evaluation, so coordinators of LSC should

ensure that these activies are timehaluated and markgrades are forwarded to RC
59 PROJECT SUPERVISION AND EVALUATION

Except for the BCA, MCA and MAEDU programmes, where the syndpsgscts are submitted at
the regional centre, synopsigrojects for all other courses of various programmes MARD, BTS,
PGDDM, DAFE, DNHE, DECE, MBA efcare to be submitted at the respective School of Study at
the IGNOU Hgrts, though the LSThe roleof the LSChere is to facilitate the learner inidentifyiag
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guide from amongst the approved academic counsellors and as per prescribed €eligibilEstrners

thereafter, remain in touch with the guide for completion of the project
For more details, please read Chapter 4
510 OBTAINING FEEDBACK ON COUNSELLING SESSION

Monitoring of academic counselling sessions helps in ensuring its effectivewesds monitoring is
conducted through feedbacKhe feedback on counselling sessions organised at the LSC has to be
sent to the RC, periodically in prescribed fotnTéhe broad purposes it is supposed to achieve are as

stipulated hereunder

Improving overall planning and organisation of counselling session
Effective support to learners
Qualitative improvement in counselling activities at LSC

Feedback to regionakntre and Hqrts for the purpose of monitoyiagd

= =4 =4 4 =4

Determining training needs and nature for academic counselling
For more details, please read Chapter 3
511 HANDLING ASSIGNMENTS AND TRANSMISSION OF AWARDS

We have already discussed about the importé@atires and processes involved in evaluation and
handling of assignment in ChapterlB this chapter we are only reiterating that after the SLM and
counselling it is the third most important tool of learning in OBbordinators are required to give
emphasis on it accordingly

512 CONDUCT OF TERM END EXAMINATION

The term end examinatiafTEE) for all theory courses is conducted twice by the University in the
months of June and Decemb®rhile the term end examination for all practical courses of tAg CI
BCA and MCA programmes etc are held in the months of July and January respeteweiyEnd
Practical ExaminatiofTEPE) for MSCMACS is held in March and September respectively

The learner is required to submit the examination form online as pgrékeribed dates for the
courses for which they may be willing to write the examinationThe learners of the computer
programmes and MLIS and BLISprogrammes are required to fill up the examination form

simultaneously for practical courses as well .

The LSCswhere term end examinations are scheduled to be held automatically become the

examination centres for a particular term end examination
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5121 THEORY

The tentative date sheet is uploaded on the IGNOU website at least five months in.advaniog
of this should be fixed on the Notice Board of the IGNOU LS@ueries from students on filling in
the TEE form Online have to be dealt with by the LSC stisfftase of any difficulty in doing so, the
students can be referred to the Regional Centre

a) Consnt to be TEE Centre Written consent from the LSC to conduct TEE is mandatory before
going ahead with other operatioriBhe Examination Centre must count its stock of main and
supplementary Answer Books and report the same to the Regional .CdimeeRegonal Centre

sends a format, th@Proforma-ll d Annexure 5.1, generallyin the end of February and Augustfor June

and December examination respective| the details in the columns of the specified format must

be filled In case the Coordinator is ngbing to be the Centre Superintendent, an alternative name
preferably Assistant Coordinator and in his absence HOHI with address, email and phone number
must be given This person will receive the Confidential Packets and will beits Custodian and be

accountable for the smooth conduct of the TEE

b) Advance for conduct of Examination and Payment NormsStudent Evaluation Divisio(SED)

at IGNOU headquarters sends an amount of money as advance to each Examination Centre based on
the number of students allet Ce nt r e S u p@ $maynniote that ¢his edvance has to be
adjusted within 15 days from the date of conclusion of the. TIEEe advance is not adjusted timely,

SED will withhold the advance for the next examinationas secondadvance cannoabedreleless

the earlier one is adjusted

The payment norms for Exam Centre personnel are givénretxure 5.2.

c) Despatch of Confidential Materials Examination stationery,.d, main and Supplementary
Answer Books, and all formats are sent by SED imedidvance

The dispatch of confidential material by SED is planned for the country as a whole in stages

information about regiowise dates of dispatch is available with the Regional Centre .

Confidential materials are always dispatched byied Speed post and addressed to the Examination
Centre Superintendent by nant@onfidential materials are sent by SED intwo [tk e f i r st [

r el a tMansagerhent and Computer Science Programmes and the second for all other courses

On receipt of theconfidential materials, the Centre Superintendent must open théNiaag the
Question paper packdb check if the Course Code and number of packets of each Course tally with
the enclosed\bstract The r eport of receiptssfanmgdeshoon pabpl

sent to SED i mmediately for fwurther information
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Each Question paper packet has Course Code and Course Title printed on the cover and carries 10
copies Coor di n a ttaly thenmunsber of packets with ahnumber of students allotted
immediately on receipt of question pap&ED will always round off the figure to the nearest EQr

e.g. if a centre has 44 students appearing for the BECE 105 examination, it gets five sealed packets,
each containing 16ets The sealed packets are to be kept in a strong room with strict confidentiality

until the scheduled time of the examinatiorhe opening of the question paper, with signatures from
two Invigilators and Observer if deputed that day, is to be fille@dch session, each daytie

format provided aAnnexure 5.3.

d) Seating arrangement The sessionwise and dayvise Attendance sheets aresent by SED to all
ExaminatonCentreBhe Examination Centre must display roomwise seating arrangement on the

noticeboard The enrolment numbers must be written on the /tiasle

Examinees with e Haticket and IGNOU Studerd® card are permitted to enter into the
examination hall The answer sheet should be given by the invigilator to such studenténig

requred to give information to the invigilator about the materials to be carried by the students in the
examination Hall Such information is supplied by the University to the examination ceB&éore

putting the signature on the answer script the itatigi should ensurethat Examinee writes name of

the programme and code enrolment number, date of examination andmedium of examination
correctly It can be ensured at the time of takingsiguature of the candidate on the attendance sheet
While taking signatre at attendance sheet it is also to be seen the singnature in the attendance sheet
and answer script are the sariteis generally seen that invigilator gives attendance sheets to the
examinees for filling the particulars which should be avoided and ilaags should fill the
particulars himseléerself Th e @atdce nsiheet should be signed by t
original copy of the attendance sheet duly signed by the invigilator and CS must be sent along with
the answer books to the desiggthievaluation centré®ne copy of the signed attendance sheet must

be retained at the exam centre for record and future reference

At the outset of the examination session atten

to taken and be made readly avai.l abl e t o t he v

e) Dispatch of Sealed Answer BooksTEE is conducted for around 1500ucse$ rdune and
Decembernswer books of each course of each day must be segregated and appended with each
Despatchmemd@nnexure-5.4 and the Attendance Sheet in originall | used answer bo
be sent to the Regiondl sEv altAlnanteik@itOd@searnt r @ o aws meret
to be attachtld mwemd: it hel dees p

91 Certificateofopeningofquestionpaper;
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Absenteestatement;
Seatingplan;
Listofstraycandidates;

ListofUnfairMeanscandidates with supporting documents; and

=A =4 =4 4 =4

AttendancetpersonnelinvolveinExamination
OMR sheet is used in some Courses which must be sent to SED only

f) Flying Squad Observer. The Regional Centfleadquarters may send a Flying Squad who can
visit the examination Centre at any time during the examin&tio®@bserver may also be deputed on

any day to the Examination Centrelhe Observer will be present for the entire duration of the
examination, starting from the time of opening of question papers, to the time of sealing of answer
books There will be no adance intimation to the centre about the visit of the Flying Squad or
Observer However, CS may ask such visiting personr authority letter before allowing them into the
examination halSince unauthorized persons are not allowed inside the examinatiatutiag the

time of examinationPlease note that Regional Director and ARDs from the Regional Centre can visit

anytime during the examination to monitor the conduct of examination centre

g) Students eligibility for the Exam: Hall tickets are generatday SED for those who have filled in

the Examinationform, who has completed the minimum duration of the course, and whose registration

for the programmeourse is still valid There is no postal dispatch of hall tickeBo or di nat or mae
advi se tshet os tdubthienhickets drom the IGNOU website around 10 days before
commencement of the TEE is frequently seen that students carry driving licémeter ID in lieu of

the IGNOU Student-tard These documents are no proof of/hés admission wit IGNOU and

hence must not be entertainéllt udent may b e dwlitatedcard dromtthe Regiortala i n
Centre .

