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A.P, Srate council of-F{igher Educarion
Senrester-wise Rer'ised Syllabus under CIJC'S, 2 020-Zl

[]0ur - Year B.A. (Hons)
I)orlain SLrbjecr: POLITICAL scIENcE

IV Year B. A.(Hons) _ Semester __ V

course 64: POLITICAL REPORTING
(Skill tlnhancement Clourse (Lrlectiv e), 4 creclits)

C'ourse Code:

Max Marks: 100

l. Learning Outcomes;
studcnts al the succcssful completion or,'the course u,ilr be abre to:l) [jnclerstancr thc neecl, scope ancl concepts in political Reportrng.

2) identity various sources fbr political Reporting.
3) Provide an overview of interprc'ting thc political phenome-na from the gross roots level to

thc Parliarnent.

4) Del elop insights ,ncl enhance skills i, a prrtessional manner in the age of mass meclia.
5 ) Learn skrlls relatecl to reporting, enlarge job opporl*nities and make it as a career.

II S.v',lrabus:(Hours: 'r-eaching: 60, -r"raining: 
r0, others incr. unit tests: 05)

Llnit: I

Introduction to Political Reporting-Narure-The role of'Mass Media in political Reporting-press,
Radio a,d Television-State Mcaning' Nature and rc-rle in Developments-political Issues and
Dynarnics.

Unit: 2

organs of'thc ciovernment-Union, State and l.ocal (io'crnments and Judiciary-Reporting on theirworkr,g and assessment- Ethics lbr polirical reporter-Role and responsibilities of press-Freedom
o1-press and its lirrritations.

Unit:3

Political News-Meaning, Natttrc and F-orrns of Political News-Sources of political News and itsLr,ritations-Wrrking ot'Lobbies ancl prcss.r-e (iroups in political Itcporting.
Unit: 4

writing Reports-Backgrounci lnibrmation-Framing antJ crafting political stories-watchtlog ofentbrccnrcnt of Statcs' Laws, Ruics ancl Rcguiations-political Reporting in deadline situations-
Reportirrg on political Campaigns.
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Unit; 5

Political Reporting Skills-lnterviewing-Types and Forms of Interviewing and Techniques-

Questionnaire -Opinion Polls-Writing Blogs-Role in sitizen's civic engagement, political

communication ancl political participation-Analyzing politician's media strategy.

III. Rel'erences:
1. Raymond Kuhn, Political Journalism New Challenges, New York: New Practices,

Rutledge, 2003

2. Gail Sedorkin and Judy Mc gregor, Interviewing - A Guide for Journalist and Writers,

Crow's Nest. NSW: Allen and Unwin,2002

3. R.T.Jangam, Political Analysis, New Delhi: Oxtbrd and IBH Publication,IggT

4. J.C.Johari, Comparative Politics, New Delhi, Sterling publishers, 2002

5' Robert A. Dahl, Modem Political Analysis, New Delhi : Prentice Hall of India,Z00l

6. Davis Merrit, Public Journalism and public t.ife, London,2014

1. Erik Albaek, Arjen Van Dalen, Neel Jebril& Claes H. de.Vreese, Londan, Cambridge

[Jniversity Press, 20 I 4

8. Alok Mehta, Power, Press and politics, 2021

9. Claes H. de.Vreese, Frank Esser& David Nicolas Hopmann (editors), Comparing

Political Journalism (Communication and Society)

l0' Web resources suggested by the Teacher concerned and the College Librarian including

reading material.

IV. Co-Curricular Activities(Training oJ'students b,the teacher :Total l0 hours);
a) Mandatory:
I ' FoR TEACHER: T'raining of students by teacher in the classroom tbr a total of not less

thanlo hours on techniques on understantling political establishment, observing of
procedures and practices, identifying sources of political reporting, framing and crafting of
political stories, application of lcr in political writings, discuss about the components
involved in political writings such as real world aonsequences, clisfurbances or peace, high
taxes' jobs or unemployment. health care, Llse of social media ancl its impact on citizens
political participation in poriticar process i.e. political campaigns and democracy.

2' FoR sruDENT: Stuclents have to go to the field, observe activities related to political
t'cporting such as news reporting' r'eporl on political meeting or incident and individually
submit his / her observation as a hand-written Fieldwork/project work Report not
exceeding l0 pages in the given fcrrmat to the teacher.

3. Suggested Fietclwork/project work Format:
Titre Page, srudentDetai rs, Ackno*'.lg_".l"nts, Index page, objectives, step_wiseprooess, Findings, Conclusion and Ref.erences.
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4. Max marks fbr Fieldwork/Project work Report: 05

5. Unit Tests /Internal Examinations

b) Suggested Co-Curricular Activities
l. Training of students by a related field expert.

2. Reading Local Daily newspaper either print or online and visit political websites.

3. Reading Editorialpages, blogs and websites tbr various ideological perspectives.

4. Assignments (including technical assignments like identifying sources of political

reporting).

5. A few minrttes of each class period shall be devoted to the past week's major political

stories and their coverage.

6, Seminars, Group discussions, Quiz, Debates etc.

7 . Preparation of videos on Political popular personalities.

8. Collection of material/figures/photos related to political writings by experts covered in

Dailies and magazines and organizing them in a systematic way in a file.

9. Visits to press, media houses, governmental offices etc.

10. lnl'ited lectures and presentations on related topics by field experts such as political

reporters. editors and professionals in political communication.
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A.P. State Cor.urcil of Higher Education
Semester-wise Revised Syllabus uncler CBCS, ZOZ0_21

Course Code:
Four - Year B.A. (Hons)

Domain Subject: POLITICAL SCIENCE
IV Year B. A.(Hons) Semester - V

Max Marks: 100
Course 7A: LEGAL LITERACY- RTGHTS AWARENESS

(Skill Enhancement Course (Elective), 4 credits)

I. Learning Outcomes:
Students at the successful cornpletion of the course will be able to;

l. Acquaint student with thc stnlctrrre anclmanner of'lunctioning of the legal system in India.
2. LJnderstand of the laws relatecl to rights applicable in India.

