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LIS214 Management of Libraries and Information Centres (2 Units: 30LH) 

 

Series 1 Foundations of Library and Information Centre Management 

Series outline 

• Part 1: Concept of Management in Libraries and Information Centres 

• Sub-Part 1.1: Definition and scope of management 

• Sub-Part 1.2: Roles, powers, and responsibilities of the librarian 

• Part 2: Principles and Functions of Management in Library Settings 

• Sub-Part 2.1: Core principles of management 

• Sub-Part 2.2: Key functions of management in libraries 

• Part 3: Contemporary Perspectives in Library Management 

• Sub-Part 3.1: Emerging trends in library and information centre management 

• Sub-Part 3.2: Challenges and opportunities in modern library management 

 

Introduction 

Libraries and information centres are vital institutions that support learning, research, and 
community development. Managing them effectively requires not only knowledge of 
general management principles but also an understanding of the unique responsibilities 
and challenges faced by librarians. This Series introduces you to the foundations of 
management as applied to libraries, helping you appreciate the importance of structured 
leadership in ensuring that these centres remain relevant and responsive to user needs. 

The aim of this Series is to equip you with a clear understanding of the concept of 
management in libraries and information centres, and to highlight the roles and 
responsibilities of librarians in applying management principles to real-world situations. 

We shall commence this Series by examining the concept of management in libraries and 
information centres, including its definition, scope, and the specific roles of librarians. 
Next, we will explore the principles and functions of management, focusing on how they 
apply to library settings. Finally, we will conclude by considering contemporary 
perspectives, including emerging trends and challenges that shape the future of library and 
information centre management. 

 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 
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• SLO 1.1 define the concept and scope of management in libraries and information 
centres, 

• SLO 1.2 explain the roles, powers, and responsibilities of librarians in management, 

• SLO 1.3 analyse the principles and functions of management as applied to library 
settings, and 

• SLO 1.4 evaluate contemporary perspectives, including emerging trends and 
challenges in library and information centre management. 

 

1.1 Concept of Management in Libraries and Information Centres 

1.1.1 Definition and scope of management 

Management refers to the process of planning, organising, directing, and controlling 
resources to achieve specific goals. In the context of libraries and information centres, 
management involves coordinating people, materials, finances, and technology to ensure 
that services are delivered effectively and efficiently. The scope of management in libraries 
extends beyond routine operations, encompassing strategic planning, policy development, 
and the integration of modern information systems. 

Libraries are unique organisations because they serve diverse users, ranging from students 
and researchers to members of the public. Effective management ensures that these users 
have access to relevant resources, that staff are motivated and guided, and that the library 
remains sustainable in terms of funding and innovation. 

Fill in the blank: Management in libraries involves planning, organising, directing, and 
______ resources to achieve goals. 
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1.1.2 Roles, powers, and responsibilities of the librarian 

The librarian is the professional responsible for overseeing the operations of a library or 
information centre. The librarian’s role is multifaceted, combining administrative duties 
with professional expertise in information organisation and retrieval. 

• Roles: Librarians act as managers, educators, and facilitators. They design 
programmes, guide users in accessing information, and ensure that the library’s 
mission aligns with institutional or community goals. 
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• Powers: Librarians often have authority to make decisions regarding acquisitions, 
staffing, and service delivery. This authority enables them to allocate resources 
effectively and respond to emerging needs. 

• Responsibilities: Librarians are accountable for maintaining collections, managing 
staff, preparing budgets, and reporting activities. They must also ensure 
compliance with policies and uphold ethical standards in information provision. 

Fill in the blank: The librarian’s responsibilities include managing staff, preparing budgets, 
and ______ activities. 

 

Pilot questions 1.1 
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1. Which four functions define management in libraries? 

2. What is the scope of management in libraries and information centres? 

3. Identify two roles of a librarian in library management. 

4. What powers enable librarians to allocate resources effectively? 

5. List three responsibilities of a librarian in managing a library. 

 

1.2 Principles and Functions of Management in Library Settings 

1.2.1 Core principles of management 

Principles of management are fundamental guidelines that shape how managers 
organise and direct activities within an organisation. In libraries and information centres, 
these principles provide a framework for ensuring that services are delivered effectively 
and that resources are used wisely. Key principles include: 

• Division of labour, which means assigning specific tasks to individuals based on 
their skills to increase efficiency. 

• Authority and responsibility, which emphasises that managers must have the 
power to give instructions and the responsibility to ensure tasks are completed. 

• Unity of command, which ensures that each staff member reports to only one 
supervisor to avoid confusion. 

• Discipline, which requires adherence to rules and policies for smooth operations. 

• Equity, which stresses fairness and respect in dealing with staff and users. 

These principles are not rigid rules but flexible guidelines that help librarians adapt 
management practices to their unique environments. 

Fill in the blank: The principle of ______ ensures that each staff member reports to only one 
supervisor. 
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1.2.2 Key functions of management in libraries 

Functions of management are the specific activities managers perform to achieve 
organisational goals. In libraries, these functions are closely tied to service delivery and 
resource management. The main functions include: 

• Planning, which involves setting objectives and determining the best course of 
action to achieve them. For example, planning may include deciding which books or 
digital resources to acquire. 

• Organising, which means arranging resources and tasks in a structured way. This 
could involve assigning staff to different service points or departments. 
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• Directing, which refers to guiding and motivating staff to perform their duties 
effectively. 

• Controlling, which involves monitoring activities to ensure they align with plans and 
making adjustments where necessary. 

Together, these functions create a cycle of continuous improvement, ensuring that 
libraries remain responsive to user needs and changing information landscapes. 

Fill in the blank: The function of ______ involves monitoring activities to ensure they align 
with plans. 

 

 

Pilot questions 1.2 

1. What is meant by the principle of division of labour in library management? 

2. Why is unity of command important in managing library staff? 
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3. Identify four key functions of management in libraries. 

4. Which management function involves motivating staff to perform their duties? 

5. How does controlling contribute to continuous improvement in libraries? 

 

1.3 Contemporary Perspectives in Library Management 

1.3.1 Emerging trends in library and information centre management 

Libraries today are evolving rapidly due to technological advancements and changing user 
expectations. One important trend is the growth of digital libraries, which are collections 
of electronic resources accessible online. Digital libraries expand access to information 
beyond physical boundaries, allowing users to retrieve materials anytime and anywhere. 
Another trend is the development of learning commons, which are collaborative spaces 
within libraries designed to support group study, technology use, and interactive learning. 

Libraries are also embracing automation, such as self-checkout systems and online 
catalogues, to improve efficiency. Additionally, there is a growing emphasis on user-
centred services, where libraries tailor resources and programmes to meet the specific 
needs of their communities. 

Fill in the blank: A ______ library is a collection of electronic resources accessible online. 
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1.3.2 Challenges and opportunities in modern library management 

While these trends bring opportunities, they also present challenges. One major challenge 
is funding, as libraries often struggle to secure adequate resources to maintain both 
physical and digital collections. Another challenge is staff training, since librarians must 
continually update their skills to manage new technologies and services. 

However, these challenges also create opportunities. For instance, partnerships with 
academic institutions, government agencies, and private organisations can provide 
financial support and shared expertise. Libraries can also seize opportunities by adopting 
open access resources, which reduce costs and expand availability of scholarly materials. 
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In addition, modern libraries have the opportunity to strengthen their role as community 
hubs by offering programmes such as literacy workshops, digital skills training, and 
cultural events. These initiatives enhance the library’s relevance and ensure it remains a 
vital part of society. 

Fill in the blank: One major challenge in modern library management is securing adequate 
______ to maintain collections. 

 

Pilot questions 1.3 

1. What are digital libraries and how do they differ from traditional libraries? 

2. Define learning commons and explain their role in modern libraries. 
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3. Identify two challenges faced by libraries in adopting new technologies. 

4. What opportunities can partnerships provide for library management? 

5. How can libraries strengthen their role as community hubs? 

 

Series Summary 

This Series has introduced you to the foundations of library and information centre 
management, highlighting its purpose and relevance to the overall course. We began by 
defining management and exploring its scope within libraries, emphasising the importance 
of planning, organising, directing, and controlling resources. We then examined the roles, 
powers, and responsibilities of librarians, showing how they combine professional 
expertise with administrative authority. 

Following that, we discussed the principles and functions of management, focusing on 
guidelines such as division of labour, unity of command, and equity, as well as the 
management cycle of planning, organising, directing, and controlling. Finally, we explored 
contemporary perspectives, including emerging trends such as digital libraries and 
learning commons, alongside challenges like funding and staff training, and opportunities 
such as partnerships and community engagement. By completing this Series, you should 
now be able to define management in libraries (SLO 1.1), explain the librarian’s 
responsibilities (SLO 1.2), analyse principles and functions of management (SLO 1.3), and 
evaluate modern trends and challenges (SLO 1.4). 

 

Glossary of Terms 

• Authority: The power to give instructions and make decisions in an organisation. 

• Controlling: The management function of monitoring activities to ensure they align 
with plans. 

• Digital library: A collection of electronic resources accessible online. 

• Division of labour: Assigning specific tasks to individuals based on their skills to 
increase efficiency. 

• Equity: Fairness and respect in dealing with staff and users. 