h) Change of CourséAddition of course/Change of Exam Centre The student can be allowed to
appear only in the course codes mergrnn the Hall Ticket The Examination Centre isot
authorizedto allow any student to appear in a course that is not mentioned in the Hall. Ticket
Co or dinay alsodind cases of some students who approach Examination Centre with a Hall
Ticket showing another Examination Centre, but wanting to appear in your .cétie too should

not be allowed It is only the Regional Centre that can permit a student to appear in an extra @ourse
change of courgehange of Examination Centr&hus all sgh cases should be sent to the Regional
Centre only Such students when appearing with the written approval from the Regional Centre, will
be signing on the attendance sheeti@gay Candidat@ésast h e i r willnreotrbe figuring in

theattendance sheeateceived from SED
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512.2 PRACTICAL

a) Eligibility of student for TEPE : A student is eligible to appear in the TE®#y if he/she has the
requisite attendance during the regular practical sessibhnis information is sent to all students by

the Regional Centre at the start of the semester .itsgttidents of CBS, CIT and BCA need%5
attendance in the counselling sessions, while MCA students req@trat®nhdance A student must

fill in the practical course code also while filling the TEEra with the theory course$he Hall

Tickets are issued by the Regional Centre to those who have filled in the form and whose attendance
is received from the Study cenffbere might be cases of some who have the attendance and thus
eligible, but who didnot mention the practical course code while filling in the TEE foha
Regional Centre will identify all such cases and issue a hall ticket but on condition that the

examination fee be submitted to the examinationCS prior to starting of the examination

b) Consent to conduct TEPE Written consent has to be taken from the LSC for conduct of the
TEPE in the prescribed format that os sent by the Regional Gemtexure 5.6.CS must indicate the
number of computers available, their configuration and the aoftand other requiremerach

student has to be given one computer during the examination

¢) Identification of Evaluators: The Exam Centre must inform the Regional Centre about the
Evaluators for the TEPETheir names, qualifications and experience tardoe mentioned in the

format while giving consentl t may please be ensur edengagbdaih onl vy
TEPE

d) Advance for conduct of TEPE and Payment NormsLike theory examinationss, advance is
sent by SED to the examination Gentor conduct of the Practical examinatiofhe payment norms
for TEPE are aBnnexure 5.7.

€) Change of Examination Centre Change of Examination Centre for TEPE is not permitted

Students of other regions are not permitted to do the Practical &xammere except in their region

f) Award Lists: There are specified formats for preparing and sending the awards of the practical
examination by the external examin&€he daywise and courswise award list has to be signed by

the examiner and countsigned by the Examination Centre Superintendent, with the LSC stamp
Annexure 58 Unlike in the case of theory examinations where examination for several courses are
conducted on the same day, each day of practical examination will be for one Course Codaéenly
Practical Examination award list has to be finalized, sighed and stamped oficaddgybasis On
completion of the TEPE, all the original award lists must be sent to the Regional Centre on the next

working day
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The schedule of practical sessionis drawn at the LSC at least a month in advance and the eligible
learners are informed to regiswanfirm their participation for the practicased on the number of
learners registered in the session, arrangements for conduct of the practical amecoatiegly The
schedule is then sent to the RC for appro®aice approved, the LSC is informed and the schedule is
also uploaded on the RC website for information of all

Attendance in all practical sessiongs compulsoryLearners who have less thaventy five percent
attendance in computer education courses are not permitted to appear for the Term end practical
examinatioTEPE) in the respective cours8tudents with short attendance are required to register

for repeat practical in those courseshwthe prescribed fe@he formula for calculating fee is given

below
Total fee/number of courses2

In the other programmes like BSBScN, PGDMCH and others conducted in spells of /one

weeks, attendance in all sessions is mandatory failing wheckearner is ineligible to appear for the
TEPE The TEPE in such courses are usually on the last day of the®meliietails in the context of

such practical oriented programmes are provided in the respective programmeTbaid&PE are
conducted athe LSC and the internal examiners are appointed by the Coordinator from among the
approved academic Counsellors of the respective course and information is sent to the RC
accordingly The External Examiners are empanelled by the Registrar. $BE® Coordimtor is
required to place their request for appointing External Examiner in the relevant courses at least a

month in advance to the Registrar SED through the concerned RC
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CHAPTER - VI
ADMINISTRATION AND FINANCE &ACCOUNTS AT LEARNER SUPPORT CENT RES
STRUCTURE

6.1 Introduction
6.2 Maintenance of Office Space of Learner Support Centre
6.3 ProcuremerPurchase of Goods and Services and GFR Norms
6.4 Internet and Telephone Facilities
6.5 Electricity and Water Supply Facilities at LSCs
6.6 Maintenance andAnnual Verificatiaf Stock Register
6.6.1 Stock Verification
6.6.2 Report of Losses and Writing Off Losses
6.7 Procedure for Sale of Student Handbook & Prospectus
6.8 Files and Records to be Maintained
6.9.1 Administration Related Records
6.9.2 Finance Related Records
6.9 Operation ad Maintenance of Bank Account
6.10 Delegation of Financial Power
6.11 Type of Expenditures
6.12 Payment to Part Time Staff
6.13 Processing of Bills
6.14 Payment Mode
6.15 Maintenance of Cashbook and Ledger
6.16 Submission of Monthly Account and Annual Account
6.17 Audit of Learner Suppoi€entres
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Learning Outcomes

After going through this Chapter, you will be able t®

|

Describe the processof maintenance of office space of LSC;

Discuss the procedure for procuremgnirchase of goods and services forfollowd&gR and
maintaining thdiles and records

Describe the system of annual verification of Stock Register;

Explainthe process of engagement of Hame-Staff at LSCs;

|

Discuss the system of sale of Student Hand Book and Prospectus;
Describe the system of operation of bank account;
Explain delegation of financial power;

= =4 =4 -8 -—a -

Explain the procedure for release of payments tc Hare-Staff and processing of bills for
academic and administrative activities;

State the procedure for maintenance of Cash Book and Lexhgkr;

1 Describe the subrssion of morttly account to the Headquarters

6.1 INTRODUCTION

So far, we have discussed about the need, roles and responsibilities of the LSC in. IGNQW
reiterate that LSC is established basically to provide human and academic supipertetrners to
maximise the learning outcomes of the learners by maximising the frequency and depth of their
interactions with the Academic Counselldfsr this very basic purpose we need very sound logistics
and infrastructure in terms of man, materald money In this Chapter, we will discuss about

procurement and management such infrastructure at LSC
6.2 MAINTENANCE OF OFFICE SPACE OF LEARNER SUPPORT CENTRE
Requirements of Physical Infrastructure

The MoUs for setting up different types of LS€sarly describe the obligations of Host Institutions
and IGNOU The obligations include

1 One or two rooms with a space of approximately-B00 sq ft. for exclusive use of

the office of Coordinator

1 Every LSC needs to have a separat® Aoom where TVAudio Visual electronic
course ware can be kept and seating arrangements can be made for holding
teleconference and /N sessionsIGNOU provides AV equipments.e Telephone
and Satellite ReceiveSufficient space has to be provided by host institutiantlie

effective utilization of such facilities
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1 Every LSC is given 5 sets of SLMs for the utilization by Academic Counseliors
addition, the Regular LSCs are provided library books, furniture etc for setting up a
library. Host Institution has to providsufficient space for safety of these materials and
for making seating arrangements in library for the learn€his accommodation is

entirely at the disposal of the LSC for all times

1 Besides the classrooms and lab infrastructure are utilized for hotdingselling
sessionderm End Examinations as per the mutual convenience of host institutions and
IGNOU; and

1 |If the LSC is activated for academic programmes which are practical oriented or
require the specialized facilities then maintenance of suchftfasilis required to be
taken care of by host institutiokor example, prachool,créche, daycare centers
etc (for Womerés Studies Programmger laboratory(for B.Sc, ComputerScience,
Engineering and Technology, etg§hould be made available by thest institutionIn
such cases, payments as per the provisions of University are made for making such

facilities available

The Coordinator has to approach the head of the institution where the centre is locates to
possession of the accommodatearmarkedor the LSC IGNOUG activities should be prominently
visible within the premises and for this purpossignboard of IGNOW@s LSC shouldbe installed

prominentlyat appropriatglace
6.3 PROCUREMENT/PURCHASE OF GOODS AND SERVICES AND GFR NORMS

IGNOU supplies the standard item suchfamiture, fixtureg equipments to its LSCs at the
time of its establishment for smooth running of the cefitre University supplies the
furniture items through its Regional Cenfriee University has follows thgrocedures as laid
down in GFR2017 for dealing with matters related to finance, accounts and administration,
including the purchase of the furniture and equipment to the Regional Centres and its LSCs
The admissibility norms of the standard items sugHuaniture, fixtures & equipments for

LSCs(Annexure2.1) have been fixed by the University

In case of further requiremésihortfall and condemination LSC may propose fsupply to
the Regional Centre as per normpsovided atAnnexure 21 and prescribedproforma
provided atAnnexure 2.2. The requirements of number of furniture supplied to the LSC

depend upon the number of students enrolled, number of programmes activated and number
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of parti time functionaries appointed at the cen#editional supplyis subject to budget
provision, availability of space and specific recommendation of the Regional Director