3. Provide an ovenriew of access to coruls ancl enlbrcement of rights.

4. Develop an understanding of the formal and Alternate Disptrte Redressal (ADR)
mechanism that exist in lndia.

II. Syllabus:(I{ours: Teaching: 60, Training: I0. Others incl. unit tests: 05)

Unit: I
Brief r-rnderstanding of L.egal l,iteracy-Rights and Duties of citizons-Indian constitution -

Fundamental Rights and other constitutional rights anrl enfbrcement of ceftain rights under Article
2l with cmphasis on Public Interest Litigation.

Unit:2

l-au's relating to criminal jurisdiction-Provisions relates to FIR, Arrest, Bail, Search and Seizure-
Important offences under Indian Penal code-offences against women-Dowry, Sexual harassment

and violence, Juvenile justice.

tjnit:3
Anti-tenorist laws-lmplication of secLrrity ancl protection of Human Rights-Laws relating to
Consumer rights and Cybercrimes.

Unit:4

Systern of Courts and J'ribunals an<J their juriscliction in hrdia-Civil and Criminal courts. Writ
jurisdiction, specialized cou-rts such as Juvenile courts, Mahila courts etc.

Unit:5

Legal Services Authority Act, 1987 and Right to Free Legal Aid-Alternate Dispute Resolution
Mechanism (ADR), Lok Adalats and Concluct of Legal Literacy camps-Role of NGOs in
promoting legal awareness.
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III. References:
l ' Basu, D'D. Introduction to Constifution of India, Nagpur, Lexis Nexis Butter worths,

2018.

2' Kashyap, S, Our Constitution: An Introduction to India's Constitution and Constitutional
Laws, New Delhi, National Book Trust,lgg4.

3' D'Srivastava, Sexual Harassment and Violence against Women in India : Constitutional
and Legal Perspectives in C.I(umar and C.Chockalingam (eds) Human Rights, Justice

and constitutional Empowerment, Delhi, oxford university press, 2015,

4. B.L.Wadhera, Public lnterest Litigation- A Handbook, Universal publications, New
Delhi. 2016.

5. Aggarwal, N., Women and Law in India, New Century Publishing House, New Delhi,
2019.

6. Kamala Sankaran and Ujwal Singh (eds), Creating Legal Awareness, Oxford University

Press, New Delhi, 2017.

7. Indian Social Institute, New Delhi, Legal Literacy Booklets.

8. P.C.Rao and William Sheffrled, Altemate Dispute Resolution: What it is and How it

works, Universal Law Books and Publishers, New Delhi,Z012.

9. Parmanand Singh, Access to Justice and the Indian Supreme Court, l0& 1i, Delhi Law

Review, 1981-82,

10. J.Kothari, Criminal Law on Domestic Violence, Economic and Political Weekly, 2005,

Vol,40 (46), pp , .4843-4849.

I 1. Centre for Good Governance, Right to Infbrmation Act,2005 : A Citizen's Guide

12. A.Pandey, Rights of the Consumer, New Delhi, Indian Social Institute, 2004.

13. Pandey, Laws relating to Crinrrnal Justice:Challenges and Prospects in K.sankaran and

U.Singh, Towards Legal Literacy, New Delhi, Oxford University Press, 2A08, pp.6l-77 .

14. S.K.Garg, Guide to Lok Adalats and Free Legal Services under Legal Services

Authorities Act, New Delhi, 2018.

15. Web resources suggested by the Teacher concerned and the College Librarian including

rcading material.

IV. Co-Curricular Activities (Training of shrdents b1t the teacher: Total l0 hours):
A). Mandatory:
l. FOR TEACHER: Training of students by teacher in the classroom for a total of not less

thanl0 hours on understanding various rights enshrined in the Constitution, preparation of FIR,

conduct of moot coLrrt, identitying techniques of ADR mechanism (Negotiation, Arbitration and

Conciliation), drafting of a Public Interest Litigation etc.,
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2)

9
-f '\



a

2' FOR STUDENT: Visit to either a court or a legal services authority set up by the LSA Act,
obserue the proceedings, interact with persons who are seeking legal remedy and
interact/interview the advocates if possible and record their experiences and individually submit
his i her observation as a hand-written Fieldwork/Project work Report not exceeding l0 pages in
the given format to the teacher.

3. Suggested Fieldwork/Project work F'ormat:

Title Page, Student Details, Acknowledgements, Index page, objectives, Step-wise
process, Findings, Conclusion and References.

4. Max marks for Fieldwork/project work Report: 05

5. Unit Tests /lntemal Examinations

b). Suesested Co-Curricular Activities

l. Training of students by a related field expert.

2. Reading Local Daily newspaper either print or online.

3 ' Reading Editorial pages, blogs and websites for various ideological perspectives.

4. Assignments.

5' Discuss the debates around any recent Ordinance, Bill or Act in the parliament or State

Legislature.

6' Discuss any contemporary practice or event that violates the equality and protection
against discrimination laws.

7. Seminars, Group discussions, euiz, Debates etc.

8' Witness any incident occurred in surroundings that would be considered offensive
under the penal code and make a class-room presentation on it. Example: Offenses
relates to IPC, Consumer Protection Act, 1986, Filing a petition under RTI Act, 2005

etc.,

9 ' Invited lecttues and presentations on related topics by experts in jurisprudence and

ADR Mechanism.

l0' Read the guidelines issued by Supreme Court in landmark cases relating to Child
abuse, domestic violence, sexuar harassment at work place.
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A.P. state council of Higher Edurcation
Sen'rester-wise Rev'ised Syllabus under CBCS ,202A-21

Course Code:
Four - year B.A. (Hons)

Domain Subjecr: POLITICAL scIENcE
IV Year B. A,(Ho,s) - sernester - v

Course6B: EGOVERNANCE
(Skill Enhancelttent CoLtrse (rlective ), 4 credits)

Max Marks: 100

L l_,earning Outconres:
students at the successfur compreti.n of the course wilr be abre to:I ' Acquaint student with the introd,ction to good governance and how it can be

achieved by information and communication technology.
2' Understand the growing needs of E-Governance, improving transparency in the

system o1'goventaltce

3 ' Have understanding of various government schemes and E-Governance projects and
initiatives.