• Learning commons: Collaborative spaces within libraries designed to support 
group study, technology use, and interactive learning. 

• Librarian: A professional responsible for overseeing the operations of a library or 
information centre. 

• Management: The process of planning, organising, directing, and controlling 
resources to achieve specific goals. 

• Organising: Arranging resources and tasks in a structured way. 
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• Planning: Setting objectives and determining the best course of action to achieve 
them. 

• Unity of command: The principle that each staff member should report to only one 
supervisor. 

 

Concept Check Questions  

Objective questions 

1. Which management function involves monitoring activities to ensure they align with 
plans? (Linked to SLO 1.3) 

2. What principle ensures that each staff member reports to only one supervisor? 
(Linked to SLO 1.3) 

3. A library that provides electronic resources accessible online is called a ______. 
(Linked to SLO 1.4) 

Short-answer questions 

4. Define management in the context of libraries and information centres. (Linked to 
SLO 1.1) 

5. List two responsibilities of a librarian in managing a library. (Linked to SLO 1.2) 

6. Identify two emerging trends in library management. (Linked to SLO 1.4) 

Long-answer questions 

7. Analyse the four key functions of management in libraries and explain how they 
contribute to effective service delivery. (Linked to SLO 1.3) 

8. Evaluate the challenges and opportunities facing modern library management, 
providing examples of how libraries can respond. (Linked to SLO 1.4) 

 

Answers to Concept Check Questions  

Objective questions 

1. Controlling. 

2. Unity of command. 

3. Digital library. 

Short-answer questions 

4. Management in libraries is the process of planning, organising, directing, and 
controlling resources to achieve specific goals. 
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5. Responsibilities include managing staff and preparing budgets. 

6. Emerging trends include digital libraries and learning commons. 

Long-answer questions 

7. Basic response: The four functions are planning, organising, directing, and 
controlling. Together, they ensure objectives are set, resources are arranged, staff are 
guided, and activities are monitored. Value-added response: Beyond the basics, these 
functions create a cycle of continuous improvement. For example, planning acquisitions 
ensures relevance, organising staff assignments improves efficiency, directing motivates 
staff, and controlling ensures accountability. 

8. Basic response: Challenges include funding and staff training, while opportunities 
include partnerships and community programmes. Value-added response: Libraries can 
respond by adopting open access resources to reduce costs, forming collaborations with 
universities for shared expertise, and offering literacy workshops to strengthen their role as 
community hubs. 

 

Answers to Pilot Questions  

Part 1.1 

1. Planning, organising, directing, controlling. 

2. It covers coordinating people, materials, finances, and technology in libraries. 

3. Manager, educator, facilitator. 

4. Authority to make decisions on acquisitions, staffing, and services. 

5. Managing collections, staff, budgets, and reporting activities. 

Part 1.2 

1. Assigning tasks based on skills to increase efficiency. 

2. It prevents confusion by ensuring staff report to one supervisor. 

3. Planning, organising, directing, controlling. 

4. Directing. 

5. It ensures activities align with plans and allows adjustments. 

Part 1.3 

1. Digital libraries provide electronic resources accessible online, unlike traditional 
libraries. 

2. Learning commons are collaborative spaces supporting group study and 
technology use. 
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3. Funding and staff training. 

4. Partnerships provide financial support and shared expertise. 

5. By offering literacy workshops, digital skills training, and cultural events. 

 

References and Attributions  

• Figure 1.1: Functions of management in libraries. AI prompt: "Create a simple 
diagram showing planning, organising, directing, and controlling as interconnected 
functions in library management." Suggested search: "functions of management 
diagram library OER". 

• Plate 1.1: Librarian guiding users in an information centre. AI prompt: "Generate an 
image of a librarian assisting students in a modern library with books and 
computers." Suggested search: "librarian assisting students modern library OER". 

• Figure 1.2: The management cycle in libraries. AI prompt: "Create a circular diagram 
showing planning, organising, directing, and controlling as interconnected 
functions in library management." Suggested search: "management cycle diagram 
library OER". 

• Figure 1.3: Emerging trends in library management. AI prompt: "Create a diagram 
showing traditional libraries evolving into digital libraries and learning commons, 
with arrows indicating progression." Suggested search: "digital library vs traditional 
library diagram OER". 

• Box 1.1: Selected principles of management in libraries. AI prompt: "Generate a 
simple table listing principles of management such as division of labour, authority 
and responsibility, unity of command, discipline, and equity." Suggested search: 
"principles of management in libraries OER". 

• Box 1.2: Challenges and opportunities in modern library management. AI prompt: 
"Generate a table with two columns listing challenges (funding, staff training, 
technology adoption) and opportunities (partnerships, open access, community 
programmes)." Suggested search: "library management challenges and 
opportunities OER". 
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LIS214 Management of Libraries and Information Centres (2 Units: 30LH) 

 

Series 2 Delegation, Committees, and Evaluation in Libraries 

Series outline 

• Part 2.1: Delegation of Authority in Libraries 

• Sub-Part 2.1.1: Meaning and importance of delegation 

• Sub-Part 2.1.2: Benefits and limitations of delegation in library settings 

• Part 2.2: Committees in Library Management 

• Sub-Part 2.2.1: Staff committees and their functions 

• Sub-Part 2.2.2: Library committees and their roles 

• Part 2.3: Evaluation in Library Management 

• Sub-Part 2.3.1: Purpose and scope of evaluation 

• Sub-Part 2.3.2: Methods and tools for evaluating library services 

 

Introduction 

Libraries and information centres thrive on collaboration and shared responsibility. 
Effective management requires not only clear leadership but also the ability to delegate 
authority, establish committees, and evaluate performance. These processes ensure that 
decision-making is inclusive, responsibilities are distributed, and services are 
continuously improved. 

The aim of this Series is to help you appreciate the significance of delegation, understand 
the roles of committees, and recognise the importance of evaluation in maintaining 
effective library operations. 

We shall commence this Series by examining the meaning and importance of delegation of 
authority, followed by its benefits and limitations in library settings. Next, we will explore 
the role of committees, beginning with staff committees and continuing with library 
committees. Finally, we will conclude by considering evaluation, its purpose, scope, and 
the methods used to assess library services. 

 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

• SLO 2.1 define delegation of authority and explain its importance in libraries, 

• SLO 2.2 analyse the benefits and limitations of delegation in library management, 
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• SLO 2.3 describe the functions of staff committees in libraries, 

• SLO 2.4 explain the roles of library committees in decision-making, and 

• SLO 2.5 evaluate the purpose, scope, and methods of library service evaluation. 

 

2.1 Delegation of Authority in Libraries 

2.1.1 Meaning and importance of delegation 

Delegation refers to the process by which a manager assigns responsibility and authority 
to another person to carry out specific tasks. In libraries, delegation allows the librarian to 
distribute duties among staff members so that operations run smoothly and efficiently. It is 
important because no single person can manage all aspects of a library, especially when 
dealing with diverse services such as acquisitions, cataloguing, circulation, and digital 
resources. 

Delegation also empowers staff, builds trust, and encourages professional growth. When 
authority is shared, staff members feel valued and motivated, which contributes to 
improved service delivery. However, effective delegation requires clarity in instructions 
and accountability to ensure that tasks are completed as expected. 

Fill in the blank: Delegation in libraries involves assigning responsibility and ______ to 
another person to carry out tasks. 
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2.1.2 Benefits and limitations of delegation in library settings 

Delegation offers several benefits in library management. It reduces the workload of the 
librarian, ensures tasks are completed more quickly, and allows staff to develop new 
skills. For example, delegating cataloguing responsibilities to trained staff frees the 
librarian to focus on strategic planning. Delegation also promotes teamwork and enhances 
decision-making by involving multiple perspectives. 

However, delegation has limitations. If tasks are not clearly defined, staff may become 
confused about their responsibilities. There is also the risk of uneven workload 
distribution, where some staff members may feel overburdened. Additionally, delegation 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

requires trust, and if staff lack competence or commitment, delegated tasks may not be 
completed effectively. 

Fill in the blank: One limitation of delegation is the risk of uneven ______ distribution among 
staff. 

 

 

Pilot questions 2.1 

1. Define delegation in the context of library management. 

2. Why is delegation important in libraries? 

3. Identify two benefits of delegation in library settings. 
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4. What is one limitation of delegation if tasks are not clearly defined? 

5. How does delegation contribute to staff motivation? 

 

2.2 Committees in Library Management 

2.2.1 Staff committees and their functions 

Staff committees are groups formed within a library to involve employees in decision-
making and operational matters. They provide a platform for staff to share ideas, raise 
concerns, and contribute to the management of the library. Functions of staff committees 
include advising on workflow, recommending improvements in service delivery, and 
fostering teamwork among employees. 

By involving staff in committees, librarians encourage participation and ownership of 
library goals. This approach also helps to identify practical solutions to challenges, since 
staff members are directly engaged in daily operations. 

Fill in the blank: Staff committees provide a platform for employees to share ideas and 
contribute to ______ matters. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

 

 

2.2.2 Library committees and their roles 

Library committees are formal bodies, often including representatives from the institution 
or community, that oversee major decisions about library policy, funding, and 
development. Their roles include approving budgets, guiding acquisitions, and ensuring 
that library services align with institutional or community objectives. 