6.4 INTERNET AND TELEPHONE FACILITIES

In orderto facilitate learner support as well as official communcat@®@hNOU provides internet
facilities toall LSCs enrolling more than 100 learndrscase of SLSC, only installatiamost is borne

by the Regional Centn&hile monthly charges are to be made from shared amdimwever, for the

LSC located in remote, rural, geographically inaccessible areasrinatareas, even if the total
enrolment in a year is less than 100, the telephone bill up.t23®s and Internet charges up to.Rs

250- per month are reimbursed by the concerned Regional Celntf& Chawving annual enrolment

more than 1000, the telephone limit is increased from existing 250 calls per month to 500 calls per

month
6.5 ELECTRICITY AND WATER SUPPLY FACILITIES AT LSCs

University also reimburses water and electricity charges to the hsiitution as per actuals if
seperate meter is installeth case separate meter is not installed aplgom, amount is paid on
monthly basis which is revised from time to time and which at present is R5.10g® Coordinator
has to produce a certificathat the provision as such made satisfactofgimbursement will be

made againt the receipt from the host institution only
6.6 MAINTENANCE AND ANNUAL VERIFICATION OF STOCK REGISTER

Stock Register is a permanent and compulsory document iRatenalCentre and LSC to record
the stock of the purchases made by the LSC and for making inventory for theTétoakock register

is divided into two typesé. Permanent Stock Register and Consumable Stock Register

All stores, so procured, shall on recdiptthoroughly checked, inspected and then taken on chiarge

shall be ensured that the quantities are correct, quality is good and the articles are according to the
approved specifications, where prescribed and that should be entered in the stoek regist
certificate to this effect shall also be recorded on the sufplievoice or bills Separate accounts

shall be kept far

a) Non-consumabl@permanentstock Such as machinery, furniture, equipment and fixtures
and other permanent item# Stock Regiter shall be maintained in the prescribed form
showing the number received, the number disposed off, the balance in hand of each kind

of articlesand place of its storage/installatjon

b) Consumable stores; all consumable items should be included in thiteRegid
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c) All receiptd issue entries in the stock registers shall be initialed by the Coordinator

In the stock register, separate pages shall be set apart for different kinds of articles in alphabetical
order An alphabetical index of the article should maintained at the beginning of stock register
Stock received from headquarters or other sources should be taken on record in the respective stock
registers In case of purchases made by the centres, the Coordinator must see the articles ordered have
actually been received and entered in the appropriate stock register and the reference to the entry in
the register is noted on the billle shall also put his dated initials in stock register as a token of this

check

History sheets shall be maintainéat equipment such as video playeld/, computer, printers,
calculators, photocopiers and costly equipment and shall indicate the date of purchase, source of
procurement, rates at the time of purchase, instructions for use and servicing and alsetcepatins

from time to time All stock registers should be kept on record for audit purposes
6.6.1 Stock Verification

Under statute €f) of the University, the Regional Centre and LSC have to ensure that a proper stock
verification of all the articledheld by the University is conductedn accordance with IGNO&

policy the Regional Director will ensure that annual verification of alleammsumable stock held at

the study centers is carried out in the month of April, and a report in the prescribad i® prepared

and sent by the Coordinator to the Regional Centre and the Rf&Dformat runs into nearly 20

pages and is thugprovided as Annexure6.1 on the IGNOU websitewww.ignou.ac.in and can be

accessed at théollowing URL € é . To make this effective, it is absolutely necessary to follow the
guidelines and maintain the record as per norms and mark suitable serial numbers on all the items of
furniture and other equipment like chair, table,,qicovided in theRegional Centre, LSGnventory

charts should be made indicating the items of furniture and their nursiheutd be prepared and

hung at prominent place in the centre to facilitate proper verification

6.6.2 Report of Losses and Writing off Losses

Before a competent authority declares stores as obsolete, surplus or unserviceable and orders their
disposal, the circumstances in which stores have become obsolete, surplus or unserviceable, as the
case may beshall be acertainddwever, prior sanctioof the Regional Director shall be obtairfed

writing off all losses, deficiencies or depreciation in the value of stores

6.7 PROCEDURE FOR SALE OF STUDENT HANDBOOK & PROSPECTUS
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Although the admission for most of the programmes is online and Studedbbiok and Prospectus
are available on the university website, thare certain programmes like MAEDU, BED, MBA
(B&F) BPCCHN etc for which saleable hard copy of Student Handbook & Pros|femtus may be
sold at the Sales Counter of the LSC againgt pagment or by means of Indian Postal Ord&ank
Draftsand electronic modd he following procedure shall be followed by the Sales Counters

1 Proceeds of the sale of Students Handbook and Prospectus should be recorded in the

designated register

T LSC should make the proper account of sal

the end j0of each day

T Submit /thdidnafPost al amd dleank naddhbeundtesi gh t
the foll,owing date

9 After the last date for sale of forms, sale counters at the Study Centres shall send a
Statement to the Regional Centre, in pneforma given in Table 6.1; along with details

of remittances made to Regional Centre

 The honorarium for the sale of the ppectus to the person who sells
prospectugapplication form is paid for the sale of prospectus after submission of account

as handlinghages which are revised from time to tjme

Table 6.1: Record of Sale of Students Hand book and Prospectus

1 The statement of sale account may be sent to R@doncillation of bank account in
the Proforma given in the Table26and
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1 It may be ensured that account for sale Students Hand and Prospectus must be closed

after the last date of admission for the said programme

Table 6.2: Proforma for Submission of Sde Account of Students Handbook and

Prospectus
Sr. Programme| Duration of Sale | Details of bank Date wise| Amount Deposited
No. draft/ Indian | details of

postal order deposits

6.8 FILES AND RECORDS TO BE MAINTAINED

The Administrative and Financiaécords at the LSCs are subject to audénce all such records

should be carefully maintained
6.8.1 Administration Related Records
(i)Stock Register

There are two types of stock registestock register for consumable item and for qsonsumable

items Permanent stock register should be maintained at the Learner Support.CEheratetails of

items purchased or received should be entered in the appropriate Stock Register and certificate to this
effect should be given on each voucher of expendiftime Coordinator should sign this certificate

Each item of permanent stock should be maintained codeMisecode should be printédnscribed

on each item
(i) Stock register for consumable item

The details of all the consumable items purchasddeat SC must be entered and counter signed

by the Coordinator
(iii) Stock register for nonconsumable item

The details of all the permanémonconsumable items are entered in the register by the Coordinator
Every year a Stock Verification Report witkspect to permanent stock, as off Btarch, should be
submitted to thé&kegional Centre in the month of April in tipeescribed proforma as provided at

Annexure 6. 1, under section 6.1 above
(iv) Sale of Student Handbook and Prospectus
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The LSC shouldmaintain the inventory of Student Handbook and Prospectus received from the
Regional Centre from time to timafter the end of every month the statement of prospectus received
from the Regional Centre, application forms sold and balance of forms mushti® she Regional
Centre alongwith the demand draft in respect of sale proceeds

(v) Inward Registe(Diary Registej :

All the in-coming letters should be entered in the inward register and it steulshaintained
properly.

(vii) Outward Reqgister (Dispatch Registej :

All the dispatches must be entereygl the LSC in the dispatch register and postage charges thereof
should also be maintained@ihe details of letters along with the original receipt of Registered post,
Speed Post etshould be kept inhe Dispatch RegisteAt the end of every month the Coordinator
should send the postal certificate provideAanexure 6.2 to the Regional Centre along with the
recoupment billA copy of the postal certificate duly signed by the Coordinator shouddtédehed in

the dispatch register after the end of the month

(vii) Telephone Register

The LSC also keeps the records of calls made to the Regional Centre, IGNOU Headquarter, Learners,
and Academic Counselors efielephone bills submitted for reimbursemshould have a certificate

stating that all the calls made were official
(viii) Library Register

Accession Register should be maintained for keeping the records off®Dskand study material
received from Head QuartéRegional Centre or purchaskxtally. An issue register should be kept

for study material, which is issued to counselors etc
(ix) Visitor Register

Visitor register is also maintained by the LSC to keep the records of the persons who are visiting the
LSC.

