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PREFACE

In the curricular structure introduced by this University for students of Post-

Graduate degree programme, the opportunity to pursue Post-Graduate course

in any subject introduced by this University is equally available to all learners.

Instead of being guided by any presumption about ability level, it would perhaps-
stand to reason if receptivity of a learner is judged in the course of the learning

process. That would be entirely in keeping with the objectives of open education

which does not believe in artificial differentiation.

Keeping this in view, study materials of the Post-Graduate level in different
subjects are being prepared on the basis of a well laid-out syllabus, The course
structure combines the best elements in the approved syllabi of Central and
State Universities in respective subjects. It has been so designed as to be
upgradable with the addition of new information as well as results of fresh
thinking and analyses.

The accepted methodology of distance education has been followed in the
preparation of these study materials. Co-operation in every form of experienced
scholars is indispensable for a work of this kind, We, therefore, owe an enormous
debt of gratitude to everyone whose tireless efforts went into the writing, editing
and devising of a proper lay-out of the materials. Practically speaking, their role
amounts to an involvement in invisible teaching. For, whoever makes use of
these study materials would virtually derive the benefit of learning under their
collective care without each being seen by the other.

The more a learner would seriously pursue these study materials the easier
it will be for him or her to reach out to larger horizons of a subject. Care has also
been taken to make the language lucid and presentation attractive so that they
may be rated as quality self-learning materials. If anything remains still obscure
or difficult to follow, arrangements are there to come to terms with them through
the counselling sessions regularly available at the network of study centres set
up by the University.

Needless to add, a great part of these efforts is still experimental—in fact,
pioneering in certain areas, Naturally, there is every possibility of some lapse or
deficiency here and there. Iowever, these do admit of rectification and further
improvement in due course. On the whole, therefore, these study materials are
expected to evoke wider appreciation the more they receive serious attention of
all concerned.

Professor (Dr.) Subha Sankar Sarkar
Vice-Chancellor
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Unit1 11 Intellectual Organisation : An Overview

Structure

1.0  Objectives

1.1 Introduction

1.2 Need to organise

1.3 Organisation of recorded information

1.4 Organisation of information : Approaches in different environments
1.4.1 Libraries
1.4.2 Archives
1.43 Muscums and Art galleries
144 Internet

1.5 Summary

1.6  Exercise

1.7  References and Further Reading

1.0 Objectives

After reading this unit you will be able to—

* understand the basic drive in mankind to organise
why do we need to organise ?
*  who do we need to organise information?

* how is the organisation of information approached in different
environments,




1.1 Introduction

Human intellect produces information which is used by others, Transfer
of information and absorption of the same by others depend on the intellectual
organisation of information. There seems to be a basic drive in us to organise
images into categories such as “faces’ or ‘foods’. Children do a lot of organizing
during play. With some of us the need is stronger than the others. Those
who act on the maxim, states, “A place for everything and everthing in its
place” will not be able to operate until the work surface is cleared and every
stray object has been put in its place. Such a person has to be “organised”
before beginning a new project. “But even those whase world spaces appear
to be chaotic have some organisation in their heads”. Such persons usually
have some idea or perhaps certain knowledge, of what is in the various
collections of “stuff Regardless of one’s personal style, however human
learning is based on-the ability to observe, to organise to assimilate, to judge
correlation application in contexts to data, information, knowledge and
wisdom respectively.

1.2 Need to organise

We need to organise because we need to retrieve. If kitchens are well
organised cooking equipment will be easily accessible and foodstuffs and
spices can used as needed. If workplaces are organised so that appropriate
records are retrievable. Learning processes are organised so, that rela tionships
among ideas can be used to the learner in recalling the learned material,

1.3 Organisation of Recorded Information

This study material addresses the history, theory and practice of the
organisation of recorded informatjon. Other means are required to organise
information that has only spoken, heard or thought about. A certain amount
of disagreement exists among us as to whether we organise, retrieve, and
make use of information or knowledge. According to several dictionaris,
knowledge exists in the mind of an individual who has studied a matter,
understands it and perhaps has added to it through research and other
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means. Dictionaries also indicate that information is the communication or

reception of knowledge. That communication occurs in great part through
the recording of the knowledge in some fashion. People write, speak, compose,
scudpt and in many other ways attempt to communicate their knowledge to

