INSTRUCTIONS FOR INSPECTING 
LIBRARY BOOKS ISSUE IN DELHI GOVERNMENT SCHOOLS

It has been the endeavour of the Directorate of Education to inculcate the habit of book reading in each and every child studying in Delhi Government Schools.  All the Heads of Schools and librarians have been repeatedly instructed to ensure that age appropriate books( in addition to textbooks) as per the norms of two per month,  are issued for the purpose of reading at home,  to all the children studying in government schools, 


Therefore, as informed earlier, on   18.08.2007, Saturday, Central Teams from the Headquarter are going to inspect all the Schools to verify the functioning of library.    For this purpose, the team will physically verify the library books (Other than text books) issued for reading at home, to students of all sections studying in Classes VI, VII, VIII, IX & XI.  The Issue Register will also be taken by the teams to tally the name of the books available with the children. The Registers shall be returned to the schools on Tuesday.  The duties of the inspection team are as follows:
1. Team Leader to select minimum four members for her/his own team.

2. Team Leader to coordinate with other members regarding assembly point for departure to the schools to be inspected.
3. School Names to be checked by the team will be given to the Team Leaders. 

4. Filling up of Proforma:

     General Information:

i) First School ID, School Name, Name of Librarian & enrollment of school has to be filled by asking the Principal/HoS.
Overall situation of Library:

i) It has to be checked whether the reference shelves are opened for reading or are locked. 
ii) Then it has to be verified whether reference section is being used or not;

iii) Whether the New  Arrivals displayed or not;

iv) Newspaper displayed on stand or not;

v) Separate issue registers maintained for all classes or not.
vi) All the information collected above has to be entered in the proforma.

vii) Thereafter, collect the Issue Registers from the Librarian or Library Incharge.
Classroom

i)          In column (a), the name of Class with Section like VI A has to be 

             mentioned.

ii) In column (b), number of students present have to be mentioned.

iii) In column (c) number of students having library books have to be mentioned.

iv) in column (d), number of students not having any library books have to be mentioned. Care has to be taken that sum of column (c) and (d) should be equal to the column (b).

v) In every school, age appropriate library books in possession of 4 students have to be checked as a sample check, from each section.
vi) Roll numbers of the children whose books have to be checked on sample have already been preprinted in the inspection proforma. Names of the children having the mentioned roll number has first to be written and then the name of the library book in his possession has to be written.  In no case students having roll number other than that pre-printed in the proforma can be mentioned. if the child doesn't have a library book, a cross should be marked in the cell like                    .  If any of the student, whose roll number has been preprinted is absent,  the column has to be left blank.
vii) For example in the row shaded with gray, the name of child having roll no. 1 is Raja S and the book issued  in his name is Harry potter.  Roll No.7 is Suyash Sharma and the book issued in his name is "Panchtantra".  Roll No.24 is absent, so his column is left blank.  Roll No.40 is Bhaskar and he does not have a library book.  So his column is marked as                       .
viii) If one sheet is not sufficient enough, second sheet may be used.  But care has to be taken that pre printed roll numbers have to be taken as sample cases.

5. All sections shall be inspected; no section can be left in any case.  In case of any difficulty, contact on Control Room Telephone Nos.23819901, 23819902, 23890096, 23890085, 23890394, 23890172, 23890283, 23890122.
6. Team Leader is also responsible for submitting the filled proformas online.  The hard copies shall be submitted to the concerned DDE.
7. All the DDEs to submit the hardcopies to Addl. DE(School) on 21.08.2007 positively.
---