(x) Attendance Register of P& -time Functionaries
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The attendance register should also be maintained to keep the attendanceé bingaftinctionaries
Abnormal days of absence may be reported to Regional Director as remuneration for such days is to
be deducted on proata basis

6.8.2 Finance Related Records
(i) Cash Book

The cashbook should be maintained following the set guidelines of office accoudéitails of

norms for maintaining it is given in the subsequent section
(ii) Financial Related Files

The files related tdinancial transactions should be kept in the safe custodythe responsibility of
the Coordinator to ensure its safe custddly is liable to produce the financial record before the audit
as and when requireBrocurement of goods and services faimancial transaction are to be processed
in file and be done under the approval of the Coordindtibthe papers in the filénote sheet side
and text sideshould be properly numberddhe approvals of the Regional Director should be kept on

record whenevea financial transaction tseyond the delegated financial powers of Coordinator

(iii) Postage Account

The postage stamps have to be treated like the cash and proper records should be maimgained
account of the postage stamps used for dispatchttefde telegrams, etshould be kept in the
columns provided for this purposes in the Dispatch Redi$terstaff in charge of the dispatch shall
check carefully the stamps on each cover, telegram or parcel and in token check, initial the last entry
of eah day in the Dispatch RegisteA register of postage stamps shall be maintained in which the
receipt and total daily value of stamps issued as per dispatch register shall be rédditednd of

each day or early next day, the entries in this registall be checked and initialed by the
Coordinator The Coordinator shall also verify the actual balance of stamps in hand at the time of
purchase of stamps and at the close of each mbBatlthis purpose, a statement showing the stamps

of various denommations in hand shall be recorded in the register
(iv) Advance Register

For petty expenditure LSC may draw a small amount as advApeet from cash book it is to be

properly maintained in advance register so that a proper track of settlement céwioeip advance
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and drawing of subsequent advance is Kepither advance can nbe drawn until the previous one

is settled
(v) Register of ValuableRecords

LSCs are in possessiaf valuable records such as CheduBank Drafts etcand thesevaluable
records should be maintained properlyRegister for such records should alke maintained
indicating the number of foil$eaves to be maintained and correct filing of cancelled cheques

6.9. OPERATION AND MAINTENANCE OF BANK ACCOUNT

In orderto maintain transparency in utilization of funds provided by the University to the LSC in the
form imprestadvance for day to day expenditures, a new LSC after establishment, is advised to open
an account in the name of LS@r instance, IGNOU LSC 06QXkfter assumption of charge by the
Coordinator, preferably in the scheduled nationalizedblatk i s t o be noted that
to be only a disbursement account for the LSC ac
I GNOU RC .®ohe acebgnt willsbe operated by the Coordinatoly. Under no circumstances

joint signatory is to be allowed to operate the accol#gional Director introduces the Coordinator

to the bank in writingthrough a letter to the bank manager and verifyimg signature of the
Coordinator for openirigperating the accounthe format of the letter is provided Ahnexure 6.3.
LSCsareallowed to deposit regat from IGNOU Hqrts and the concerned RC. No other receipt shall

be allowed in this account. Only witrawals and payments which are authorized are permitted from

these accounts.

If the LSC wants to deposit any amount with regard to sale of application forms or any other amount
they shall deposit only in the bank account opened by the RC for this purRitsehall keep record

of all such deposits by the LSC and maintain records for the same which may be produced at the time
of audit or when they are asked to produce by the Hqrts/RC.

Regional Director concerned shall monitor these accounts regularly ith &w misuse and further

complications.
LSC shall submit bank reconciliation from time to time to the respective RC.

Regional Director will also orient the Coordinafor operation of bank accounthile opening the
bank account, Regional Centre releasesmprest amount depending on the number of programmes
activated and expected number of learners at the. T8 enables the Coordinator to make the
centre functionalThe University takes into consideration only the amount it transfers tcab8@he

Coordinator will be responsible for all the transactions undertaken through bank account.
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6.10 DELEGATION OF FINANCIAL POWER

Coordinator has been delegated Financial Power by the Vice Chancellor of the University, duly
approved by the Board of Managemest @er Annexure 64. Such powers are to be exercised
provided there is provision of budget aatbcation of funds under the particular head of expenditure
The Coordinator must consult and seek approval of Regional Director before incurring expenditure
on the items where budgetary provision is requirBlee Coordinator should thoroughly study the
delegated power and know the payment norms both for academic and administrative activities as
prescribed by the University and revised from time to tifrtee lakest approved payment norms are
placed in theAnnexure 6.5. As a disbursing officer the coordinator should ensure that the payment is

released for various activities as per rules and regulations only and as per prescribed Financial Code

AStudying/following delegation of financial powerpmscribedby\
IGNOU,;

£Opening/operating Bank Account preferably in IDBI or Indian Bank;
Aviantaining and closing cashbook regularly;

Anowing payment norms as prescribed by IGNOU for both
academic and administrative activities;

ARaising/forwarding bills both for academic and administrative

Roles and responsibilities ( * 5ctjvities as per payment norms prescribed by IGNOU and in the
Coordinator/ as Disbursing , escribed formats:

Officer ACashless payment to all except for petty-tiaglay expenditure;

Adandling of receipt for sale of Handbook & Prospectus and other
receipts;
ASubmission of monthly/annual account to RC; and

ADisbursement of payment for TEE related activities /

Fig. 6.1 Rolesand Responsibilities of Coordinator as Disbursing Officer
6.11 TYPE OF EXPENDITURES

Generally, two types of expenditure are incurred at the LSC which include academic and

administrative expenditures

Academic Expenditures As we know the foremost role ofhe LSC is to undertake academic

activites For all such activities payment norms are prescrilied us describe these payment narms

(i)Expenses for Induction Meeting In the beginning of each academic session induction meeting is
organized at studgentre For organizing the induction meeting expenses as per fixed rate are

reimbursed by the RO’ he norms for the same are revised from time to.tithe Coordinator of LSC
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will submit the report on the induction meeting to Regional Director and also ttla expenses in
the attached proforma placedfAexure 6.6.

Payment to
MRO/Lab
Attendant

Payment for

Counselling/S

upervison of
Internship/
practicum

Assignmen
t Handling
Charges

Academic
Expenses

Payment for
Evaluation of
Assignment

Hiring of Lab
charges

Fig-6.2 Academic Expenses

(i) Counselling Charges Coordinator draws a comprehensive counselling schedule in the
beginning of every month and engages academic counsellors for the guafathe learnersThe
academic counsellors are engaged course/ wisgramme wiseNumber of students may also be
distributed equally for supervision and practicum w@tordinatorshould ensure that

T Only approved academic counsellors may be engagefbr the
counsllingsupervisiotinternship and practicum;

1 Academic Counsellors maye instructed to collect studedittendance on daily basis and
submit one copy of the same with the Coordinator for records;

1 Academic Counsellors should raise their bitighe prescribed profornas atAnnexure 6.7,
duly supported by the attendance of the students and signed by the Coordinators and
academic counsellpr
AcademicCounsellors should submit the bills on monthly basis to the Coorditaaitr
Consolidated billof the LSC may be sent to RC by the Coordinator in first week of every

month
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(iii)Charges for evaluation of Assignment Assignments may be handed over to the academic
counsellors for timely evaluatiorWhile allotting assignments to the counsellors, @u®rdinator of

the LSC should issue a forwarding letter to them which should contain brief guidelines for evaluation

of assignments, including the importance of the various types of comments as feedback to the
learnersaward sheet and remuneration billbe academicounsellors may be advised to prepare the

three copy of award sheet and one copy of the same may be used as a supporting document for raising

the bills for evaluation of assignment

(iv)Lab Hiring Charges: The bills for lab hiring chargésnachine hire charges may also be raised as
per the norms of the UniversityHowever, the payment for such charges will be released to the host
institutions only Therefore, it is the prime responsibility of the Coordinator to obtain proper pre
receiped bill from the head of the host institution as a support documents for such. claims
payment is received from the RC, it is the responsibility of the Coordinator to make the payment to

host institution and obtain the proper receipt and it shoufdraarded to the RCThe computer hire

»

A'Certified thatnumberof students/PCmentionedbn the bodyof the bill by
the concered computer centre have actually attended the practical

charges should have the following certificate with the bills

Certificate for computs

e e | counsllingin the computercentreon the date(s)as mentionedn the Bills™

Coordinator

4

Fig. 6.3 Certificate for Practical Counselling

(v)Payment for Consumable Iltems IGNOU has also made provision for payment of consumable
items to the tmdy centres for the conduct of practical as per the norms revised by the university from
time to time LSC should raise such bills as per actuals and these bills should be supytirted
vouchers for the items purchased from the maild@s bill shouldalso be supported by the certificate

as above with some modification

(vi)Assignment handling ChargesThe functionaries of the study centres are involved in handling of
a large number of student assignment&NOU has made provision for payment for gssnent

handling to the functionaries of the LSCs Coordinator should raise a preeceipted bill for
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assignment handling as per actual number of assignments handled during an acadenitigear
payment may be claimed at the end of each academic sésdioa prescribed formats placed at
Annexure 6.8 andAnnexure 6.9.