Library committees also act as a bridge between the library and its stakeholders. They 
provide oversight, ensure accountability, and support strategic planning. For example, a 
university library committee may decide on priorities for digital resource subscriptions or 
approve plans for expanding study spaces. 
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Fill in the blank: Library committees act as a bridge between the library and its ______. 

 

 

Pilot questions 2.2 

1. What is the main purpose of staff committees in libraries? 

2. Identify two functions of staff committees. 

3. Who typically makes up library committees? 

4. What role do library committees play in budgeting? 

5. How do library committees support accountability in library management? 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

 

2.3 Evaluation in Library Management 

2.3.1 Purpose and scope of evaluation 

Evaluation refers to the systematic assessment of library services, resources, and 
operations to determine their effectiveness and efficiency. In libraries, evaluation helps 
managers identify strengths, weaknesses, and areas for improvement. The purpose of 
evaluation is to ensure that services meet user needs, resources are used wisely, and the 
library remains accountable to stakeholders. 

The scope of evaluation in libraries is broad. It may include assessing the quality of 
collections, the performance of staff, the effectiveness of programmes, and the 
satisfaction of users. Evaluation also extends to financial management, ensuring that 
budgets are spent appropriately and that investments in digital resources or infrastructure 
yield positive outcomes. 

Fill in the blank: Evaluation in libraries is the systematic assessment of services, 
resources, and ______ to determine effectiveness. 
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2.3.2 Methods and tools for evaluating library services 

Libraries use various methods to evaluate their services. Common methods include 
surveys, interviews, and focus groups to gather feedback from users. Usage statistics, 
such as circulation records and database access logs, provide quantitative data on how 
resources are being utilised. 

Tools for evaluation may include performance indicators, benchmarking against other 
libraries, and management information systems. For example, a library may use key 
performance indicators (KPIs) such as the number of books borrowed per month or the 
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percentage of users satisfied with digital services. These tools help managers make 
informed decisions and improve service delivery. 

Fill in the blank: Surveys, interviews, and focus groups are common ______ used to 
evaluate library services. 

 

 

 

Pilot questions 2.3 

1. What is the purpose of evaluation in library management? 
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2. Identify two areas included in the scope of evaluation. 

3. Name two methods commonly used to evaluate library services. 

4. What are key performance indicators (KPIs) in library evaluation? 

5. How does benchmarking support library evaluation? 

 

Series Summary 

This Series has explored how delegation, committees, and evaluation contribute to 
effective library management. We began by examining the meaning and importance of 
delegation, highlighting how authority and responsibility can be shared to improve 
efficiency and motivate staff, while also considering its benefits and limitations. We then 
moved on to committees, focusing first on staff committees that encourage participation 
and teamwork, and then on library committees that provide oversight, accountability, and 
strategic guidance. Finally, we discussed evaluation, its purpose and scope, and the 
methods and tools used to assess library services, ensuring that libraries remain 
responsive and accountable. 

By completing this Series, you should now be able to define delegation and explain its 
importance (SLO 2.1), analyse its benefits and limitations (SLO 2.2), describe the functions 
of staff committees (SLO 2.3), explain the roles of library committees (SLO 2.4), and 
evaluate the purpose, scope, and methods of library service evaluation (SLO 2.5). 

 

Glossary of Terms 

• Delegation: The process of assigning responsibility and authority to another person 
to carry out specific tasks. 

• Evaluation: The systematic assessment of library services, resources, and 
operations to determine effectiveness and efficiency. 

• Key performance indicators (KPIs): Measurable values used to assess the 
success of library services, such as circulation statistics or user satisfaction rates. 

• Library committee: A formal body, often including institutional or community 
representatives, that oversees major decisions about library policy, funding, and 
development. 

• Staff committee: A group formed within a library to involve employees in decision-
making and operational matters. 

 

Concept Check Questions 

Objective questions 
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1. Delegation in libraries involves assigning responsibility and ______ to another 
person. (Linked to SLO 2.1) 

2. Which type of committee provides oversight and accountability in library 
management? (Linked to SLO 2.4) 

3. Surveys and usage statistics are examples of ______ used in library evaluation. 
(Linked to SLO 2.5) 

Short-answer questions 

4. Define delegation in the context of library management. (Linked to SLO 2.1) 

5. List two benefits of delegation in libraries. (Linked to SLO 2.2) 

6. Identify two functions of staff committees. (Linked to SLO 2.3) 

7. What is the purpose of evaluation in library management? (Linked to SLO 2.5) 

Long-answer questions 

8. Analyse the benefits and limitations of delegation in library settings, providing 
examples. (Linked to SLO 2.2) 

9. Evaluate the roles of library committees in decision-making and accountability, with 
reference to budgeting and acquisitions. (Linked to SLO 2.4) 

10. Discuss the scope of evaluation in libraries and explain how methods such as 
surveys and KPIs contribute to service improvement. (Linked to SLO 2.5) 

 

Answers to Concept Check Questions  

Objective questions 

1. Authority. 

2. Library committee. 

3. Methods. 

Short-answer questions 

4. Delegation is the process of assigning responsibility and authority to another person 
to carry out specific tasks. 

5. Benefits include reducing workload and promoting teamwork. 

6. Functions include advising on workflow and recommending service improvements. 

7. The purpose of evaluation is to assess effectiveness, ensure accountability, and 
identify areas for improvement. 

Long-answer questions 
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8. Basic response: Delegation reduces workload and promotes teamwork but may 
cause confusion or uneven workload if not clearly defined. Value-added response: For 
example, delegating cataloguing tasks allows librarians to focus on strategic planning, but 
without clear instructions, staff may duplicate efforts or neglect responsibilities. 

9. Basic response: Library committees oversee budgeting and acquisitions, ensuring 
accountability. Value-added response: They act as a bridge between librarians and 
stakeholders, approving resource priorities and guiding strategic development, which 
strengthens institutional alignment. 

10. Basic response: Evaluation covers collections, staff, programmes, finances, and 
user satisfaction. Methods such as surveys and KPIs provide measurable insights. Value-
added response: For instance, KPIs like database usage statistics highlight resource 
effectiveness, while surveys reveal user satisfaction, enabling libraries to adjust services 
proactively. 

 

 

Answers to Pilot Questions  

Part 2.1 

1. Delegation is assigning responsibility and authority to another person. 

2. It is important because it distributes workload and empowers staff. 

3. Benefits include reducing workload and skill development. 

4. Confusion about responsibilities. 

5. It motivates staff by making them feel valued. 

Part 2.2 

1. To involve employees in decision-making and operational matters. 

2. Advising on workflow and recommending service improvements. 

3. Representatives from institutions or communities. 

4. Approving and guiding budget allocations. 

5. By providing oversight and ensuring accountability. 

Part 2.3 

1. To assess effectiveness and efficiency of library services. 

2. Collections and user satisfaction. 

3. Surveys and usage statistics. 
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4. KPIs are measurable values used to assess success. 

5. Benchmarking allows comparison with other libraries to identify best practices. 

 

References and Attributions  
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• Box 2.1: Benefits and limitations of delegation in libraries. AI prompt: "Generate a 
table with two columns listing benefits (reduces workload, promotes teamwork, 
skill development) and limitations (confusion, uneven workload, lack of 
competence)." Suggested search: "delegation benefits and limitations library OER". 

• Box 2.2: Functions of staff committees in libraries. AI prompt: "Generate a table 
listing functions of staff committees such as advising on workflow, recommending 
service improvements, and fostering teamwork." Suggested search: "staff 
committees functions library OER". 

• Figure 2.2: Roles of library committees in library management. AI prompt: "Create a 
diagram showing library committees connecting librarians with stakeholders, with 
arrows indicating oversight and support." Suggested search: "library committees 
roles diagram OER". 

• Figure 2.3: Scope of evaluation in library management. AI prompt: "Create a 
diagram showing evaluation areas in libraries: collections, staff, programmes, 
finances, and user satisfaction." Suggested search: "library evaluation scope 
diagram OER". 

• Box 2.3: Methods and tools for evaluating library services. AI prompt: "Generate a 
table listing methods (surveys, interviews, focus groups, usage statistics) and tools 
(KPIs, benchmarking, management information systems)." Suggested search: 
"library evaluation methods and tools OER". 
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LIS214 Management of Libraries and Information Centres (2 Units: 30LH) 

 

Series 3 Goal Setting, Action Planning, and Reporting 

Series outline 

• Part 3.1: Goal Setting in Library Management 

• Sub-Part 3.1.1: Meaning and importance of goal setting 

• Sub-Part 3.1.2: Characteristics of effective goals 

• Part 3.2: Developing Action Plans 

• Sub-Part 3.2.1: Steps in creating action plans 

• Sub-Part 3.2.2: Linking action plans to library objectives 

• Part 3.3: Budgeting and Reporting in Libraries 

• Sub-Part 3.3.1: Role of budgeting in library management 

• Sub-Part 3.3.2: Reporting library activities and outcomes 

 

Introduction 

Libraries and information centres must operate with clear direction to remain effective and 
relevant. This requires setting goals, developing action plans, and reporting outcomes in a 
structured way. These processes ensure that libraries not only define what they want to 
achieve but also map out how to achieve it and communicate their progress to 
stakeholders. 