Provide the practical knowledge about the efTective delivery of citizen services
through online mode.

5 ' Rea lize the issues ancl challenges of E-Gove*arce.

II' Syrtabus:(Hours: Teaching: 60, Training: 10, others incl. unit tests: 05)

Unit:1

Brief Introduction to Govemance-E-Governance 
-Meaning, Definition, Nafure, scope, objectives

and Significance-Domains of E-Governance- E-Governance and Good Governance-Global trends
ir-r the growth of E-Governance,

Unit: 2

E-Governance in India- - National E-Governance plan (NeGp)-National Informatics centre-
Strategies fbr E-Governance-E-Governance Implementations: Required infrastructure of Network,computing' cloud Governance, Data system, Human resouroes, Legal and Technological
infrastructure- Major E-Governance Projects and Initiatives:Gyandoot, E-choupal, E-Bhoomi,
E-Seva, CARD, E-panchayar, Real Time Governance (RTG) etc,
Unit:3

Role of Information and cornmunication Technology in Administration, Effective delivery ofservices fbr public utilities through E-Governance-online firing of complaints, applicationregistration' issuance of certificates, issuance of land records, onrine payments of fees, dues etc, e-
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tendering, easy access to information and E-Governance in Social security and welfare schemes:

Direct transfer of benefits, Biometric authentication through Aadhar, etc.

Unit:4

E-Governance under lnformation Technology Act-Legal status for digital transactions-public

Private Partnership and expansion of E-Governance.

Unit:5

E-Governance-Transparency and Accountability at gross root level-Issues and Challenges: Digital
Divide, Capacity Building, Cyber Security in Cyber Crimes, Socio-political implications, Issues

of integration, Networking with NGOs.

IIL Ref erences:
I' B'Sreenivas Raj, E-Governance 'Iechniques-lndian and Global Experiences, New Century

Publications, New Delhi. 2008.

2. Subhash Bhatnagar, Unlocking E-Government Potential-Concepts, Cases and practical

Insights, Sage Publications, New Delhi, 2009.

3. Y'Parthasaradhi, E-Governance and Indian Society, Kanishka Publications, New Delhi,

2009.

4. R.P.Sinha, E-Governance in lndia, lnitiatives and lssues in lndia, Centre for public policy,

2006.Anil Kumar Dhiman, E-Governance -Good Governance using ICTs, S.K.Book

Agency, New Delhi, 2017.

5. Ashok Aggarwal, Governance-Case Studies, University Press India Pvt. Ltd, Hyderabad,

20t7.

6' Web resources suggested by the Teacher concerned and the College Librarian including

reading material.

IV. Co-Curricular Activities (Training ctf stutlents b,the teacher: Total t0 hours):
a) Mandatory:
l. FOR TEACHER: Training of students by teacher in the classroom for a total of not less

thanl0 hours on techniques of application of ICT fbr getting services from the government

departments, filing of grievances through online mode, making digital transactions for
issuance of certificates or payment of fees, identifying components in e-governance and

techniques to handle cyber security etc.,

2. FOR STUDENT: Students have to visit urban or local administration offices and have

practical study and assess the irnplementation of E-Governance initiatives, models, citizen

centric services, citizen charter and interact with the beneficiaries about the fulfillment of
their needs in time or not and if any

9
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institution covering the various citizen centric services <lelivering through online mode and

observe the citizen charter, mode of operation, time limitation, fees prescribed for services

and observe the operation of Real Time Governance (RTG) in administration and record

their experiences and individually submit his / her observation as a hand-written

Fieldwork/Project work Reporl not exceeding l0 pages in the given format to the teacher.

3. Suggested Fieldwork/Project work Format:

Title Page, Student Details, Acknowledgemenrs, tndex page, objectives, Step-wise
process. Findings, Conclusion and References.

4. Max marks for FieldworlCProject work Report: 05

5. Unit Tests /Internal Examinations

b) Susgested Co-Curricular Activities
l. Training of students by a related field expert.

2. Reading Daily newspaper either print or online abor.rt the misuse of technology which

leads to cybercrimes.

3. Reading atlicles, blogs and websites fbr various ideological perspectives.

4. Assignments.

5. Discuss the debates around any recent technological advancements.

6. Discttss the case laws and judgments reported on E-Governance initiatives.

7. Seminars, Group discussions, Quiz, Debates etc.

8. Invited lectures and presentations on related topics by experts in Cyber Security

especially the Police personnel associated with the cases of IT Act.

,

) s..N

a

9

10



A.P. State Council of Higher Education
Senrester-wise Revised Syllabus under CBCS, 2020-Zl

Course Code:
Four - Year B.A. (Hons)

Domain Subject: POLITICAL SCIENCE
IV Year B. A.(Hons) - Semester -- V

Max Marks: 100
Course 78: LOCAL ADMINISTRATION

(Skill Enhancement Course (Elective). 4 credits)

I. Learning Outcomes:
Students at the successful completion of the course will be able to;

1. Understand the existing context of Local Government Institutions in India.

2. Have knowledge on the need of empowerment and autonomy of LGIs.

3. Provide an overyiew on f-rnancial resolrrces ancl constitutional provisions.

4. Analyse the issues, problerns and conflicts in Local Administration.

5' Develop communication skills to interact with the elected members and officials.

6. Enhance skills fbr observation, organizing, networking, documentation.

IL Syllabus:(Hours: Teaching: 60, Training: 10, others incl. unit tests: 05)

Unit: I

Local Government: Meaning, Nature and Importance, Thoughts on Local Governments by
M.K.Gandhi, Jawaharlal Nehru and Dr.B.R.Ambedkar, Important Committees: Balwant Rai
Mehta (1957), Ashok Mehta (l97tt), L.M.Singhvi(1986).