(c)

others. Recorded information includes much more than text. Therefore, terms
such as information béaring activity or information package are used. Ronald
Haggler has indicated six functions of bibliographic control. His listing
emphasizes upon the work of librarians. However, the list with altered
wording, reflects the major activities involved in all of organisation of
information—

(a) Identifying the existence of all lypes of information-bearing entities as

they are made available—

Most publishers create red catalogues listing of their products along
with abstracts for them. Reference tools such as boolks in Print are
products of their activity.

(b) Identifying the works contained within those information-bearing entities

or as parts of them—

A collection of short stories or a grouping of artistic works may be
considered to be an information-bearing entity as a whole.

Systematically pulling together these information-bearing entities into
collections in libraries, archives, museums, Internet communication files,
and other such depositories, The activity of creating collections
traditionally has been thought of as the province of institutions such as
libraries, archives and museums, There are also personal collections,.
office collections, university departmental collection.

Now that it is easy to bring these collections known publicly, lists arc
being provided at web sites.

(d) Producing lists of these information-bearing entities prepared according

to standard rules for citation—

Lists created in this activity include bibliographies, indexes, library
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(e)

(£

catalogues, archival finding aids, and museum registers. Such lists ma y
be in print or electronic form.

Providing name, title, subject and other useful access to these
information-bearing entities—

This is the activity that adds the most value to the usefulness and
retricval potential of a collection. Keyword access can be provided
more or less automatically, More satisfactory retrieval comes from being
able to search for names, titles and controlled vocabulary that have
been created under authority control If a system uses controlled
vocabulary, a search for a word with more than one meaning will
allow differentiation among different meanings and will direct one to
broader, narrower and related terms, It will also bring together under
one term all the synonymous terms that may be used to express a
concept. Therefore, a major part of organizing information is designing
systems for searching that will allow information seekers to find easily
what they need and want.

Providing the means of locating each information-bearing entity or a
copy of it—

The catalogues or other lists created in century old institutions give
information on the physical location of the entity. Bibliographic ulilities
(for example, OCLC, RLIN, WLN) allow one to find out which locations
physically own a particular item. Many library, museum and archival
catalogues are available on the internet. Traditionally, bibliographies
and indexes have not given location information. Bibliographies list
what exists somewhere but seldom tells where, Indexes give larger
work in which smaller work being listed can be found, (for example,
in which journal an article can be found), but do not indicate the physical
location of the larger work, But electronic resources found on the internet
is becoming more common to give the location (for example URL) in
any listing that includes the electronic resource, However, the stability
of URLs always raises the question,
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1.4 Organisation of Information : Approaches in different
Environments

There are many environments in which there is a desire to organise
information so that it will be retrievable for various purposes. There are
libraries of all types archives, museums, art galleries and the Internet

1.4.1 Libraries

Collections in libraries are created through the process called collection
develnpmeili. Collections are developed most often in three ways : (a)
librarians learn about existence of new works through reviews, publisher’s
announcements, requests from users of the library, etc. and then order
appropriate materials, (b) gifts are given to the library;.(c) approval plans,
worked out with one or more vendors, bring in new items according to
preselected profiles.

When new materials arrive for addition to the collection, physical entities
have to be arranged in some fashion. They may be placed in alphabetical
order (lor example, fiction and biography). Most, however, are arranged by
classification.

Classification of materials is part of the process of cataloguing which
is the first activity [ollowing the receipt of the items. Cataleguing of individual
items involves creating a description of the physical item: choosing certain
names and Litles to serve as access points for getting to the description in the
catalogue; doing authority work on these names and titles; doing subject
analysis of the content of the work in the item; choosing subject heading and
classification numbers to represent the subject analysis; and creating call
numbers. All records thus created are coded with the MARC so that can be
displayed in online systems.