The aim of this Series is to equip you with the skills to set meaningful goals, design 
practical action plans, and understand the importance of budgeting and reporting in library 
management. 

We shall commence this Series by examining the meaning and importance of goal setting, 
followed by the characteristics of effective goals. Next, we will explore how to develop 
action plans, including the steps involved and how they link to library objectives. Finally, 
we will conclude by considering budgeting and reporting, focusing on their role in 
managing resources and communicating library activities. 

 

Series Learning Outcomes 

Upon completing this Series, you should be able to: 

• SLO 3.1 define goal setting and explain its importance in library management, 

• SLO 3.2 identify the characteristics of effective goals, 
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• SLO 3.3 demonstrate the steps involved in creating action plans, 

• SLO 3.4 analyse how action plans link to library objectives, 

• SLO 3.5 explain the role of budgeting in library management, and 

• SLO 3.6 evaluate the importance of reporting library activities and outcomes. 

 

3.1 Goal Setting in Library Management 

3.1.1 Meaning and importance of goal setting 

Goal setting refers to the process of defining clear objectives that guide the activities of a 
library or information centre. Goals provide direction, establish priorities, and serve as 
benchmarks for measuring success. In library management, goal setting is essential 
because it ensures that services are aligned with the needs of users and the mission of the 
institution. 

For example, a library may set a goal to expand its digital resources within a year, or to 
improve user satisfaction through enhanced customer service. These goals help staff 
focus their efforts and provide a basis for evaluating progress. Without clear goals, libraries 
risk operating without purpose, which can lead to wasted resources and ineffective 
services. 

Fill in the blank: Goal setting in libraries provides direction, establishes priorities, and 
serves as ______ for measuring success. 
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3.1.2 Characteristics of effective goals 

Effective goals must possess certain characteristics to be meaningful and achievable. 
These include: 

• Specificity, meaning goals should be clear and precise rather than vague. For 
instance, “increase circulation by 20%” is more specific than “improve circulation.” 

• Measurability, which ensures that progress can be tracked using indicators such 
as statistics or surveys. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

• Achievability, meaning goals should be realistic given the library’s resources and 
constraints. 

• Relevance, which ensures that goals align with the library’s mission and user 
needs. 

• Time-bound, meaning goals should have a clear deadline to encourage 
accountability. 

Together, these characteristics form the SMART framework, which is widely used in 
management. Applying SMART goals in libraries ensures that objectives are practical and 
results-oriented. 

Fill in the blank: Effective goals should be specific, measurable, achievable, relevant, and 
______. 
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Pilot questions 3.1 

1. Define goal setting in the context of library management. 

2. Why is goal setting important for libraries? 

3. Identify three characteristics of effective goals. 

4. What does the acronym SMART stand for in goal setting? 

5. Give one example of a specific goal a library might set. 
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3.2 Developing Action Plans 

3.2.1 Steps in creating action plans 

An action plan is a structured outline of tasks and activities designed to achieve specific 
goals. In libraries, action plans translate broad objectives into practical steps that staff can 
follow. The process of creating an action plan typically involves: 

1. Identifying the goal, which must be clear and specific. 

2. Breaking the goal into tasks, so that each step is manageable. 

3. Assigning responsibilities, ensuring that staff members know what they are 
expected to do. 

4. Setting timelines, which provide deadlines for completing tasks. 

5. Allocating resources, such as funds, materials, or technology needed to 
accomplish the tasks. 

6. Monitoring progress, to ensure that the plan is being implemented effectively. 

For example, if the goal is to improve user satisfaction, the action plan may include 
conducting surveys, training staff in customer service, and upgrading facilities. 

Fill in the blank: An action plan translates broad objectives into practical ______ that staff 
can follow. 
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3.2.2 Linking action plans to library objectives 

Action plans must be closely linked to the objectives of the library to ensure relevance and 
effectiveness. Objectives are specific targets derived from the library’s mission and goals. 
Linking action plans to objectives ensures that every activity contributes to the overall 
purpose of the library. 

For instance, if a library’s objective is to expand access to digital resources, the action plan 
might include subscribing to new databases, training staff in digital literacy, and promoting 
online services to users. This alignment prevents wasted effort and ensures that resources 
are directed towards meaningful outcomes. 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

Fill in the blank: Linking action plans to library ______ ensures that activities contribute to 
the overall purpose of the library. 

 

 

 

Pilot questions 3.2 

1. What is an action plan in the context of library management? 

2. Identify three steps involved in creating an action plan. 

3. Why is it important to assign responsibilities in an action plan? 
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4. Give one example of how an action plan can support a library objective. 

5. How does linking action plans to objectives prevent wasted effort? 

 

3.3 Budgeting and Reporting in Libraries 

3.3.1 Role of budgeting in library management 

Budgeting refers to the process of planning and allocating financial resources to support 
library operations and services. In libraries, budgeting ensures that funds are distributed 
effectively across different areas such as acquisitions, staffing, technology, and 
maintenance. A well-prepared budget helps managers prioritise needs, avoid 
overspending, and justify financial requests to stakeholders. 

Budgeting also plays a strategic role by aligning financial planning with the library’s goals. 
For example, if a library sets a goal to expand digital resources, the budget must allocate 
sufficient funds for subscriptions, training, and infrastructure. Without proper budgeting, 
libraries risk resource shortages and service interruptions. 

Fill in the blank: Budgeting in libraries ensures that funds are distributed effectively across 
acquisitions, staffing, technology, and ______. 
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3.3.2 Reporting library activities and outcomes 

Reporting refers to the process of documenting and communicating the activities, 
achievements, and challenges of a library. Reports provide transparency and 
accountability, showing stakeholders how resources have been used and what outcomes 
have been achieved. 

Reports may include statistics on circulation, attendance at programmes, user 
satisfaction surveys, and financial summaries. They also highlight successes, such as new 
services introduced, and identify areas needing improvement. Effective reporting 
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strengthens trust between the library and its stakeholders, and it supports future planning 
and funding requests. 

For example, an annual report might show that a library increased its digital resource 
usage by 30%, introduced literacy workshops, and improved user satisfaction scores. 
Such reporting demonstrates impact and justifies continued investment. 

Fill in the blank: Reporting in libraries provides transparency and ______ by showing how 
resources have been used. 

 

 

Pilot questions 3.3 
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1. What is budgeting in the context of library management? 

2. Identify two categories where library budgets are typically allocated. 

3. Why is budgeting important for achieving library goals? 

4. What is the purpose of reporting library activities? 

5. Give one example of information that might be included in a library report. 

Series Summary 

This Series has focused on how libraries set goals, develop action plans, and report their 
activities to ensure effective management. We began by examining the meaning and 
importance of goal setting, highlighting how clear objectives provide direction, establish 
priorities, and serve as benchmarks for success. We then explored the characteristics of 
effective goals, emphasising the SMART framework. Following that, we discussed how 
action plans are created, breaking down goals into tasks, assigning responsibilities, and 
linking them to library objectives. Finally, we considered budgeting and reporting, showing 
how financial planning supports goals and how reporting ensures transparency and 
accountability. 

By completing this Series, you should now be able to define goal setting and explain its 
importance (SLO 3.1), identify the characteristics of effective goals (SLO 3.2), demonstrate 
the steps in creating action plans (SLO 3.3), analyse how action plans link to objectives 
(SLO 3.4), explain the role of budgeting (SLO 3.5), and evaluate the importance of reporting 
library activities and outcomes (SLO 3.6). 

 

Glossary of Terms 

• Action plan: A structured outline of tasks and activities designed to achieve 
specific goals. 

• Benchmark: A standard or reference point used to measure progress or success. 

• Budgeting: The process of planning and allocating financial resources to support 
library operations. 

• Goal setting: The process of defining clear objectives that guide the activities of a 
library. 

• Reporting: Documenting and communicating the activities, achievements, and 
challenges of a library. 

• SMART goals: Goals that are specific, measurable, achievable, relevant, and time-
bound. 

• Timeline: A schedule or deadline for completing tasks within an action plan. 
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Concept Check Questions 

Objective questions 

1. Goal setting provides direction, establishes priorities, and serves as ______ for 
success. (Linked to SLO 3.1) 

2. Which framework is used to describe effective goals? (Linked to SLO 3.2) 

3. Budgeting in libraries ensures that funds are distributed effectively across 
acquisitions, staffing, technology, and ______. (Linked to SLO 3.5) 

Short-answer questions 

4. Define goal setting in the context of library management. (Linked to SLO 3.1) 

5. List three characteristics of effective goals. (Linked to SLO 3.2) 

6. Identify two steps in creating an action plan. (Linked to SLO 3.3) 

7. What is the purpose of reporting library activities? (Linked to SLO 3.6) 

Long-answer questions 

8. Demonstrate the steps involved in creating an action plan and explain why each 
step is important. (Linked to SLO 3.3) 

9. Analyse how action plans link to library objectives, using an example. (Linked to 
SLO 3.4) 

10. Evaluate the role of budgeting and reporting in ensuring accountability and effective 
service delivery in libraries. (Linked to SLO 3.5, SLO 3.6) 

 

Answers to Concept Check Questions  

Objective questions 

1. Benchmarks. 

2. SMART framework. 

3. Maintenance. 

Short-answer questions 

4. Goal setting is the process of defining clear objectives that guide the activities of a 
library. 

5. Specific, measurable, achievable. 

6. Identifying the goal and assigning responsibilities. 
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7. Reporting provides transparency and accountability by showing how resources 
have been used and what outcomes have been achieved. 