Unit:2

Decentralization of powers (Political, Administrative and Economic) from the States to Local
Institutions- 73"1 and 74tl'Constitutional Amendment Acts-Empowering Local Governments-
Decision making powers during crisis and disasters-Relationship between local government

authorities and Central and State Government service providers-Role of District Collector in
strengthening LGIs.

Unit:3

Revenue raising avenues for Local Governments-Grants, Aid and support from Centre and State
Govemments-Public Private Partnerships-Concept of Local Development-Village as a unit,
SWOC analysis of a village, existing conditions, expected developmental opportunities, the gap,

natural, governtnent and private resources, year-wise planning, finances required -Role of Local
Governments in implementation of welfare and developmental programmesi.e., (MGNREGS),
(SGSY), (IAY) and (PURA).

,
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Unit:4

challenges for Local Administration, Financial, administrative and Political constraints-Public

relations in Local Aclministration-Need for training for elected representatives and other

stakeholders-Audit training and Participatory training'

Unit:5

Preparation of Reports-Minutes and Documentation-Types of Reports' Content of Minutes-

Methods of Documentation-Best practices of Reporting on functioning of Local Administration-

Use of ICT in documentation.

III. Rel'erences:

I . Basu, D.D, Introduction to constitution of India, Nagpur, Lexis Nexis Butterworths, 201 8

2. Niraja Gopal Jayal, Representing India: Ethnic Diversity and Governance of Public

Institutions, 2006, Palgrave Mc Millan Publications'

3. R Venkata Ravi, Empowering Rural India: Experiments and Experiences, Kanishka

Publishers, New Delhi, 2006.

4. Sawalia Bihari venna, Empowerment of the Panchayati Raj Institutions in India' Sarup

and Sons, New Delhi, 2006'

5. World Bank, Empowerment in Practice: Analysis and Implementation, World Bank

lnstitute, Washington D'C'

6. S.Chandrasekhar, Panchayati Raj and Financial Resources, Regal Publications, 2008' New

Delhi.

7. Rajesh Tondon and Mohini Kak (Eds), citizen Participation and Democratic Governance,

New Delhi, 2016.

8. Anand Prakash, State and District Administration, wisdom Press, New Delhi, 2008'

g. N.Lalitha, Rural Development in India: Emerging Issues and Trends' Dominant

Publishers, New Delhi, 20 I 4.

10. Web resolrrces suggested by the Teacher concerned and the College Librarian including

reading material.

IV. co-curricular Activiti es(Training oJ', stutlents by the teacher: Total I 0 hours) 
"

a) MandatorY:

1. FOR TEACHER: Training of students by teacher in the classroom fora total of not less

thanl0 hours on techniques of identifying financial resources to local bodies, skilling on

various components involved in auditing of accounts , analyzingthe data of beneficiaries of

welfare schemes by using statistical tools, preparation of minutes and reports' imparting

().y
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technical skills with regarcl to communication and procedures and practices in

documentation.

2, FOR STUDENT: Students have to visit to a Rural Local Government Instirurion,

understand its profile, sources of revenue and expenditure, identify major issues and

challenges, aualyse its developLnent and welfare initiatives, record the experiences,

collecting data on irnplementation of poverty alleviation, employment generation schemes

sponsored by governments and interpretation of data and indicate suggestions for better

functioning (or)

Participate in regular Gram Sabha meeting observe and recorcl the proceedings and

oLltcome of the rneeting. inclicate suggestions tbr better lirnctioning of Gram Sabha

(or) students may take a village as a unit, nake SWOC analysis and individually submit

his i her observation as a hand-written Fieldwork/Project work Report not exceeding 10

pages in the given fbnnat to the teacher.

3. Suggested FieldworkiProjecl work Format:

'l'itle Page^ Student Details, Acknowledgements, Index page, objectives, Step-wise
procL'ss, Findings, Conclusion and Ret'erences.

4. Max marks tor Fieldwork/Projoct work Report: 05

5. unit Tests /Internal Examinations

b) Suggested Co-Curricular Activities

l. I'raining of'studcnts by a related tield expert.

2. Reading Local Daily newspaper either pnnt or online.

3. Reacling Eclitorial pages, blogs and websrtes fbr various ideological perspectil'es.

4. Assignments.

5. Discuss the debates around any recent Ordinance, Bill or Act in the Parliarnent or State

I.cgislature .

6. C'arry out a resource mapping of a selected area.

7 . Pian and organize a capacity building session fbr the stakeholders

8. Seminars, Group discLrssions, Quiz, Debates etc.

9. Invitetl lecturr-s ancl presentations on relatecl topics by experts in Local Administration.

10. Make r isit to a Sc:lt-Hclp Group or NGO. interact with its members and record their

experiences.

I l. Conduct an interview with an important person at the District Level using a structured

schedttlc' (Distrrct Panchayat Otlice'r i CEO of Zrlla Parishad / District Collector) and

documcnt their interventions in local administration and record their experiences.

r)
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A.P. State council of Higher Eclucation
Semester-wise Revised Sypabus under cBcs ,2020_zr

t

Four - Year B.A. (Hons)
Donrain Slrbject: POLITICAL scIENcE

IV Year B. A.(Hons) -- Semester _ V
Max Marks: 100

Clourse 6c: oFFIcE MANAGEMENT
(Skill Enhancement course (Elective ), 4 credits)

Course Code:

I, Learning Outconles:
students at the successful compretion of the course w,r be able to;l' Understand fundamental knowledge of office Management that can be applied to a career.2' Have knowredge on ofTice administration and identify job competencies.