(vii) Conduct of TEE: Several activities associated with the Term End Examination are organized at
the RC and LSCs which include conduct of TEE, conduct of TEE for practical examination,
evaluation of synopsis, supervision and evaluation of project work, internship and pnaaticl,
seminar(BLIS),Workshop, skill development trainingBills pertaining to these activities should be

raised as per IGNOU norms which are revised from time ta time

Bills of TEE and practical examination of computer programmes are directly hanglStudent
Evaluation Divisionand must be processed in time so as to enable SED to release subsequent

advance

However, bills of seminar, workshop internship, practicum, supervision of projects and other
academic activities etshould be claimed from thRegional Centre in the prescribed proforma
through LSC onlyNo direct billsform any other functionaries other than through the Coordinator

will be entertained at RC under any circumstances

(viii)Payment to MRO/ Lab Attendant: Bill for MRO/ Lab attendati Mentor may be claimed with
the respective activities and the prescribed proformamolyided atAnnexure 6.10.

Administrative Expenses

Certain administrative expenses are also incurred by the LSC and these payments are made by the
Regional Centre ondeSC submit bills to the RCThe important administrative expense includes

monthly remuneration to part time staff;

expenses for goods services suchlastecity, water, postage, telephone & fiaxernet;
printing, purchase of stationery;

purchase o€omputer stationary;

NewspapéePeriodicalglournals, local conveyance;

maintenance of building;

repair and maintenance of equipments; and

=A =4 =4 =4 4 -4 4 A

repair of furniture and other miscellaneous expenses

TheUn i v ehasfixad yworms for each of the above mentioaddhinistrative expenseand the

same is revised and circulated from time to tiffiee payment for such expenses will only be made
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against the bill and vouchers duly certifited by the Coordirlates the responsibility of the
Coordinator to deposit theantly bills in time in order to avoid penalty charges

(i)Postage AccountLSC may use postage stamps for sending lettenspurchase of stamps a letter
of request along with covering cheque may be sent to Superintéridempetent Authority of Head
Post Office, who will order supply of the stamps on payniEme written request should mention the

denomination and numbers of the stamps required

The postage stamps are as good as cash mdheyefore, proper accounting and its checking is
necessaryrad adjustment bills along with utilization certificate as providedhahexure 6.2 should

be submitted to RC for adjustmeRbllowing instructions may be followed

1 The account of the postage stamps used in the dispatch of lettesisadittbe kept in th
columns provided for this purpose in the dispatch register

1 The official in charge of dispatch shall check carefully the stamps on each envelop, or
parcel etcand in token of this check initial the last entry of each day in the dispatch
register

1 A register of the postage stamps in the prescribed form shall be maintained in which the

receipt and total daily value of stamps issued as per despatch register shall be;recorded

9 At the close of each day or early next day, the entries in this registebstwecked and
initialed by the Coordinator, whas token of verification of the entries shall also initial
the daily total value of the stamps consumed in the despatch register

1 The Coordinator shall also verify the actual balance of stamps in hand #inth of
purchase of stamps and at the close of each mBathhis purpose, a statement showing

the stamps of various denominations in hand shall be recorded in the regidter
1 The claim of the postage stamps should be made in the prescribed format

(ii)Electricity and Water charges Electricity and water charges are paid as per the norms of the
University. Coordinator must pay electricity and water charges to the colleges and obtain the receipt
for the same before claiming the same form the RCcertificate for making payment may also be
submitted with the bills
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Aadministrative expenses for services; \

Avionthly remuneration to part time staff;
Aadministrative expenses for goods:

AElectricity , water,postage, telephone & fax/internet;

ﬁPrinting, purchase of stationeries, purchase of computer Sstation€rie;,
ANewspaper/Periodicals/Journals;

A ocal conveyance, maintenance of building;
ARepair and maintenance of equipments; and

ARepair of furniture,other miscellaneous expenses. /

Fig-6.4 Administrative Expenses
6.12 PAYMENT TO PART TIME STAFF

LSC becomes operational with the help and support of the part time functionaries including
Coordinator, Assistant Codinato¥ Assistant Attendant etc Every month Regional Centre releases

the honorarium to the part time functionaries of the L@8Eectly transferring through
RTGSNEFT/MIPS against the attendance in the account of part time Stadfer no circumstances
payment of honorarium in cash mode is permitidterefore, after the disbursement of honorarium
the Coordinator should furnish a certificate and submit the same to RC along with individual receipt
thatfithe honorarium to the concerned gémme functionay (ies) was disbursed in the account of the
individual onlyd. On receipt of this certificate the honorarium for the next month will be released by

the Regional Centre
6.13 PROCESSING OF BILLS

The Regional Centre releases imprest to the learner suggures to meet dap-day expenditure

The imprest is released in the beginning of the every financial year and is requiraeg¢oupedn
monthly basis by 10th of every month through receipt of bills and such imprest is to be finally
adjusted at thelasure of the respective financial yeeECsshould submit monthly recoupment bills

to the Regional Centre for recoupment of the imprest Byof@very monthWhile submitting the

bills the Coordinator should ensure that the bills are submitted inréiseriiped proformplaced at
Annexure 6.11. Therecoupment bill sent by the Coordinator must be tallied with the payment shown
in the cash book and ledgére bills are to be processed following the guidelines given below and

the admissible amount spastrecouped to the centre
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In addition to the imprest released, the Regional Centre may release Special Advance to the centres
for organization’ conduct of special activities such as practicals of B Bast Basic B Sd\ursing,
PGDMCH, PGDHHM, BLIS & MUS Programmes, Workshops of Bd.etc Coor di nat or sho

note that out of such advances payment is to
exami neer alsf ppay mentmsexceed prescribed | i mit i
nor ms PANdnumber of such examineers may be take

amount of T D ®3s spedified above, éhg centres are required to incur the expenditure
from the special advance amount released for the specified activity only and adjusiment bills

to the Regional Centre following the procedure prescribed above immediately after conclusion of the
activity. The adjustment bills may be enclosed with detailed report on the adtivitgy be ensured

that the special advances releagétlhave to be adjusted within the same financial y&ae amount

may be adjusted from the recoupment bills of the centres who do not submit the adjustment bills by

one month from conclusion of the activity for which the special advance was released

The learner support centres submit bills towards provision of support services to the learners
to the Regional Centres for paymerefore forwarding the bills following are to be checked in the

bills while processing and passing them for payment

1 Thebills are submitted for the activities assigned to the learner support centre, and each
voucher should be signed by the Coordinator as payment verification and stock entry

attestation separately

1 The bills should pertain to the current academic session anbder no circumstances

bills of previous FY will be entertained;

1 The counselling and evaluation of assignments and other academic activitieshidated

should be submitted in the prescribed formats
1 The claimis as per rulésorms of the University;

1 Acquaintances of the counsellidgssignment evaluation and computer hiring charges

payment should bear the revenue stamp on the paymens80Bsand above

1 Only approved academic counsellors may be used for counselling and evaluation of

assignment;

1 The claim is supported with vouchers duly verified by Coordinator of the learner support

centre, in the prescribgmoforma;
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1 Bills for counselling and assignment evaluation should be prepared and presented

programmécourse wise only;

1 For claiming the billsfor counselling sessions, number of session presdsitieeduled

and held may also be mentioned at each bill

1 The bill should be enclosed with the necessary schedules of activities, certificates and

approval of the Regional Director wherever necessary

1 Bills pertaining to conduct of counselling and evaluation of assignment should be
supported by attendance sheet and award.shieetrelevant formats are provided at
Annexure 6.7, for bills of counselling and aAnnexures 6.9, 612, 613 and 614 for

assigyment activity;
1 The name of article purchased under particular voucher should be clearly readable
9 All the vouchers of purchases should be in the name of IGNOU;
1 Rubber stamps are used for payment verification and stock entry verification
1 Bills should notbe split up so as to avoid the sanction of the higher autharity

1 Bills should also be supported by GSTN and PAN number where tax deduction is

required
6.14 PAYMENT MODE

Coordinator of the LSC must ensure that all the payment should be credité¢deirtocount of the
individuals through NEFFRTGSMIPS and such other digital mode of transactxaeptf or petty
expendit ub®e0 v pditeratediamt renumerationto all part time staff and academic
counsellorss to be madeby RC directly and henceimpreston any other advancas not be utilised

for this purpose
6.15 MAINTENANCE OF CASHBOOK AND LEDGER

LSC should maintain a double column cash book to record every financial transéction column
cash books one column is for bank transaction other for Exgleriences show that cashbook is not
maintained properly at LSO he narrations of transaction are not cl€&ashbook is also not attested
by the coordinatorThere should nobe any ambiguity in the narration of transactidgfor narration

and procedure for maintaining cash book refer Figuteafd Table & below
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Fig-6.5 Example of Cashbook Narration

Table 6.3 Procedure for Cashbook Narration
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Closing Balance a 11073500
per Cash Book

Closing balance a 11773500

per Bank statement

Cheque to be 700000
present
Net difference NIL

Signature of Coordinator

At the end of each month the Coordinator should verify the cash balance in the Cash
Book and record a signed and dated certificate to that eflestirprise check at least
once a montimay also be conducted and results recorded in the Cash Book