Another major pan of the organisation process in libraries is found in
the reference process. In the reference process the success of the organisation
is tested.

1.4.2 Archives

Archives usually consist of unique items, Archival malterials are arranged
and described in groups. Each archive choses its own to organise the
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- information, particularly regarding level of contol and depth of description.

Descriptions of archival materials can take one or more different forms.
An accession record summarizes information about the source of the collection,
gives the circumstances of its acquisition and briefly describes the physical
data and the contents of a collection. A finding aid gives a detailed conterits
note of the historical and organizational context of the collection and continues
by describing its context, perhaps providing an inventory outlining what is
in each box. Archival materials generally are in closed stacks, accessible only
to staff.

1.4.3 Museums and Art Galleries

In museums other than natural history, items are registered after being
accessioned. Registration is a process much like cataloguing in libraries and
archives. The register establishes the organizational control over the art works
and artifacts. In museums, as in archives, provenance is important information
and 1s essential in determining the name of the object. '

As with archival materials the museum /art gallery collections are
accessible only to staff. Much of the collection is stored behind scenes which
only source of it is on display at any one time, Behind the scenes, items are
numbered in a way so that it can be retrieved as needed. Persons responsible
for the exhibits must make heavy use of the system of organizational control,

L]

1.4.4 Internel_&

Several different approaches are being taken in the attempt to organise
the Internet. Librarians have attempted to use traditional means for the
organisation. Librarians are compiling bibliographies of websites. Librarians
have been part of the team of people who have been working on a metadata
standard called Dublin Core. Digital libraries are also being developed.

. In fact, much work on organizing internet has been done by persons
other than librarians. Search engines are being developed by computer and
programming specialists. There is software that automatically classifies and
indexes electronic documents, but automated tools categorize information
differently than people do. The search site called yahoo! classifies by broad
subject are as using human indexers. This approach has been popular, although
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not completely successful as a classification. Also a research project at QCLC
is improving an approach to automatic classification using the Dewey Decimal
Classification. Although some belicve that organizing the Internet will be
impossible, the parts of it that are important for retrieval and for posterity
will be brought under the organizational control. It is human nature, and
the principles learned over centuries of organizing print information can be
used to speed the process of organizing electronic resources.

1.5 Summary

In this unit we have discussed the basic needs to organise, have defined
organisation of information and have looked at an overview of the different
organizing environments.

1.6 Exercise

1. Why do we need to organise information?
2. What is organisation of recorded information?

3. Give an overview of the organisation of information approached in
different environments.

1.7 References and Further Reading

1. Higgler, Ronald : The Bibliographic record and information technology.
3rd ed. American Library Association, 1997.
2. Stoll, Clifford : Silicon snake oil : second thoughts on the information

highway. Doubleday, 1995. -
3. Taylor, Arline G : The organisation of information. Libraries Unlimited,
1999,

4. Taylor, Arlene G : “The Information universe : will we have chaos or
control?” American Libraries 1994, 26(7), 629-—32.
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Unit 2 1 Classification Systems 1 : General Systems

Shructure

2.0 Objectives

2.1 Introduction

2.2 Dewey Decimal Classification (DDC)
2.2.1 Changes in the Schedules of DDC 21
2.2.2 Difficulties
223 Changes in DDC 22nd Edition

2.3 Universal Decimal Classification (UDC)
231 UDC Medium Edition

2.3.2 New Changes in the Medium Edition
2.3.3 Management, Revision and Use
24 Library of Congress Classification (LCC)
24.1 The System
242 The use and Revision and Future
2.5  (Colon Classification (CC)
2.5.1 Seventh Edition
2.5.2 Notation
2.5.3 Evaluation =
2.6 Bibliographic Classification (BC)
2.6.1 The Second Edition of BC (BC,)
2.6.2 Commendable Features
2.7 Broad System of Ordering (BSD)
2.7.1 Facet Structures
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