3' Understand the importance of record management anclallied sections.
4. Comprehend the administrative process in office
5. Idenrify the challenges in the background of ICT.
6' Enhance skills' strategies and techniques to compete with the global competencies in

office management.

u' Syflabus:(Hours: Teaching: 60, Training: r0, others incr. unit tests: 05)
Unit: I

Introduction to office, office structure-office Management: Meaning, Nafure, Importance,
Elements and Functions of office Management-Basic principles of office management.
Unit:2

office organization: Definition, characteristics-office planning, Accommodation, Layout andOffice Environment.

Unit:3

office Record Management-objectives and Importance-Filing system: Steps in firing, Essentiarsfor filing' classification and arrangements of files, Modern filing methods using Information andcommunication Technology and devices-Indexing: Essentials of a good indexing and Recordsretention and Micro filing.

Unit:4

office communication: Meaning and mailing, Barriers to communication -correspondence andReport Writing-Types- periodical reports.

Unit:5

Form Lefters: Meanitrg, principles, Factors in designing office forms-Supervisory Skills-Importanoe of Motivation and L.eadership-rssues in ofrlce Management-Recent trends: e-office,
Lrse of modern appliances an(d application of l.r in

,)
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llt. Ref'erences:

l. R.S.N.Pillai&Bagavathi, Otfice Management, S.Chand Publishers, New Delhi, 2014.

2. R.K.Chopra, Ottjce Management, Himalaya Publishing House, New Delhi, 2016.

3. B.N.Tandon, Manual of Office Management and Clorespondence, S.Chand Publications,

New Delhi,20l4.

4. Sudhir Andrews, Front Office Management and Operations, Tata McGraw Hill Publishing

Co. Ltd, India, Nerv Delhi. 200ti.

5. Balachandran V, Otfice Managenrent, Tata McGraw Hill Publishing Co. Ltd, India, New

Delhi, 2009.

6. Bhatia R.c, Principles of ofllce Management, Lotus Press, New Delhi, 2005.

7 . Sharma, R.K & others, otfice Management, Kalyani Publishers, New Delhi, l99l .

8. chopra, R.K. Modern office and Its Management, Himalaya publishing House,

Hyderabad.2008.

9. Niraj Kumar, Modern otfice Management, New Royal Book co, Lucknow,20l3.

10. Gopal Krishnan and Sundaresan, M, Material Management: An Integrated Approach,

Prentice Hall of India, New Delhi, 2014.

I I . Satyasnarayana, J, E-covernment" Prentice Hall of India, New Delhi, 2015.

12. Kooiman, J (ed), Modern (iovernance: New Government-society Interactions, Sage

Publications, London, 2014.

13. Bhatnagar, S.C, E-Government: F'rom Vision to lmplementation, Sage Publications, New

Delhi,20l4.

l4' Singhal. A and Evertt, Rogers, India's Infbrmation Revolution, Sage Pubtications, New

York, 1990.

15. Srinivas Vallabhan, S.V, Computer Application in Business, Sultan Chand & Sons, New

Delhi,20l4.

16. Web resources suggested by the Teacher concerned and the College Librarian including

reading material.

IV. Co-Curricular Activities(Training oJ'students b,the teacher: Total t0 hours);

a) Mandatory:

1. FOR TEACHER: Training of students by teacher in the classroom or in the field for a
total of not less thanl0 hours on application of ICT tools in Office Management, utilizing

the modern tools throngh hands on experience, procedures and practices in filing, indexing

and maintaining office records, imparting skills on office correspondence.

2. FOR STUDENT: Students have to visit to a Government office or industry or private

organization and observe the filing system, records management, utilization of manuals
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available' application of lcT, communication flow in the organizations, problems
encountered by management in communication, record indiviclual observations and
individually submit his / her obseruation as a hand-written Fieldwork/project work Report
not exceeding l0 pages in the given fonnat to the teacher.

3. Suggested Fieldwork/project work Format:
Title Page' student Detairs, Acknowledgements, Index page, objectives, Step_wiseprocess, Findings, Conclusion und R.f.r.n....

4. Max marks for Fieldwork/project work Report: 05
5. Unit Tests /Internal Examinations

b)

l ' Training of students by a rerated fierd expert in office Management.
2. Reading l_ocal Daily newspaper either print or online.
3' Reading Editorial pages, blogs and websites fbr various ideological perspectives.
4. Assignments.

5' Discttss the debates around any recent trends, technological advancements and
invention of new appliances that are to be used in modern officer management.

6' Plan and organize a capacity building session for the stakeholders.
7. Seminars, Group discussions, euiz, Debates etc.

8' Invited lectures and presentations on recent global trends in office management.
9' Make visit to a Government offtce or reputed industry or private firm interact with its

members and record their experiences and gain Hands on Experience of records
maintenance, indexing ancl filing procedures.
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A.P. Statu ( ouncil ot'[liglier Eciucation
Scmcster-wisc Rcr rsccl Sytlabus under CBCS ,2020-21

Course Code:
Four - Year B.A. (Hons)

Domain Subjecr: POL,ITICAL SCIENCE
IV Year B. A.(Hons) Semester * V

Max Marks: 100
Course 7(': PERSONNEL ADMINISTRATION
(Skill Enhallccmenr Ctorrsc (L,lective), 4 credits)

Learning Outcomes:
Students at the sucuesstul completion of'the cuurse wilr be abre to;

L ljnderstand Personnel Adn"rinistration that can be applied to a career.

2. ,\cqttire knowledge on recluitrnent, seleetion ancl training and identify job

compctcncics.

3. Understand the importance and role of ciril sen'ices in Indian Governance.

-+. Provide an overliew on issues in adrniuistration.

5' Enhancc skrlls, strategies ancl techniclues lbr redressal of grievances in administration

II. syllabus:lHours: 'feaching: 60,'fraining: 10. others incl. unit tests: 05)

Unit: I

Personnel Administration: Concept, Nature, Scope and Significance-Hierarchy in personnel

Administration-Roles and Responsibilities of Personncl Administrative Officers- Bureaucracy:

Meaning, characteristics, Nature, Importance and its role in modern state.