Long-answer questions 

8. Basic response: Steps include identifying the goal, breaking it into tasks, assigning 
responsibilities, setting timelines, allocating resources, and monitoring progress. Value-
added response: Each step ensures clarity and accountability. For example, assigning 
responsibilities prevents confusion, while monitoring progress ensures adjustments can 
be made if needed. 

9. Basic response: Action plans link to objectives by ensuring activities contribute to 
the library’s mission. Value-added response: For instance, if the objective is to expand 
digital resources, the action plan may include subscribing to databases, training staff, and 
promoting services, all directly supporting the objective. 

10. Basic response: Budgeting ensures resources are allocated effectively, while 
reporting communicates outcomes to stakeholders. Value-added response: Together, 
they strengthen accountability and support future planning. For example, a budget aligned 
with digital expansion and a report showing increased usage justify continued investment. 

 

Answers to Pilot Questions  

Part 3.1 

1. Goal setting is defining clear objectives that guide library activities. 

2. It ensures services are aligned with user needs and institutional mission. 

3. Specificity, measurability, achievability. 

4. Specific, measurable, achievable, relevant, time-bound. 

5. Increase circulation by 20%. 

Part 3.2 

1. An action plan is a structured outline of tasks to achieve goals. 

2. Identifying the goal, breaking it into tasks, assigning responsibilities. 

3. It ensures staff know their duties and accountability is maintained. 

4. Expanding digital resources through subscriptions and training. 

5. It ensures resources and efforts are directed towards meaningful outcomes. 

Part 3.3 

1. Budgeting is planning and allocating financial resources. 

2. Acquisitions and staffing. 
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3. It aligns financial planning with library goals. 

4. To provide transparency and accountability. 

5. Circulation statistics. 

 

References and Attributions 

• Figure 3.1: Importance of goal setting in libraries. AI prompt: "Create a diagram 
showing goal setting as the foundation of direction, priorities, and benchmarks in 
library management." Suggested search: "goal setting importance library 
management OER". 

• Box 3.1: Characteristics of effective goals (SMART framework). AI prompt: 
"Generate a table listing SMART characteristics: Specific, Measurable, Achievable, 
Relevant, Time-bound." Suggested search: "SMART goals framework library 
management OER". 

• Figure 3.2: Steps in creating an action plan. AI prompt: "Create a flowchart showing 
steps in creating an action plan: goal, tasks, responsibilities, timelines, resources, 
monitoring." Suggested search: "action plan steps library management OER". 

• Box 3.2: Example of linking action plans to objectives. AI prompt: "Generate a table 
showing a library objective (expand digital resources) and corresponding action 
plan steps (subscribe to databases, train staff, promote services)." Suggested 
search: "library action plan objectives OER". 

• Figure 3.3: Role of budgeting in library management. AI prompt: "Create a diagram 
showing budget allocation categories in libraries: acquisitions, staffing, technology, 
maintenance." Suggested search: "library budgeting allocation diagram OER". 

• Box 3.3: Examples of reporting in libraries. AI prompt: "Generate a table showing 
examples of reporting: circulation statistics, programme attendance, user 
satisfaction surveys, financial summaries." Suggested search: "library reporting 
examples OER". 
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LIS214 Management of Libraries and Information Centres (2 Units) 

 

Series 4 Managing Resources, Time, People, and Finances 

Series outline 

• Part 4.1: Managing Library Resources 

• Sub-Part 4.1.1: Types of resources in libraries 

• Sub-Part 4.1.2: Strategies for effective resource management 

• Part 4.2: Time Management in Libraries 

• Sub-Part 4.2.1: Importance of time management 

• Sub-Part 4.2.2: Techniques for managing time effectively 

• Part 4.3: Managing People in Library Settings 

• Sub-Part 4.3.1: Staff motivation and leadership 

• Sub-Part 4.3.2: Communication and teamwork 

• Part 4.4: Financial Management in Libraries 

• Sub-Part 4.4.1: Budget preparation and allocation 

• Sub-Part 4.4.2: Financial accountability and sustainability 

 

Introduction 

Libraries and information centres depend on the effective management of resources, time, 
people, and finances to deliver quality services. Each of these areas requires careful 
planning and coordination to ensure that the library remains efficient, sustainable, and 
responsive to user needs. 

The aim of this Series is to provide you with practical knowledge and skills for managing 
resources, time, people, and finances in library settings, enabling you to balance priorities 
and achieve organisational goals. 

We shall commence this Series by examining the types of resources in libraries and 
strategies for managing them effectively. Next, we will explore time management, 
considering its importance and techniques for efficient use of time. Following that, we will 
focus on managing people, including staff motivation, leadership, communication, and 
teamwork. Finally, we will conclude with financial management, covering budget 
preparation, allocation, accountability, and sustainability. 

 

Series Learning Outcomes 
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Upon completing this Series, you should be able to: 

• SLO 4.1 identify the types of resources in libraries and explain strategies for 
managing them, 

• SLO 4.2 analyse the importance of time management and apply techniques for 
effective use of time, 

• SLO 4.3 demonstrate approaches to motivating staff and fostering leadership in 
libraries, 

• SLO 4.4 explain the role of communication and teamwork in managing people, 

• SLO 4.5 design a budget for library operations and analyse allocation strategies, 
and 

• SLO 4.6 evaluate financial accountability and sustainability in library management. 

 

4.1 Managing Library Resources 

4.1.1 Types of resources in libraries 

Libraries manage a wide range of resources that support learning, research, and 
community engagement. These resources can be grouped into: 

• Human resources: Librarians, staff, and volunteers who provide services and 
expertise. 

• Information resources: Books, journals, databases, and digital collections that 
form the core of library services. 

• Physical resources: Buildings, furniture, equipment, and technology 
infrastructure. 

• Financial resources: Funds allocated for acquisitions, staffing, maintenance, and 
innovation. 

Each type of resource plays a vital role in ensuring that the library functions effectively. For 
example, information resources provide content, while human resources ensure that 
users can access and use that content efficiently. 

Fill in the blank: Human, information, physical, and ______ resources are the main 
categories managed in libraries. 
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4.1.2 Strategies for effective resource management 

Effective resource management ensures that libraries maximise the use of their assets 
while avoiding waste. Key strategies include: 

• Resource planning, which involves forecasting needs and aligning resources with 
library goals. 

• Prioritisation, ensuring that essential services receive adequate support before 
less critical ones. 
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• Maintenance and preservation, particularly for physical and information 
resources, to extend their lifespan. 

• Capacity building, such as training staff to improve human resource effectiveness. 

• Monitoring and evaluation, to assess how resources are being used and make 
adjustments where necessary. 

For example, a library may prioritise funding for digital subscriptions over furniture 
upgrades if user demand for online resources is higher. 

Fill in the blank: Effective resource management involves planning, prioritisation, 
maintenance, capacity building, and ______. 
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Pilot questions 4.1 

1. Identify the four main types of resources managed in libraries. 

2. Why are human resources important in library management? 

3. List two strategies for effective resource management. 

4. How does prioritisation support resource management? 

5. Give one example of how a library might adjust resource allocation based on user 
demand. 

 

4.2 Time Management in Libraries 

4.2.1 Importance of time management 

Time management refers to the ability to plan and control how time is spent on specific 
activities to increase efficiency and productivity. In libraries, time management is crucial 
because staff must balance multiple responsibilities such as acquisitions, cataloguing, 
user services, and administrative tasks. 

Good time management ensures that deadlines are met, services are delivered promptly, 
and users’ needs are addressed without unnecessary delays. It also reduces stress among 
staff and allows the library to operate smoothly. For example, allocating specific hours for 
cataloguing and user assistance helps staff remain organised and effective. 

Fill in the blank: Time management in libraries ensures that deadlines are met and services 
are delivered ______. 
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4.2.2 Techniques for managing time effectively 

Libraries can adopt several techniques to manage time effectively: 

• Prioritisation, focusing on tasks that are most urgent or important. 

• Scheduling, using calendars or timetables to allocate time for specific activities. 

• Delegation, assigning tasks to staff members to avoid overload. 

• Avoiding procrastination, ensuring tasks are completed promptly. 

• Time audits, reviewing how time is spent to identify areas for improvement. 
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For example, a librarian may schedule mornings for administrative work and afternoons for 
user services, ensuring both areas receive adequate attention. 

Fill in the blank: One technique for effective time management is conducting time ______ to 
review how time is spent. 

 

 

Pilot questions 4.2 

1. Define time management in the context of libraries. 

2. Why is time management important for library staff? 
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3. Identify two techniques for effective time management. 