Payments made by cheques should be recorded in the appropriate bank column on
payment side

Any erasure or ovewriting on entry once made in the cash book is strictly prohibited

a mistakeis detected, it should be corrected by scoring the incorrect entry and inserting
the correct one in the red ink between the lindse accountant and the Coordinator
should initial each such correction and invariably date their initials

The official cashshould not be mixed up with any private cashough the amount
placed at the disposal of the Centres has been fixed keeping their requirement in view, if
it sometimes becomes necessary for the Casbigicer of the LSC to incur expenditure

from their own pocket, such transaction need not be entered in the Cash Book
immediately The functionary should wait to claim reimbursement when funds are
available and enter the transaction in the Cash Book when the amount is actually
reimbursed to the perspn

The accountant responsible for maintenance of Cash Book will reconcile the balances
with the bank pass book at the end of each moftly discrepanciesreto be settled

with the bank and if any items have appeared in the bank account without having been

enteged in the Cash Book such as bank interest, bank chargeshetse should be
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recorded in the Cash Book on the basis of bank advice and claimed in the recoupment
bill;
1 Every month Bank Reconciliation StatemefBRS) must be prepared anturther
appropria¢ action should be taken on the basis of the stateanet
9 As far as possible tally software may be used for accounting purposes
Maintenance of Ledger LSC should also maintain the ledger along with cash book for making the
account of the LSC more transparenEfforts should also be made to maintain the account of the
LSC headwise, academic counselor wise, and prografomgsewise This will help theLSC to

keep proper track of althe expenditureLedger should also be checked and verified by the
Coordinator at regular intervals

Imprest/Advance Register Each LSC should open an imperest register for each calendai jiear
register should contathe following details as shown in Tablel ®elow

Table 6.4: Sample of Imprest Register

Cash Transactions Cheque Transactions
e]
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Amount of transaction should be invariably entered in the classified columns depending upon the
nature of the expenditure and simultaneously the amount paid should be entered in the respective

columns All cash payment should be entered in the cash column and cheque payment under cheque
column

For cheque payment out of imprest, this should be booked both in the fiabvaste registerThe

cash transaction should be entered in the imprest register &meheof paymentThe total cash
payment of day or week or a month or when the bill is sent for recoupment, the total of all cash
transactions can be charged to cash book as per the convenience Af ti&Qime of recoupment, it
should be ensured thene total of the classified Head of@tallies with the total of cash and cheque

transactions of the imprest register

When the amount is received from the Regional Centre, the particular should be noted in the Imprest
Register advance

86



ignou

©E ©g

THE PEOPLE’S

The draftcheque should be deposited in the bank and necessary entries should be made in the receipt

side of the cash book in the bank column

Draft/ Cheque received for the special advances a as TEE and expenditure should not be entered in the
Imprest RegisteHowever, amount may be entered in the cash book deposited in the LSC account

Bank Reconciliation Statement At the end of each month the Coordinator should verify the cash
balance in the cash book and record a signed and dated certificate to thislefsealso important
that account of LSC is reconciled at least once in a month positiMedyreconciled report must be
sent to RC along with monthly account for their recdfdr the ready reference of the functionary of

the LSC, an example of ban&conciliation statement is presented in Tabbeb@low

Table 6.5 Bank Reconciliation Statement

6.1 6 SUBMISSION OF MONTHLY ACCOUNT
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Information regarding the various transactions undertaken should be submitted to the Regional Centre
by the % of every month This will enable RC to monitor the account of the LSCs and will inform
discrepancies, if noticed any to th8C for rectification The Monthly account of the LSC should be
submitted irthe prescribed formats asAatnexure 6.15 and 616. At the end of the financial year the

LSC has to submit the Annual Account taking into consideration all the transadtiong the
financial year (which is actually the cumulative total of the monthly account submitted by the LSC).

It is also to be noted that during the financial year some services and products procured during the
year, but the bills relating to that weretnmeceived or paid due to one reason or another. The details
of all such outstanding bills should be provided so that the expenditure belonging to a particular

financial year is taken into consideration.
6.17 AUDIT OF LEARNER SUPPORT CENTRES

The account®f LSC are scrutinized by internal audit and the Comptroller and Auditor General of
India.The auditors thoroughly analyze the financial statements and ascertain whether
a) The financial statements are accurate and complete and are consistent with the primary
records, books and ledgers;
b) The financial statements are prepared in accordance with the accounting standards and
laws, if any, governing them
¢) The financial statements are presented with due consideration to the circumstances of the
audited entity
d) Sufficient disclosures are presented about various elements of financial statements
including any unusual items;
€) The various elements of financial statements are properly evaluated, measured and
presentegand
f) Whether all the compulsory financial records haeen mentioned or not and procedures
are followed as per the norms of the Institution
The following points may be noted as these are the priority areas from the point of iré&teaial
auditing
Timely authorization of payment of claims within tagproved norms;
2. Purchases or acquisition of stores in conformity with the procedure laid down in the
financial code and obtaining proper approval from competent authority
3. Maintenance of stock items and stock verification of the assets of the LSCs wrider th
control and reconciliation of differences in the value of items
4. Custodian of the Library Books and electronic courseware

a) Allotment of Central Accession number to the books by pursuing the matter with the
Librarian wherever needed
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b) Safe custody of ettronic coursewareand the maintenance of the related gadgets;

¢) Proper physical verification of the Library Books and utilization of resources available
with the University implying thereby the satisfactory display of material by 8@ for
the benefit of midents

d) Utilization of imprest account only for authorized itesily posting of imprest register

€) Avoidance of use of correction fluid in the bills, Cash Book, Imprest RegRteper
authentication by the initials of the authorities concerned whereggections are
involved and

f) Settlement of old audit paras and proper reply to the audit with related record for
verification

The primary function and spirit of audit is to see

i) Whether government money received is duly accounted for and creditedeto th
University;

i) Whether all the items of expenditure incurred or authorized is in accordance with the
prescribed rules and regulations; and

iii) Whether the accounts are complete in all respects

The audit forms indispensable part of the financial system negdssansure the sound functioning

of financial system

The officers of LSC should consider it as their duty to furnish the details and give the records to audit

The audit is divided in to two types; Internal and Statutory audit and the brief ovendawmder
Internal Audit

The term internal audit has been defined as, an independent appraisal of activity within an
organisation for review of operations as a basis of service to managéniemat managerial control
which functions by measuring aedaluating the effectiveness of other contrdlse Internal audit of
the LSCs isconducted by the university headquartérbe following control functions could be

undertaken by internal audit in the case of LSC

Review of accounting and other recordsd #ime internal control environment;
Review of the appropriateness, scope, efficiency and effectiveness of internal  control
systems

9 Detailed testing of transactions and balances and the operation of individual internal
controls to ensure that specifioritrol objectives have been met;
Review of the implementation of management policies of the organisation; and

Special investigations for management
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The function of the internal audit is appropriately structured and resourced to enable it to provide the
appraisal of internal control$he University is conducting the internal audit of the LSCs regularly to
achieve its goal as per the Acts and Financial Code of the University and the Coordinator should
extend support to the audit party for its smooth cohdu

Statutory Audit

The accounts of the University, once at least every year, and at intervals of not more than fifteen
months, areaudited by the Comptroller and Auditor General of India or such person or persons that he
may authorize on his behalfhe audits of the LSCs are conducted as per schedule of audit tEaen
statutory audit is being conducted by the state. &r by the unit of CAG, therefore, it is important to
mention here that the accounting procedures of the LSCs becomes more accountablpast of
Coordinator & other staff deployed in the LSIhe Coordinator of the LS@asthe responsibility of

proper discharge of the financial duties according to the norms of the University including extending

support to the external audit party famely completion of audit

CHAPTER T VII
OTHER SUPPORT SERVICES

STRUCTURE

7.1 Introduction

7.2 Library Support
7.2.1 Material and Facilities Available
7.2.2 Services Available
7.2.3 Acquisition of Materials
7.24 Procedure for Subscriptiaf Print Journals for LSC
7.25 Guidelines for Maintenance of Books and Journals
7.2.6 Stock Verification and Procedure to Withdraw Books
7.2.7 Loss of Publications
7.2.8 Preventive Measures for Safeguarding the Books

7.2.9 E-Resources and ltdandling
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7.2.10 DELNET
7.3 ICT Support
7.3.1 IGNOU Website
7.3.2 MOOQOER
7.3.3e-Gyankosh
7.3.4SWAYAM and SWAYAM PRABHA
7.3.5Gyan Darshan and Gyan V&&yanDhara
7.3.6 SMS
7.4 Other Administrative Support
7.4.1 Facilitation in availing Scholarshipsid redressal of grievances therein
75 GrievanceRedressal
7.6 Committees against Sexual Harassment
7.7 GrievanceRedressaat LSC
7.7.1 Online and Offline Aimission and Reegistration
7.7.2 Address, name and other registration details
7.7.3 Nonreceipt of SLM
7.7.4 Nonconduct of Theory and Practical Counselling
7.7.5 Nonreflection of Assignment Awards
7.7.6 Problems in Project Submission and Evaluation
7.7.7 Nonravailability of Hall Ticket or missing course code in Hall Tickets
7.7.8 Nondeclaation of TEE result
7.7.9 Nonreceipt of Grade Card and Degree Certificate
7.7.10 Miscellaneous Grievances
7.7.11 Handling of Grievancefeceived through Letter and by Hand
7.7.12 Handling of Grievancefeceived through Email