Unit: 2

Recruitment: Meaning and lmportance. Types of Recruitment, Methods of recruitment with
regard to All India, Central and State Services-Union Public Service Cornmission and State public

Service Commissions-Constitutional provisions and Composition, Functions and Role.

Unit:3

Training: Meaning, objectives, Types and Signiticance-Training Instirutions in lndia-promotion-
Promotion procedure-Career Planning, Evaluation and Development-Motivation and Morale-
Perfbmrance Appraisal.

Unit:4

Administrative Ethics-Integrity in actministration-Code of Conduct-Common Lapses and
Disciplinary Procedure-Employee and Employer Relations-Rights of Civil Servants.

Unit:5

Problems in Personnel Administration-Ernployees participaliol in administration-Grievances-

Institutional arrangements fbr settlement of disputes-Change in work place, Counseling and Time
Management.

I.
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IIl. References:

l ' Avasthi Maheswari. Public Administration, Lakshminarayan Agarwal, Agra, 200g.
2' Goel, S'L, Personnel Administration, Deep ancl Deep Publications, New Delhi, 2009.
3' Sharma, M.P, Public Administration Theory and Practice, Kitab Mahal, Allahabad,

2005.

4' Tripathi P.C, Human Resource Development, S.Chand publications, New Delhi, 2016.
5' David E.Kalaignar, Public Personnel Management, IPMA, prentice Hall Inc,

Eaglewood Chiffs, New Jersy, 19g6.

6' C'M'Jain, Public Personnel Administration, College Book Depot, Jaipur, 2003
7 ' K'Aswarthappa, Human Resource Management : Text and Cases, Tata McGraw Hill,

New Delhi, 2008

8' v.S.P'Rao, Human Resource Management, Excer Books, New Delhi, 2007
9' O'GlennStanl, Public Personnel Administration, oxford IBH publication Co, New

Delhi,2008.

l0' Chatterjee'Bhaskar, Human Resource Management, Sterling publications, New Delhi,
2009.

I I ' Administrative Retbrms Commission, 1969,Report on personnel Administration.
12' Government of India, Second ARC, Tenth Report on Refurbishing of personnel

Administr-ation.

13. Jain, R.B, Aspects of personnel Administration, IIpA, New Delhi, 200g.
l4' Maheswari Sriram, Public Administration in India: The Higher Civil Service, Oxford

University press, New Delhi,2007.

l5' Naff, Katherine C, Norma M, Riccucci, Personnel Management in Government,
Politics and process, Tayolr& Francis, New york, 2014.

l6' Tead' ordway, Personnel Administration, University of California Libraries.
l7' Pundrik ojha & Kiran Sharma, Personnel Administration, Raj publishers, Agra,20lg.
18' web resollrces suggested by tlie Teacher concerned and the college Librarian

including reading material.

Iv' Co-Curricular Activities(Training oJ'stutlent,s by the teacher: Tcttat l5 h,urs);
a) Mandatory:

l 'FoR TEACHER: Training of stutlents by teacher in the classroom for a total of not less
thanl0 hours on techniques of preparation of training schedules, training programmes, conducting
interviews as part of selection, preparation of confidential reports, skilling on minutes reporting
and maintaining service records, identifying the techniques for settlement of disputes in the
organizatron

t)
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2' FoR STUDEN'I': Stuclents have to visit to a Ciovernment office or industry, observe the
hierarchy of staff, rectuitment and selection process, role and responsibilities, interact/interview
the employer and employees in order to know how the strategies and techniques using for
resolving disputes relating to persottal or organizational issues and individually submit his / her
observation as a hand-written FielciworUPro.iect work Report not exceeding l0 pages in the given
format to the teacher.

3. Suggested Fieldwork/project work Fonnat:

Title Page, student Details, Acknowledgements, Inc.lex page, objectives, Step_wise
process, Findings, Conch,rsion and Ret'erences.

4. Max marks for Fieldwork/project work Report: 05

5. Unit Tests /Internal Examinations

b) Sussested Co-Curricular Activities

I ' Training of students by a related field expert in Personnel Administration.
2. Reading Local Daily newspaper either print or online.

3' Reading Editorial pages, blogs and websites fbr various ideological perspectives.
4. Assignments.

5' Discuss the debates around any recent Ordinance, Bill or Act in the parliament or State
Legislature with regard to service matters of civil servants.

6. Plan and organize a capacity building session for the stakeholders

7. Senrinars, Group discussions, euiz, Debates etc.

8' Invited lectures and presentations on recent global trends in personnel Administration.
9' Make visit to a Government office or reputed industry, interact with its members and

record their experiences on job satisfaction, promotions, motivation and institutional
arrangements for grievances.
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Four _ Year B.A. (Hons) course code:

Doylrin Subject: POLITICAL SCIENCE
IV Year 13. A.(Hons) Semester '_ V

COU.SC 6 D: ELECTORAL POI,ITICS AND VOT'N" UUffi-\,ArKS; 
IOO

(Skill Enhancement Ctourse (Elective). 4 credits)

I. Learning Outcomes:
Students at the successfur compretion of the course wi, be able to;

I ' Acclraint stuc{ent with the stt'uctrrrc ancl mannc[ of tirnctioning of Election commission of
India.

2. [Jnclerstand trre poriticar issues in Electorar poritics.

3' Provide an overview on voter turnout, voting behavior in India.
4' A*'are of the role of new media and technoiogy in election campaign.
5' Develop an unclerstanding of the required skills fbr data collection, research in election

management.

ll' Sylrabus:(Hours: Teerchi,g: 60, Trai,ing: r0, others incr. unit tests: 05)
Unit: I

E lectoral Democracy-Electoral Politics in Inclia-pre and Post-Independence, Nature,characteristics-Electoral Process: Nature and Significance
Unit:2

Election commission of lndia: composition, Powers and Functions-Merits and Demerits ofElectoral system in India-Political Participation-General Elections in India since 1952-Elections toLocal Bodies-State Election Commission.