4. How does delegation support time management? 

5. Give one example of how a librarian might schedule tasks to improve efficiency. 

 

4.3 Managing People in Library Settings 

4.3.1 Staff motivation and leadership 

Managing people in libraries requires strong leadership and effective strategies for staff 
motivation. Librarians and managers must inspire staff to work towards shared goals 
while ensuring that individual needs are recognised. Motivation can be achieved through: 

• Recognition and rewards, such as acknowledging staff achievements. 

• Professional development, offering training and opportunities for growth. 

• Participation in decision-making, involving staff in committees and planning. 

• Supportive leadership, where managers provide guidance and encouragement. 

Leadership styles also matter. Transformational leaders, for example, inspire staff by 
creating a vision and encouraging innovation, while democratic leaders foster 
collaboration and inclusiveness. 

Fill in the blank: Staff motivation in libraries can be achieved through recognition, 
professional development, participation, and ______ leadership. 
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4.3.2 Communication and teamwork 

Communication and teamwork are essential for managing people effectively in libraries. 
Clear communication ensures that staff understand their roles, responsibilities, and 
organisational goals. It also reduces misunderstandings and fosters trust. 

Teamwork allows staff to collaborate, share ideas, and solve problems collectively. In 
libraries, teamwork is vital in areas such as cataloguing projects, organising events, or 
managing user services. Effective teamwork requires respect, cooperation, and a 
willingness to support one another. 
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For example, when planning a literacy workshop, staff may work together by dividing tasks 
such as publicity, resource preparation, and event facilitation. 

Fill in the blank: Effective teamwork in libraries requires respect, cooperation, and a 
willingness to ______ one another. 

 

 

Pilot questions 4.3 

1. Why is staff motivation important in library management? 

2. Identify two strategies for motivating library staff. 
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3. What leadership style encourages collaboration and inclusiveness? 

4. Why is clear communication essential in managing people? 

5. Give one example of teamwork in a library setting. 

 

 

4.4 Financial Management in Libraries 

4.4.1 Budget preparation and allocation 

Budget preparation in libraries involves forecasting financial needs and planning how 
funds will be spent to support operations and services. This process requires identifying 
priorities such as acquisitions, staffing, technology, and maintenance. A well-prepared 
budget ensures that resources are allocated fairly and strategically, aligning financial 
planning with the library’s goals. 

Allocation refers to distributing funds across different categories. For example, a library 
may allocate a larger portion of its budget to digital subscriptions if user demand for online 
resources is high. Effective allocation prevents overspending and ensures that essential 
services are sustained. 

Fill in the blank: Budget preparation in libraries involves forecasting financial needs and 
planning how ______ will be spent. 
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4.4.2 Financial accountability and sustainability 

Financial accountability means being transparent about how funds are used and 
ensuring compliance with policies and regulations. Libraries achieve accountability 
through regular financial reporting, audits, and documentation of expenditures. This builds 
trust with stakeholders and justifies continued funding. 

Sustainability refers to the ability of libraries to maintain services over time despite 
financial challenges. Strategies for sustainability include diversifying funding sources, 
adopting cost-effective technologies, and forming partnerships with institutions or 
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communities. For example, a library may sustain its digital services by combining 
government funding with grants and donations. 

Fill in the blank: Financial accountability in libraries is achieved through reporting, audits, 
and documentation of ______. 

 

 

 

Pilot questions 4.4 

1. What is budget preparation in the context of library management? 
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2. Identify two categories where funds are typically allocated in libraries. 

3. Why is financial accountability important for libraries? 

4. What does sustainability mean in library financial management? 

5. Give one example of a strategy for sustaining library services. 

 

Series Summary 

This Series has explored the practical aspects of managing resources, time, people, and 
finances in libraries. We began by identifying the different types of resources—human, 
information, physical, and financial—and discussed strategies for managing them 
effectively. We then examined the importance of time management, highlighting 
techniques such as prioritisation, scheduling, delegation, and time audits. Following that, 
we focused on managing people, considering staff motivation, leadership styles, 
communication, and teamwork. Finally, we addressed financial management, covering 
budget preparation, allocation, accountability, and sustainability. 

By completing this Series, you should now be able to identify types of resources and 
strategies for managing them (SLO 4.1), analyse the importance of time management and 
apply techniques effectively (SLO 4.2), demonstrate approaches to motivating staff and 
fostering leadership (SLO 4.3), explain the role of communication and teamwork (SLO 4.4), 
design a budget and analyse allocation strategies (SLO 4.5), and evaluate financial 
accountability and sustainability in library management (SLO 4.6). 

 

Glossary of Terms 

• Accountability: Being transparent and responsible for how funds or resources are 
used. 

• Delegation: Assigning tasks or responsibilities to others to manage workload. 

• Financial resources: Funds available for acquisitions, staffing, maintenance, and 
innovation. 

• Human resources: Librarians, staff, and volunteers who provide services and 
expertise. 

• Maintenance: Activities aimed at preserving physical and information resources. 

• Resource management: Strategies for planning, prioritising, and monitoring library 
assets. 

• Scheduling: Allocating specific times for tasks to improve efficiency. 

• Sustainability: The ability of libraries to maintain services over time despite 
financial challenges. 
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• Teamwork: Collaborative effort among staff to achieve shared goals. 

• Time audits: Reviewing how time is spent to identify areas for improvement. 

 

Concept Check Questions  

Objective questions 

1. Human, information, physical, and ______ resources are the main categories 
managed in libraries. (Linked to SLO 4.1) 

2. Time management ensures that deadlines are met and services are delivered 
______. (Linked to SLO 4.2) 

3. Which leadership style fosters collaboration and inclusiveness? (Linked to SLO 4.3) 

4. Financial accountability in libraries is achieved through reporting, audits, and 
documentation of ______. (Linked to SLO 4.6) 

Short-answer questions 

5. Define resource management in the context of libraries. (Linked to SLO 4.1) 

6. List two techniques for effective time management. (Linked to SLO 4.2) 

7. Identify two strategies for motivating library staff. (Linked to SLO 4.3) 

8. Why is communication important in managing people in libraries? (Linked to SLO 
4.4) 

9. What is sustainability in library financial management? (Linked to SLO 4.6) 

Long-answer questions 

10. Analyse strategies for effective resource management in libraries, providing 
examples. (Linked to SLO 4.1) 

11. Demonstrate how time management techniques can improve efficiency in library 
operations. (Linked to SLO 4.2) 

12. Evaluate the importance of staff motivation, leadership, communication, and 
teamwork in managing people. (Linked to SLO 4.3, SLO 4.4) 

13. Discuss the role of budgeting, allocation, accountability, and sustainability in 
financial management of libraries. (Linked to SLO 4.5, SLO 4.6) 

 

Answers to Concept Check Questions  

Objective questions 

1. Financial. 
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2. Promptly. 

3. Democratic leadership. 

4. Expenditures. 

Short-answer questions 

5. Resource management is the planning, prioritisation, and monitoring of library 
assets to maximise efficiency. 

6. Scheduling and delegation. 

7. Recognition and professional development. 

8. Communication ensures clarity of roles, reduces misunderstandings, and fosters 
trust. 

9. Sustainability means maintaining services over time despite financial challenges. 

Long-answer questions 

10. Basic response: Strategies include planning, prioritisation, maintenance, capacity 
building, and monitoring. Value-added response: For example, prioritising digital 
subscriptions over furniture upgrades ensures resources meet user demand, while training 
staff enhances human resource effectiveness. 

11. Basic response: Techniques such as scheduling, delegation, and time audits 
improve efficiency. Value-added response: For instance, scheduling mornings for 
cataloguing and afternoons for user services balances workload and ensures timely 
delivery. 

12. Basic response: Motivation, leadership, communication, and teamwork are 
essential for managing people effectively. Value-added response: Recognition motivates 
staff, democratic leadership fosters collaboration, clear communication reduces errors, 
and teamwork ensures collective problem-solving. 

13. Basic response: Budgeting and allocation ensure resources are planned and 
distributed, accountability ensures transparency, and sustainability maintains services. 
Value-added response: For example, preparing a budget aligned with digital expansion, 
reporting increased usage, and diversifying funding sources all strengthen financial 
management. 

 

Answers to Pilot Questions  

Part 4.1 

1. Human, information, physical, financial. 

2. They provide expertise and deliver services. 
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3. Planning and prioritisation. 

4. It ensures essential services receive adequate support. 

5. Allocating more funds to digital subscriptions when demand is high. 

Part 4.2 

1. Planning and controlling time spent on activities. 

2. It ensures deadlines are met and services delivered promptly. 

3. Scheduling and time audits. 

4. It reduces overload by distributing tasks. 

5. Scheduling mornings for administrative work and afternoons for user services. 

Part 4.3 

1. It inspires staff and improves service delivery. 

2. Recognition and professional development. 

3. Democratic leadership. 

4. It ensures clarity and reduces misunderstandings. 

5. Staff collaborating to organise a literacy workshop. 

Part 4.4 

1. Forecasting financial needs and planning expenditures. 

2. Acquisitions and staffing. 

3. It builds trust and justifies funding. 

4. Maintaining services over time despite challenges. 

5. Diversifying funding sources. 

 

References and Attributions  

• Figure 4.1: Types of resources in libraries. AI prompt: "Create a diagram showing 
four categories of library resources: human, information, physical, financial." 
Suggested search: "types of library resources diagram OER". 