Learning Outcomes
After going through this Chapter, you will be able t®

Describe material, facilities and services available in the Library;

Describe the procedure for acquisition, subscription of Books and Journals;
Discuss guidelines for maintanance of Books and Journals;

Discuss the procedure stiock verification, withdraal of Books and loss of Books;
Elaborate the preventive measures for safeguarding the books;

Operate e€rResource, Delnet and undertake its Handling;

Discuss Student Support through Website, SMS amdit

Describe MOOC & OER;

Discuss eGyankosh, SWAYAM ad SWAYAM PRABHA,;

Describethe Importance Web Base TV Channel Gyandarshan, GyaGy&arbhara;

Define the concept and importance of grievance redressal such as iGRAM,;
Discuss the modes of receipt of grievances and types of student concerns;
Discuss the mass and procedures of handling grievances at RCs and linkage wit
Centralised Grievance Redressal Network of IGN @kt

Describe the constitution and functions of RCCASH

=A—a-a =4 -4 -8 -8 -8 _9_42_-4a_-°a_-2

=




ignou

THE PEOPLE’S
UNIVERSITY

7.1 INTRODUCTION

We have discussed in the previous Chapters most of the major activities which University expects
from the LSCs to undertake for helping the learners in successful completion of their programme of
study In this Chaper, we will discuss many ethactivities which are very important but could not be
placed in the previous Chapters due to their miscellaneous nBtese facilities include library ICT
support and mechanismsof studentgrievanedressal In this Chapter we have also incorporated
certain activities, whichare thoughdirectly not related to LSC working, are important for LSC

functionaries to know for further dissemination to the learners
7.2 LIBRARY SUPPORT

Library services are essential support services in every higher educstiibntibn Effective library
support to distance learners is mandatory for qualitative delivery of instruction and lesnrtimg
threetier structure of library services of IGNOU, the LSClibraries have the most significant role in
facilitating learningat the grass root leverhough distance learners receive learning materials, it is
natural for them to have further inquisitiveness on specific topics to read and learriMoaever,

for complete learning experiences, the distance learners need tousek# resources other than
printed study materiald. SC libraries can play a dynamic role to fulfill the needs of learners and
counsellors by providing information services to support teaching, learning, research and in the

pedagogical process
7.2.1 Materials and Facilities Available

LSC libraries are housed with several sets of self learning course materials of IGNOU
guestion papers of previous Term End Examinations are available at the LSC Setatgarning
materials are kept for displag the library so that the prospective students can also get a preview
of the courses before getting admission to a particular programmmreddition to the printed
resources, LSC libraries are also equipped with multimedia resources, likevaugils magrials,
e-books etcThe learner can have access to appropriate computer facilities with internet and other
audio, video and multimedia equipments in the LSC Library
Most of the LSC libraries are enriched vgtdod number of books and reference sourdes li
Encyclopedias, Dictionaries, Handbooks and Manuals, Statistics, Yearbooks which are
supplementary to study materiafs variety of other information resources are also displayed for
use in the LSC libraries which are being received from IGNOU as welm@msthe host institution
The following are some of them

A Annual Reports and Newsletters

A Complimentary copy of Journals
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Newspapers and magazines
Brochures, Handouts, Profiles gtc
Prospectus for different programmes

To Do Do o

Assignments question papersdifferent programmes for the learneasid
A Question papers of previous Term End Examinations

7.2.2 Services Available

The main goal of the LSC libraries is to make information services and resources available and
accessible to all members to support teaching, learning and rebearder to meet the information
needs of the distance learners and the academic counsi®isSC libraries provide the following
services

9 Access to reading rooms for variosgpplementatyooks and periodicals in addition to
the course materials
Reference services either in person, by telephone or threogtil;e
Access to audio video maials of various IGNOU programmges

Access to Gyan Darshan and Gyan Vani programmes through ifbaset web cast

= =4 =4 =4

Access to inter library loan services through DELNET for matéBalsks which are not

available in LSC library

1 The learner can have accésghe questions papers of previous Term End Examinations
availableat LSC library

1 The learner canhave access to old Project work submitted by the students of various
programmes available at LSC Library

1 The services are available during working hourshef LSC for optimum access by the

users and

1 Internet facility for the learners and the academic counsellors

7.2.3 Acquisition of Materials

Acquisition of library books for LSC is done either by IGNOU Headquarters or Regional Centre; the
LSCs do not havéne administrative power to purchase boditewever, the Coordinator may send
their recommendatidrequisition for books for different programmes activated in their LSC to the
Regional Directar Five sets of study materials for each programme activatdtieatentre are
supplied for the LSC library at the time of the establishment of the TB€audio video materials of
different programmes are also supplied to the LSC library by the university from time to time in order

to supplement learning of distanearners

7.24 Procedure for Subscription of Print Journals forLSC

The print journals for libraries under LSCs are subscribed by the respective Regional/Centres
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HeadquartersThe recommendatidrecquisition for print journal by the academic counsellors
learners for LSC libraries may be forwarded by the Coordinator to the Regional Dikemiaver,
LSCs can subscribe local newspapers independently

Subscription Procedure

1 The recommendations for procuring journals are received from the academiclaminse
Coordinators, the facultgcademics(ARD/DD/RD) léarners (through academigs to
subscribe or renew by Regional Diregtor

9 After the approvdbsanction is sought, the subscription standing order is placed with the
vendors who are already supplyitigpse journals satisfactorily for the previous ygars

1 The journals are nediscounted items and the issues of the journals are received in the
Library from January to December as and when the issues are published
The issues of the journals are enterethaxcomputer as and when they are receiaad
The bills are received from the vendor along with the price proof whichisprocessed
andpayment released under intimation ta RC

7.25 Guidelines for Maintenance of Books and Journals

The care of the librancollection includes maintenance and organization of the collectims
transactions of all the activitiggocedurefetc in the LSC library should be carefully and properly
recorded for the relevant information and documentatiothis regard, apafrom the computerized
system, the LSC libraries should maintain the following documents compulsorily for keeping the
records

Accession Register for books;

Register for Study Materials;

Register for Audifvideo Materials;

To o Do o

Journal Subscription Register; and
A Book/Study Material Issue Register
After receiving the books at library from different sources, the following activities are to be carried out
by the library staff
i Thedetails of the Invoice and Books are properly entered in the appropriate coluran in th
Accession Registers specified for the purpose;
9 Stampingi Library Stamp to be put on the back of Title page, on Secret page and on the
last page;
1 Pasting Spine labels, on the Front Page and on the Title page and laminate it with Cello

tape; and
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1 Monitoring receipt of journal issu@s b s c )y fombitsdtimely supply and record of
missing issues are to be maintained by LSC librafaery issue of the journdls
periodical is to be recorded properly so that reminder can be sentto the pivaisthar

in ca® of any missing issues

7.2.6 Stock Verification and Procedure to Withdraw Books

Stock verification is an important and essential activity in every liblagives a clear picture of the
entire stock available in it and indicates ldssnage of bookmaterials, on the basis of which new
purchases are made

Stock Verification: Physical Stock verification of the library stocks has to be carried out to identify
the losses and to identify misplaced documents, depending upon the size of the Aibragythe
General Financial Rule§GGFR) Rule 194,fiComplete physical verification of books should be done
every year in case of libraries having not more than twenty thousand volutidbraries under the
Learner Support Centres have a collection below dahi$ hence they are bound to conduct stock
verification every year and submit the report to the Regional Director for onward transmission to the
Library at HeadquarterBhe stock verification at LSC may be carried out by a team of member
consisting of the Gordinator, the Assistant Coordinator, and the Assigtalmtary in charge

7.2.7 Loss of Publications

A Some loss of publications is inevitable especially in the context of open access practice
in libraries The Librarian has a role as information managet not just a custodian

A Loss of 5 volumes per 1000 volumes isguedsulted in a year may be taken as
reasonable limjt

A Loss of a book of the value exceeding.JRQ00 for each book shall invariably be
investigated and consequential action should kenta
A publication may be considered as lost only when it is found missing in two successive
stock verifications and thereafter only action be taken to write off the publications by
competent authorityand