Unit:3

Issues in Erectorar poritics: corruption, Mo,ey power, rigging, booth capturing, undemocraticparty system' politics of Political Det'ections and Reservations-Need of Reforms in present
Electoral Systern-Reports of Tarkunde, Goswamy, Indrajeet Gupta comrnittees.
Unit:4

Public opinion: Meaning and its role in Democratic politics-voting Behaviour: Meaning, Nature
and deternrinants of voting behavior: caste. Rerigion, Language, Region etc.
Unit:5

Management of Elections: Moral code of conduct, Filing Election Nominations and Affidavits -Use of new techniques and methods in election campaigns: Membership drive, Responsibility
Management' Booth Management, New ways of generating fLnds, polling research, opinion

U lt,
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Polls, Predictions, Techniclues of interpreting collected election data, use of print, electronic and
social meclia in elections.

III. Rel'erences:
I ' Basu, D'D, Introduction to Constitution of India, Nagpur, Lexis Nexis Butterworths,

2018.

2' P'R'Brass, The Politics of India since Intlependence, Cambridge, Cambridge University
Press,1974.

3' C'P.Bhambhari, Politics in India since Independence, Delhi, Shipra publications, 1990.
4' J,C.Aggarwal&N'K.Choudari, Election in India, Shipra Publications, New Delhi, 199g.

5' R'AIi, Representative Democracy and Concept of Free and Fair Elections, Deep and
Deep Publications, New Delhi, 2006.

6' D'Anand, Electoral Reforms-Curbing Role of Money Power, Indian Institute of public

Administration, New Delhi, 2005.

7 ' A.Bajpai, Indian Electoral System-An Analytical Study, Nardeen Book Centre, New
Delhi,2002.

8' A.K'Bhagat, Elections and Electoral Reforms in India, Vikas Publications, New Delhi,
2006.

9' R'P.Bhalla, The Electoral System, Its operation, and Implications for Democracy in
India, Teaching Politics, New Delhi, 19g9.

l0' R'Hegde, Electoral Reforms-Lack of Political Will, Bangalore, Karnataka State Janata

Party, 1987,

I I ' P'N'Sharma, Elections and National Politics, Shipra Publications, New Delhi, 2004.
12' Eldersveld, S.J, Experimental Propaganda Techniques and Voting Behaviour,The

American Political Science Review, New york, 19g6,

13'F'ldersveld' S.J, Theory and Method in Voting Behaviour Research, The American
Political Science Review, New york, 1992.

14. Jain, S, State Funding of Elections and Political Parties in India Journal of the Indian
Law Institute, Allahabad. 1999.

l5' Sridharan, E, Toward State Funding of Elections in India:A Comparative perspective

on Possible Options, The Journal of policy Refbrms, 3:3,pp,229_254.
l6' Rosenblum, N, Political Parties as Membership Groups, Columbia Law Review, 100(3),

pp.8l3-844.

l7' web resources suggested by the Teacher concerned and the College Librarian including
reacling material.
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lV' Co-Curricular Activities (Training oJ stttdents b.y the teacher; Total I0 hours);A). Mandatory:
l ' F'oR TEACHER: Training of students by teacher in the classroom for a total of not less
thanl0 hours on collec:tion of clata relating to General Elections to Lok sabha/Assembly or
elections to Local boclies for a particr"rlar period, analysis of data by using statistical tools,
preparatio* of questiontraire on voting behavior, identifying techniques for interpretatio, of
election data and imparting skills involved in political campaigning by using new media.

2' FoR sruDENT: Students have to visit to nearby residential colony or street or a village,
collect data regarding their voting behavior, voter turnout by interviewing the voters using formal
and infbrmal questionnaire' interaction with the voters and individually submit his / her
observation as a hand-written Fieldwork/Project work Report not exceeding 10 pages in the given
fbrmat to tlie teacher.

3. Suggested Fieldworkiproject work F-ormat:

Title Page. Student Details, Acknowleclgements, lnclex page, objectives, Step_wise
process, Fi ncli n gs. Conclusion ancl Ref-erences.

4. Max marks for Fieldwork/project work Report: 05

5. Unit Tests /Internal Examinations

l. fraining of students by a relatecl field expert.

2. Reading t_ocal Daily newspaper either print or online.

3' Reading Editonal pages, blogs and websites fbr various ideological perspectives.
4. Assignntents.

5' Discuss the clebates around any recent orclinance, Bill or Act in the parliament or State
Legislature.

6' Discltss any contemporary practice or event that violates the true spirit of democracy
and political equality.

7. Seminars, Gror.rp discussions, er"riz, Debates etc.

8' Witness any inciclent occurrecl in your surroundings that woulcl be considered for
obstacle tbl refbrms in politics

9' Invited lectures and presentations on related topics by experts in Electoral politics.

10 Read the guidelines issr.ted by Supreme Court in landmark cases relatipg to political

I)efbctions. Anti-democracy acts of political parties.

11 
"\nange 

Gttest Lectures inviting election authorities such as District Returning Officer
/Observers / Experts in Election Management.
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A.P. State Council of Higher Education

Semester-wise Revised Syllabus under CBCS, 2020-Zl
Course Code:

Four - Year B.A. (Hons)
Domain Subject: POLITICAL SCIENCE

IV Year B. A.(Hons) - Semester _ V
Max Marks: 100

clourse 7 D: LEGISLATTVE pRocEDURES AND PRACTICES
(Skill Enhancement Course (Elective), 4 credits)

I. Learning Outcomes:
Students at the successfur completio. of the course will be able to;

6- Make t-amiliar with legislative procedures and practices.

7 ' Equip the students with the adequate skills of participation in deliberative processes and
democratic decision making.

8' Understand complex policy issues, draft new legislation, analyzeongoing bills, make

speeches and floor statements.

9. Provide skills to be parl of a legislative support team and expose them to real life
legislative work.

l0' Enhance understanding of procedures, practices, rjitlbrent committees and motions in the
House.

