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Annexure 1: Internship Workbook

INTERNSHIP WORKBOOK

Week Module Day 1 Day 2 Day 3 Day 4 Day 5
Tasks Tasks Tasks Tasks Tasks
Assigned & Assigned & Assigned & Assigned & Assigned &
Performed Performed Performed Performed Performed
1. 1. 1. 1. 1.
Operations (1 | 2- 2. 2. 2. 2.
week)
Supervisor’s Supervisor’s Supervisor’s Supervisor’s Supervisor’s
1st Sign: Sign: Sign: Sign: Sign:
and
2nd
Week 1. 1. 1. 1. 1.
Services (1 2. 2. 2. 2. 2.
week)
Supervisor’s Supervisor’s Supervisor’s Supervisor’s Supervisor’s
Sign: Sign: Sign: Sign: Sign:
1. 1. 1. 1. 1.
3rd Automation (1 | 2. 2. 2. 2. 2.
Week | week)
Supervisor’s Supervisor’s Supervisor’s Supervisor’s Supervisor’s
Sign: Sign: Sign: Sign: Sign:
1. 1. 1. 1. 1.
2. 2. 2. 2. 2.
4th Digitisation (1
Week | week) ., ., ., . N
Supervisor’s Supervisor’s Supervisor’s Supervisor’s Supervisor’s
Sign: Sign: Sign: Sign: Sign:
1. 1. 1. 1. 1.
Sth Administration 2. 2. 2. 2. 2.
Week ﬁPubhkc)atlon Supervisor’s Supervisor’s Supervisor’s Supervisor’s Supervisor’s
wee

Sign:

Sign:

Sign:

Sign:

Sign:




Annexure 2: Format of Internship Report

Internship Report

A report submitted in partial fulfilment of the requirements for the Award of Degree of

MASTER OF LIBRARY AND INFORMATION SCIENCE

By
Name of the Student: .......ccoeeeevieevie e

At
(Name of the Library)
(Place)
Duration: from to
) BAOU
; Education
e for All

BT
Department of Library and Information Science
School of Humanities and Social Science (SHSS)

Dr. Babasaheb Ambedkar Open University

'Jyotirmay' Parisar, Sarkhej-Gandhinagar Highway, Chharodi,

Ahmedabad - 382 481



Annexure 3
CERTIFICATE OF INTERNSHIP COMPLETION

This is to certify that Mr./Ms. , a student of Master of Library and

Information Science (MLIS) from Dr. Babasaheb Ambedkar Open University

(BAOU), Ahmedabad, bearing Enrollment Number: , has
successfully completed the internship at from
to

During this period, the student actively participated in various professional
activities and gained hands-on experience in library operations, services,

automation, digitisation, and administrative work as per the internship guidelines.

Librarian & Head/ Internship supervisor
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Abstract

(In 200 words summary)

Key points:

Gained hands-on experience in core library operations.

Applied theoretical knowledge in real-time library settings.

Participated in cataloguing, classification, and circulation activities.
Assisted in digital library operations and database creation.

Learned to use library management and automation software.

Developed professional skills like communication, documentation, and time
management.

Contributed to enhancing user services and library workflows.

Strengthened confidence to work independently in a library environment.



Internship Report - Table of Contents

Introduction
o Overview of the internship concept
o Objectives of the internship
o Functions and relevance of practical training
o Benefits to students' academic and professional development
Name and Address of the Internship Institution
Detailed Module Description
Provide a comprehensive account of activities performed during the 100-hour
internship. Each module should reflect your practical engagement with library
routines and services.
o a) Operations:
Acquisition, Accessioning, Classification, Cataloguing, e-Resource
Management, Stock Verification, Shelving and Shelf Rectification,
Maintenance, etc.
o b) Services:
Reference and Digital Reference Services, Indexing and Abstracting,
Circulation, Inter-Library Loan (ILL), Current Awareness Services
(CAS), Selective Dissemination of Information (SDI), Electronic
Document Delivery Services (EDDS), Reprography, etc.
o ¢) Automation:
Creation and management of databases, Use of library automation
software in routine operations and services.
o d) Digitisation:
Digitisation of materials, Development of Institutional Repositories,
Metadata Creation, and Digital Preservation practices.
o €) Administration & Publication:
Drafting official communications, Assisting in event planning and
coordination, Record maintenance, etc.
Proofreading, Editing, Typesetting, Binding, Coordination with

Printers, and involvement in institutional publishing activities.



4. Library Profile and Infrastructure
o a) Historical Overview:
Brief history and evolution of the library.
o b) Collection Details:
Description of print and digital collections including books, journals,
government documents, special collections, gifted/gratis items, e-
books, e-journals, and databases.
o ¢) Library Staffing:
Detailed account of professional, semi-professional, and non-
professional staff including designations and roles.
o d) Automation Status:
Extent of automation (full/partial/manual), software used, automated
services offered, and participation in library networks (if any).
o e) Digitisation Status:
Tools and software used, presence of institutional repositories, and
the Open Educational Resources (OER) policy (if applicable).
o f)Library Services:
Description of reference, lending, digital access, user education, and
remote/web-based services.
5. Learning Outcomes
o Knowledge acquired and practical skills developed
o Ability to perform professional tasks in a library environment
o Level of independence in task execution (with or without supervision)
6. Conclusion
o Summary of key experiences and insights gained
o Critical analysis of the internship period with references to relevant
literature or frameworks
7. Suggestions and Recommendations
o Suggestions for improvement of library services, systems, or
internship structure based on student experience and user interaction
8. Appendices

o Supporting documents such as photos, certificates, completed tasks,
sample records, and any other evidence of practical engagement.
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