• Box 4.1: Strategies for effective resource management in libraries. AI prompt: 
"Generate a table listing strategies for resource management: planning, 
prioritisation, maintenance, capacity building, monitoring." Suggested search: 
"library resource management strategies OER". 



 

 LA-NET | ONLINE LEARNING VIDEO PLATFORM FOR POST-SECONDARY & HIGHER INSTITUTION STUDENTS 

• Figure 4.2: Importance of time management in libraries. AI prompt: "Create a 
diagram showing benefits of time management in libraries: efficiency, productivity, 
reduced stress, timely service." Suggested search: "importance of time 
management libraries OER". 

• Box 4.2: Techniques for effective time management in libraries. AI prompt: 
"Generate a table listing techniques for time management: prioritisation, 
scheduling, delegation, avoiding procrastination, time audits." Suggested search: 
"time management techniques libraries OER". 

• Figure 4.3: Staff motivation and leadership in libraries. AI prompt: "Create a diagram 
showing staff motivation strategies: recognition, professional development, 
participation, supportive leadership." Suggested search: "staff motivation 
leadership libraries OER". 

• Box 4.3: Elements of communication and teamwork in libraries. AI prompt: 
"Generate a table listing elements of communication (clarity, feedback, trust) and 
teamwork (respect, cooperation, support)." Suggested search: "communication 
teamwork libraries OER". 

• Figure 4.4: Budget preparation and allocation in libraries. AI prompt: "Create a 
diagram showing budget preparation steps and allocation categories: acquisitions, 
staffing, technology, maintenance." Suggested search: "library budget preparation 
allocation diagram OER". 

• Box 4.4: Accountability and sustainability strategies in libraries. AI prompt: 
"Generate a table listing accountability strategies (reporting, audits, 
documentation) and sustainability strategies (diversified funding, cost-effective 
technologies, partnerships)." Suggested search: "library financial accountability 
sustainability OER". 
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LIS214 Management of Libraries and Information Centres (2 Units: 30LH) 

 

Series 5 Specialized Library Services and Their Management 

Series outline 

• Part 5.1: Reference and Information Services 

• Sub-Part 5.1.1: Meaning and importance of reference services 

• Sub-Part 5.1.2: Strategies for effective information service delivery 

• Part 5.2: Children’s and Youth Services 

• Sub-Part 5.2.1: Objectives of children’s library services 

• Sub-Part 5.2.2: Programmes and activities for youth engagement 

• Part 5.3: Special Needs and Inclusive Services 

• Sub-Part 5.3.1: Services for users with disabilities 

• Sub-Part 5.3.2: Inclusive practices in library management 

• Part 5.4: Digital and Outreach Services 

• Sub-Part 5.4.1: Role of digital services in modern libraries 

• Sub-Part 5.4.2: Outreach programmes and community engagement 

This outline conforms to the 2-credit course guideline, with four main Parts. 

 

Introduction 

Libraries today go beyond traditional book lending. They provide specialized services 
tailored to diverse user groups and evolving information needs. These services include 
reference and information support, programmes for children and youth, inclusive services 
for users with disabilities, and digital and outreach initiatives that extend the library’s 
reach into the community. 

The aim of this Series is to equip you with knowledge and skills for managing specialized 
library services, ensuring that libraries remain inclusive, innovative, and responsive to all 
users. 

We shall commence this Series by examining reference and information services, their 
meaning, importance, and strategies for effective delivery. Next, we will explore children’s 
and youth services, focusing on objectives and engagement programmes. Following that, 
we will consider services for users with special needs and inclusive practices. Finally, we 
will conclude with digital and outreach services, highlighting their role in modern library 
management. 
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Series Learning Outcomes 

Upon completing this Series, you should be able to: 

• SLO 5.1 define reference and information services and explain their importance, 

• SLO 5.2 analyse strategies for effective information service delivery, 

• SLO 5.3 explain the objectives of children’s and youth services, 

• SLO 5.4 identify programmes and activities for youth engagement, 

• SLO 5.5 evaluate services for users with disabilities and inclusive practices, 

• SLO 5.6 demonstrate the role of digital services in modern libraries, and 

• SLO 5.7 analyse outreach programmes and community engagement strategies. 

 

5.1 Reference and Information Services 

5.1.1 Meaning and importance of reference services 

Reference services are specialized library services that provide assistance to users in 
finding and using information effectively. They involve guiding users to appropriate 
resources, answering queries, and offering advice on research strategies. 

The importance of reference services lies in their ability to: 

• Help users navigate complex collections and databases. 

• Save time by directing users to relevant sources. 

• Support academic, professional, and personal research needs. 

• Enhance user satisfaction and trust in the library. 

For example, a student seeking information on climate change may be guided to scholarly 
databases, journals, and reliable websites by a reference librarian. 

Fill in the blank: Reference services in libraries help users find and use ______ effectively. 
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5.1.2 Strategies for effective information service delivery 

To deliver information services effectively, libraries adopt several strategies: 

• User orientation, introducing new users to library resources and services. 

• Information literacy training, teaching users how to evaluate and use information 
critically. 
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• Use of technology, such as online reference chat services, FAQs, and digital 
guides. 

• Personalized assistance, tailoring support to individual user needs. 

• Continuous evaluation, gathering feedback to improve services. 

For example, many libraries now offer virtual reference services where users can chat with 
librarians online to get immediate help. 

Fill in the blank: One strategy for effective information service delivery is providing ______ 
assistance tailored to user needs. 
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Pilot questions 5.1 

1. Define reference services in the context of libraries. 

2. Why are reference services important for users? 

3. Identify two strategies for effective information service delivery. 

4. How does information literacy training support users? 

5. Give one example of a modern technology used in reference services. 

 

5.2 Children’s and Youth Services 

5.2.1 Objectives of children’s library services 

Children’s library services are designed to nurture a love for reading and learning from an 
early age. Their objectives include: 

• Promoting literacy, by providing age-appropriate books and reading programmes. 

• Encouraging creativity, through storytelling, arts, and interactive activities. 

• Supporting education, by offering resources that complement school curricula. 

• Developing social skills, by creating spaces where children can interact and learn 
together. 

• Fostering lifelong learning, by instilling curiosity and positive attitudes toward 
knowledge. 

For example, a children’s library may organise weekly story hours to encourage reading 
habits among young learners. 

Fill in the blank: One objective of children’s library services is to promote ______ by 
providing age-appropriate books and programmes. 
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5.2.2 Programmes and activities for youth engagement 

Libraries also provide services for youth and teenagers, focusing on engagement and skill 
development. Common programmes and activities include: 

• Book clubs, encouraging discussion and critical thinking. 

• Workshops, such as creative writing, coding, or digital literacy. 

• Community service projects, fostering responsibility and civic engagement. 

• Career guidance sessions, helping youth explore educational and professional 
opportunities. 
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• Recreational activities, including games, film screenings, and cultural events. 

These programmes not only attract young people to the library but also help them develop 
essential life skills. For example, a coding workshop may introduce teenagers to digital 
tools that prepare them for future careers. 

Fill in the blank: Book clubs and workshops are examples of programmes designed to 
engage ______ in libraries. 

 

Pilot questions 5.2 

1. What is one objective of children’s library services? 

2. How do children’s libraries support education? 
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3. Identify two programmes designed to engage youth in libraries. 

4. Why are book clubs important for teenagers? 

5. Give one example of a recreational activity libraries may organise for youth. 

 

5.3 Special Needs and Inclusive Services 

5.3.1 Services for users with disabilities 

Libraries play a vital role in ensuring accessibility for all users, including those with 
disabilities. Specialized services may include: 

• Accessible formats, such as Braille books, audiobooks, and large-print materials. 

• Assistive technologies, including screen readers, magnifiers, and adaptive 
keyboards. 

• Physical accessibility, ensuring ramps, elevators, and seating arrangements 
accommodate all users. 

• Special programmes, such as reading clubs or workshops tailored for users with 
visual or hearing impairments. 

For example, a library may provide audiobooks and screen-reading software to support 
visually impaired users in accessing digital collections. 

Fill in the blank: Libraries provide accessible formats such as Braille books, audiobooks, 
and ______ materials for users with disabilities. 
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5.3.2 Inclusive practices in library management 

Inclusive practices ensure that libraries serve diverse communities equitably. These 
practices involve: 

• Policy development, adopting guidelines that promote equal access. 

• Staff training, equipping staff with skills to assist users with different needs. 

• Community partnerships, collaborating with schools, NGOs, and disability 
organisations. 

• Inclusive programming, designing events and services that welcome all users. 
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• Feedback mechanisms, gathering input from users to improve inclusivity. 

For example, a library may partner with a local disability organisation to design workshops 
that meet the needs of users with hearing impairments. 

Fill in the blank: Inclusive practices in libraries involve policy development, staff training, 
partnerships, programming, and ______ mechanisms. 

 

Pilot questions 5.3 

1. What are accessible formats provided by libraries for users with disabilities? 

2. Identify two examples of assistive technologies used in libraries. 
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3. Why is physical accessibility important in library services? 