II. Syllabus:(Hours: Teaching: 60, Training: 10, others incl. unit tests: 05)

Unit: I

Brief Introductiott on Legislatil'e botiies, roles an<i responsibilities-Constitutional provisions of
Legislative Procedures: Articles lo7-122. Kinds of Bills: Ordinary Bills, Money Bills, Finance
Bills, constitution Amendment Bills anctprivate Me,rber Bills.
Unit: 2

Powers and Functions of People's Representatives in Legislative process: Members of parliament,

Members of'State Legislatures, Political Heads of Rr"rral and Urban Local Governments.
Unit:3

Dratting of tire Bill-First Reading ancl Departmental standing committee-Second and rhird
Reading-Framing rules and regulations, Passage of the Bill, Consent by the president of lndia and
Gazette N oti flcati ons.

Unit: 4

Legislative committees in Inclia: Role in reviewing government policies, finances, programmes
and lcgislation' Types of committces: Department Standing Committees, Select Committees,
Joint Parliamentary committees' Public Accounts committee, Estimates committee, Business
Advisory Committee, Ethics Committee etc.

,
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Unit: 5

Budget process: Reviewing the llnion Budget, Examination of Demands for Grants of Ministries,
working of Ministries-Motions and Hours in the House: euestion Hour : Rules of putting
questions, Types of Questions-Rules relating to Calling Attention Motion, Adjournment Motion,
Privilege Motron, censure Motion' No-Confidence Motion, Cut Motion including Resolutions,
Discussion and Shorl Discussion

m. Ref'erences:

a\

2

a
J

4

Bastr' D'D' Introdtrction to ConstitLrtion of India, Nagpur, Lexis Nexis Butterworths, 201g.
Jayal, N'G', and Mehta, P. (eds), 'fhe oxford Companio. to politics in India, Oxford
tJniversity Press, New Delhi, 2007.

Bhambri, P'c', Parliamentary control over State Enteqprize in India, Delhi Metropolitan
Book Dept, New Delhi, 199g.

H'Karla' Public Engagement with the Legislature process, pRS centre for policy
Research, New Delhi, 201 I available at http://www.prsindia.org.
Kaul' M'N' &s'L'shakdher' Practice and Procedure of parliament, New Delhi, Lok sabha
Secretariat, 20 t 6

6' Mehra' A'K, The hrdian Parliament and Democratic Transfbrmation, New Delhi,
Routledge,20l7.

1 Pai' Sudha & Ktlmar, A, (eds), 'fhe Indian Parliarnent : A critical Appraisal, orient Black
Swan, New Delhi ,20t4.

8' Shankar, B. & Rodrig LLez V, The Indian parliament

LJnrversity press, New Delhi., 201 l.
A Democracy at Work, Oxford

5

L) Singh' D' The Indian Parliament : Beyond the seal and signature of Democracy, Universal
Law Publishing, Gtrrgao n. 20 16.

l0' Kapur' D and P'Mehta (eds), Public lnstitutions in India: perfbrmance and Design, oxford
University press, New Delhi, 2005.

I 1' Kapur, D', Mehta, P. &vaishnab, M (eds), Rethinking public Institutions in India, oxford
lJniversity press, New Delhi. 2017.

12. Kashyap, S. Reviewing the c'onstitution, Shipra pubrications, New Delhi, 2000
l3' Kashyap, S'our parriament, Nationar Book J'.rst, New Delhi. 2015.
14' web resources suggested by the Teacher concernecl and the college Librarian including

reading material.
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IV' Co-Curricular Activities (Training of stuclents b),the teacher; Total l0 hours);
A). rllandatory:
l' FoR I'EACHER: l'raining of stuclents by teacher in the classroom for a total of not less
thanl0 hours on conducting ot,a Mock parliament, Clonduct of Sessions, preparation of budget,
formr"rlation of policy, Collection ancl analysis of clata fbr legislation, Imparting skills on asking
questions and identifying communication skills.

2' FoR ST'UITENT: Students have to visit to a legislative/ Iocal body unit nearby, observe
legislative local body meetings, interact with stakeholclers. monitor media and press releases,

understanding political process anrj incliviclually subrnit his / her observation as a hand-written
Fieldu"ork Project work Reptlrt not excecding l0 pagcs in the given fbrmat to the teacher.

3. Suggested rieldworlcproject work Fornrat.

Title Page, Student Details, Acknowledgements, Index page, objectives, Step-wise
process, [:indings, Conclusion ancl llef'er.ences.

4. Max marlts for Fieldworlvprojecr work Report: 05

5. Unit Tests /Internal Exarninations

b). Sueeested Co-Curricular Activities

L Training of students by a related field expert.

2. Reading Local Daily newspaper either print or online.

3. watching live stream of sessions of parliament or state Legislature.

4' Reading Editorial pages, blogs and websites fbr various ideologicatperspectives.

5. Assignments.

6. Discuss the debates around any recent Ordinance, Bill or Act in the parliament or State

Legislature.

7 ' Discuss any contemporary practice or event that violates the true spirit of democracy and
political equality.

8. Seminars, Group discussions, euiz, Debates etc.

9 ' Invited lectures and presentations on related topics by experts in Legislative procedures.

10' Read the guidelines issued by Supreme Court in landmark cases relating to political

Defections, Anti-democracy acts of political parties.
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PATTERN

'f irne: 3 l lo Llrs Max. Marks: 75

Section - A (fotal 5 x 5 Marks - 25 Marks)

Answer any firr.of the tollowing, Each answer carries 5 Mctrks
(At least one question shoulcl be given frorn each unit)

Section - B (I'otal 5 x l0 vlarks : 50 Marks)

Answ'er an Y .fi!'e ol' the tbllowing. Each Answer carri es l_0 Marks
(At least one question shoutd be given from each unit)

@@@@@@@@@@@@

Prepared by: Prof'B'v.Raghavulu, D'ept. of'Political Science & public Administration, SKtJniversity, Anantapur

8{

Dr.l'.S.Shyarr Prasad, Lecturer in poriticar science, Govemment Coilege
lAutonomous), Anantapur.
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