A If the loss of book is more than the permissibldent, the causes of such loss may

beinvestigated bthe competent authority and the remedial measures be strengthened
7.2.8 Preventive Measures for Safeguarding the Books
Some preventive measures to ensure proper upkeep of the library are listed below
A The exifentry to the library be monitored

A Bags of the students should be kept in the entrance poitt

A Anti rat/termite treatment is carried out in short intervals
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7.2.9 E-resources and its Handling

Existing library and information set up hhsitations in ODL system with regards to the library
facilities, printed information resources, infrastructure, space, storage, ICT provisioning and staff
Due to resource constraints and location in far flung areas, the students in the distance learning
institutions do not have access to the same kind of library services as available in thelmsadus
learnersIn the ODL system the applications of ICT hold great potential to meet the challenge of
bridging the gap between the libraries and the studdriteme, workplaceoranywheiith the aim

to create an integrated-pbatform for scattered -eesources .@. accessible dookgjournals of
publishers and attempts of various institutions to create digitized contents of library resources unique
and relevanto target beneficiaries, National Open and Distance Ledrbdmary & Information
Network (NODLINET) has been establisheficcess to @esources is just one of the many services
that IGNOU Library has so far developed under its NODLINET prograrttmether services include
digitizing contents, developing accredited standards and guidelines for distance learning libraries, and

building automation facilities, digital and print collection,.etc

IGNOU has now provided all the RC libraries, access toansliof books and journals holding of
around 2000 libraries spread all over Indidis linkage has been provisioned to all RCs with
Developing Library NetworKDELNET) facilities. Interested learners can access the Catalogues of
other Libraries througDELNET.

7.3 ICT SUPPORT

Unlike in conventional education, the learners are at a distance and hence, in isolation from the
Institution and peerk this context, it is pertinent to consider that the online medium is today used as

an effective means of canunication and InteractioiVebsites and the social media have emerged as
important channels of communicatiofypart from this, the mobile based applications are also being

widely used The emergence of social media, wWedsed technologies and interactiveobile
technologies, has provided new vistas for providing learner support services to the .|éesrers

result, websites, blogs, facebook, whatsapp and mobile apps are being effectively used for learner
support services in the Open Universiffo we nnesrt i t ut i ons must see to it

are not misused

7.3.1 IGNOU website

In this ICT driven era, website has come to represent the face of the Open Univé@&itiesl has

developed its websiteyww.ignou.ac.in. The website serves to provide much of the relevant

information and services needed for both the prospective and the current |tkgurersles holistic

information about the various activities and divisions of the Univerigiso hoststie websites of
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the various Regional CentrelSach Regional Centre link in the University website provides region

specific information such as the list of LSC, programmes offered in the region etc

The important services provided for the learners in ti¢OG Website are

(i) Online Admission system The University has introduced online application system through the

website Applicants can conveniently register and submit their applications orfioth fresh

admissions and registrations for subsequesgisas that is reegistration are now done through the

online mode

(i) Student Zone - The Student Zone in the IGNOU website provides vital student related

information on admission announcements, online admission, assignments, results, litsfzowetc

Figure 7.1. The IGNOU Student Management System in the Student Zone has the provision to

provide details of the Admission registration details, student particulars, status of submission of

Assignments(continuous assessmgntGrade card indicatingtatus of course completionef€Ehe

student can access this information by providing the Enrolmenambthe Programme CadEhus,

the website serves as the University interface for the learners to examiseaoademic progress

Further, status of adithnal services such as change of study centre, address changee edfso

updated on the website

(iii) Term End Examination (TEE) related services The University has also introduced web based

online services for Examination related matters such lseosubmission of TEE forms, generation

of TEE hall ticket, results of Revaluation, declaration of results of Entrance Examinations etc

Students can use these facilities for submitting on line examination.forms
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Figure 7.1Student Zoneon IGNOU Webste

732 MOOC & OER

In the context of providingeducation for Al MOOC and OER offer a promising solution to address
the cardinal requirements; viaccess, equity and quality envisages providing education to a very
large number of learners transcending the borders of geography and time, through the use of online

medium

Today MOOC is being offered in many educational Institutions and Universities worldTinere

have been initiatives to offer MOOC in the Indian Higher Education as.wdie SWAYAM
programme by the Government of India under the Ministry of Human Resource Development
(MHRD) is a major initiative to offer MOOC courses in a massive séale courses undehe
SWAYAM are also expected to be integrated with the conventional higher education system by
certification and credit transfe¥arious National Institutions including IGNOU are contributing to

the development of MOOCs in the country

733 eGYANKOSH

E-GYankosh, as the name indicates, is a repository of learning resources in the electrohitgam
national Digital Repository of digital learning resources developed by @Djden and Distance
Learning Institutions in India The resources in this regitory are protected by copyright, with the
rights reserved by Indira Gandhi National Open Univei$BNOU), unless it is otherwise indicated

This repository is to store, index, preserve, distribute and share digital learning resources in the field
of ODL. It has the feature of user registration and the collections in the repository can be browsed
Howe,wenre can biggasnd&os heThe eGgankgsh postdl can be accessed at

http: égyankostacin/ and learners can access SLM in case it is not received in the print form

734 SWAYAM AND SWAYAM PRABHA

SWAYAM and SWAYAM PRABHA are two important initiatives launched by Government of India
under the Ministry of Human Resource Departn{@fittRD) to makequality education accessible to

all through the use of digital technologyhese platforms were launched by the Honorable President

of India on §' July, 2017 These initiatives, through the use of internet and satellite connectivity have
been envisageaimake available the services of the best teachers to students even in the remote areas
of the country

MOOC courses offered from the SWAYAM platform is an important move in enhancing outreach to

learners through technology enabled mechanisms

SWAYAM Prab ha, a MHRD Project under the NMECT (National Mission on Education through
ICT), is group of 32 Direeto-Home (DTH) channels devoted to 24 basis telecast of higuality
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educational programmes with the use of GSWTsatellite These channels witelecast programmes
for Higher Education, School Education; Curriculum based courses to meet need of lifelong learners
and programmes to assist students of Standards 11 and 12, to prepare for competitive examinations

The content for SWAYAM Prabha is prded by various national institutions and bodies such as
UGC, IITs, CEC, NPTEL, IGNOU, NCERT and NIO®ie SWAYAM Prabha channels are available
free for use by anyon&tudents can access the educational content transmitted through SWAYAM
Piranha by instéihg and configuring DTH service by setting up of a Set top box

735 GYANDARSHAN and GYANVANI /GYANDHARA

Gyandarshan is a wdinased television channel from IGNOU that caters to educational
anddevelopmental needs of the soci&@yncel ong apart cfrcomncadéimng and
TV and radio are being eff elranousasenbdynchuondusvasped by |
delivergy®dmosehan as disdussad TiVreabGlhamtedrbeamed t

sat el lite and some pihst manuoewd as iwiecbee based TV channel

The widespread reach of radio especially in the rural areas was unparalleled in comparison with other
media IGNOU began using radio as one of the mo&dia in its instructional system by partnering
with the Al India Radio

Since the year 2001, IGNOU through the EME=ctronic Media and Production Centhas been

airing educational programmes from its Gyanvani FM statiAfter a brief period of interruption in

the transmission, GyanVani FM channel atHbdias been airing radio progammes at.6049Hz

from January, 2017, on a twelve hours daily schedule from 8 am to.8Apvariety of radio
programmes including interactive radimunsellingaretransmitted by this channéll o &y avia n i F

M Chshmnwveel been mhrdleu cokpdawad Naggmauandt cl GNOU i nten
i ncrtismsienber .in future

GyanDhara is the audidCounsellingservice that IGNOU provides to its learners through the internet

(Figure 103) .

The  Audio counselling sessions  through Gyandhara  can be heard on

www.ignouonlineacin/gyandharaThe monthly schedules of the audio sessions are placed in the

online portal of Gyandhai@tudy centres should encourage theriess to avail the online facility of
Gyandhara provided by IGNOU and gain more insights on their academic matters by interacting with

subject experts, very conveniently using Computers and mobile
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Figure 7.2 GyanDharaPortal

7.3.10 SMS

SMS or short message service has emerged as a very common way of instant and short
communication through the mobile phones
IGNOU has been actively using SMS as a means to reach to its distant leS8omaesof the areas for
which SMS is actively used by the University:are
0 Admission Confirmation of online applicatigns
0 Intimation regarding Induction Meetings
0 Receiving of Study Materigls
Assignment related vital communicatjon
Term End Examinationhall tickets & othecommunicationand

o O O

Convocation related communication
Coordinator should encourage the learners to upate their mobile number in IGNOU records getting

SMS services

74 OTHER ADMINISTRATIVE SUPPORT

In the three tier system of IGNOU, there are provisiohadministrative supports to be provided to
the learners at LSC, RC and HgritSC being the most important access point for learners should

guilde properlyFollowing services can be availed by the learners at the RC
1 Correction or Change of AddreEsmail/mobile Number;
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