4. List two inclusive practices in library management. 

5. Give one example of how libraries can partner with communities to support 
inclusivity. 

 

5.4 Digital and Outreach Services 

5.4.1 Role of digital services in modern libraries 

Digital services have transformed libraries into dynamic information hubs that extend 
beyond physical collections. These services include: 

• Online catalogues, allowing users to search and reserve materials remotely. 

• Electronic resources, such as e-books, journals, and databases. 

• Virtual reference services, enabling users to chat with librarians online. 

• Digital literacy programmes, teaching users how to navigate and evaluate online 
information. 

• Remote access platforms, giving users 24/7 access to resources. 

Digital services are important because they expand access, improve convenience, and 
meet the needs of tech-savvy users. For example, a student can access scholarly articles 
from home through the library’s digital portal. 

Fill in the blank: Digital services in libraries expand access, improve convenience, and 
meet the needs of ______ users. 
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5.4.2 Outreach programmes and community engagement 

Outreach services extend the library’s impact into the wider community, ensuring 
inclusivity and relevance. Outreach programmes may include: 

• Mobile libraries, bringing books and resources to underserved areas. 

• Community workshops, covering topics like literacy, health, or digital skills. 

• Partnerships with schools and NGOs, to support education and social 
development. 

• Public events, such as author talks, exhibitions, and cultural programmes. 
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• Targeted services, for groups such as seniors, rural populations, or marginalised 
communities. 

Outreach strengthens the library’s role as a community hub, fostering engagement and 
lifelong learning. For example, a mobile library service can deliver books to rural villages 
where access to information is limited. 

Fill in the blank: Outreach programmes strengthen the library’s role as a community 
______, fostering engagement and lifelong learning. 

 

 

Pilot questions 5.4 
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1. What are digital services in libraries? 

2. Identify two examples of digital services. 

3. Why are digital services important for modern users? 

4. List two types of outreach programmes libraries may offer. 

5. How do outreach programmes strengthen the library’s role in the community? 

Series Summary 

This Series has examined the management of specialized library services that extend 
beyond traditional book lending. We began with reference and information services, 
highlighting their role in guiding users to appropriate resources and strategies for effective 
delivery. We then explored children’s and youth services, focusing on objectives such as 
promoting literacy and programmes that engage young people. Next, we considered 
services for users with disabilities and inclusive practices that ensure equitable access. 
Finally, we discussed digital and outreach services, showing how libraries use technology 
and community programmes to expand their reach. 

By completing this Series, you should now be able to define reference services and explain 
their importance (SLO 5.1), analyse strategies for effective information service delivery 
(SLO 5.2), explain objectives of children’s and youth services (SLO 5.3), identify youth 
engagement programmes (SLO 5.4), evaluate services for users with disabilities and 
inclusive practices (SLO 5.5), demonstrate the role of digital services (SLO 5.6), and 
analyse outreach programmes and community engagement strategies (SLO 5.7). 

 

Glossary of Terms 

• Accessible formats: Materials such as Braille, audiobooks, and large-print 
designed for users with disabilities. 

• Digital services: Online catalogues, e-resources, and virtual reference tools 
offered by libraries. 

• Inclusive practices: Policies and programmes that ensure equitable access for 
diverse communities. 

• Information literacy: The ability to locate, evaluate, and use information 
effectively. 

• Outreach programmes: Library initiatives that extend services to communities 
outside the physical library. 

• Reference services: Assistance provided by librarians to help users find and use 
information. 

• Youth engagement: Activities designed to involve young people in library services, 
such as book clubs and workshops. 
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Concept Check Questions 

Objective questions 

1. Reference services in libraries help users find and use ______ effectively. (Linked to 
SLO 5.1) 

2. One strategy for effective information service delivery is providing ______ assistance 
tailored to user needs. (Linked to SLO 5.2) 

3. Children’s library services aim to promote literacy, creativity, education, social 
skills, and ______ learning. (Linked to SLO 5.3) 

4. Outreach programmes strengthen the library’s role as a community ______. (Linked 
to SLO 5.7) 

 

Short-answer questions 

5. Define reference services in the context of libraries. (Linked to SLO 5.1) 

6. List two strategies for effective information service delivery. (Linked to SLO 5.2) 

7. Identify two objectives of children’s library services. (Linked to SLO 5.3) 

8. Give two examples of youth engagement programmes. (Linked to SLO 5.4) 

9. What are accessible formats provided by libraries for users with disabilities? 
(Linked to SLO 5.5) 

10. Why are digital services important in modern libraries? (Linked to SLO 5.6) 

Long-answer questions 

11. Analyse the importance of reference services and explain how they support users. 
(Linked to SLO 5.1) 

12. Demonstrate strategies for effective information service delivery with examples. 
(Linked to SLO 5.2) 

13. Evaluate the role of children’s and youth services in promoting literacy and 
engagement. (Linked to SLO 5.3, SLO 5.4) 

14. Discuss inclusive practices and services for users with disabilities in library 
management. (Linked to SLO 5.5) 

15. Explain the role of digital services and outreach programmes in expanding library 
access. (Linked to SLO 5.6, SLO 5.7) 

 

Answers to Concept Check Questions 
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Objective questions 

1. Information. 

2. Personalized. 

3. Lifelong. 

4. Hub. 

Short-answer questions 

5. Reference services are specialized assistance provided by librarians to help users 
find and use information effectively. 

6. User orientation and information literacy training. 

7. Promoting literacy and supporting education. 

8. Book clubs and workshops. 

9. Braille books, audiobooks, large-print materials. 

10. They expand access, improve convenience, and meet the needs of tech-savvy 
users. 

Long-answer questions 

11. Basic response: Reference services guide users to resources and answer queries. 
Value-added response: They save time, support research, and enhance user satisfaction 
by providing expert assistance. 

12. Basic response: Strategies include user orientation, literacy training, and 
technology use. Value-added response: For example, virtual reference services allow 
users to chat online with librarians for immediate help. 

13. Basic response: Children’s and youth services promote literacy and engagement. 
Value-added response: Story hours encourage reading habits, while youth workshops 
build skills such as coding and critical thinking. 

14. Basic response: Inclusive practices ensure equitable access for users with 
disabilities. Value-added response: Accessible formats, assistive technologies, and staff 
training make libraries welcoming and supportive for all. 

15. Basic response: Digital services provide online access, while outreach 
programmes extend services to communities. Value-added response: Online catalogues 
and mobile libraries together ensure that both urban and rural users benefit from library 
resources. 

 

Answers to Pilot Questions 
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Part 5.1 

1. Assistance in finding and using information. 

2. They help users navigate collections and support research. 

3. User orientation and personalized assistance. 

4. It teaches users to evaluate and use information critically. 

5. Virtual reference chat services. 

Part 5.2 

1. Promoting literacy. 

2. By offering resources that complement school curricula. 

3. Book clubs and workshops. 

4. They encourage discussion and critical thinking. 

5. Film screenings. 

Part 5.3 

1. Braille books, audiobooks, large-print materials. 

2. Screen readers and magnifiers. 

3. It ensures all users can access facilities and services. 

4. Policy development and staff training. 

5. Partnering with disability organisations to design workshops. 

Part 5.4 

1. Online catalogues, e-resources, virtual reference. 

2. E-books and digital literacy programmes. 

3. They expand access and improve convenience. 

4. Mobile libraries and community workshops. 

5. They foster engagement and lifelong learning. 

 

References and Attributions 

• Figure 5.1: Importance of reference services in libraries. AI prompt: "Create a 
diagram showing the role of reference services: guidance, answering queries, 
research support, user satisfaction." Suggested search: "reference services 
importance libraries OER". 
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• Box 5.1: Strategies for effective information service delivery. AI prompt: "Generate a 
table listing strategies: user orientation, information literacy training, technology 
use, personalized assistance, continuous evaluation." Suggested search: 
"information service delivery strategies libraries OER". 

• Figure 5.2: Objectives of children’s library services. AI prompt: "Create a diagram 
showing objectives of children’s library services: literacy, creativity, education, 
social skills, lifelong learning." Suggested search: "objectives of children’s library 
services OER". 

• Box 5.2: Examples of youth engagement programmes in libraries. AI prompt: 
"Generate a table listing youth programmes: book clubs, workshops, community 
service projects, career guidance, recreational activities." Suggested search: "youth 
engagement programmes libraries OER". 

• Figure 5.3: Services for users with disabilities in libraries. AI prompt: "Create a 
diagram showing services for users with disabilities: accessible formats, assistive 
technologies, physical accessibility, special programmes." Suggested search: 
"library services for users with disabilities OER". 

• Box 5.3: Inclusive practices in library management. AI prompt: "Generate a table 
listing inclusive practices: policy development, staff training, community 
partnerships, inclusive programming, feedback mechanisms." Suggested search: 
"inclusive practices library management OER". 

• Figure 5.4: Role of digital services in modern libraries. AI prompt: "Create a diagram 
showing digital services in libraries: online catalogues, e-resources, virtual 
reference, literacy programmes, remote access." Suggested search: "digital 
services libraries diagram OER". 

• Box 5.4: Examples of outreach programmes in libraries. AI prompt: "Generate a 
table listing outreach programmes: mobile libraries, community workshops, 
partnerships, public events, targeted services." Suggested search: "library outreach 
programmes community engagement OER". 

 

 

 

 

 


