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Vice-Chancellor's Message

The Distance Learning Centre is building on a stkdlition of over two decades
of service in the provision of External Studies gPeanme and now Distance
Learning Education in Nigeria and beyond. The DistaLearning mode to which
we are committed is providing access to many dasgriigerians in having
access to higher education especially those whibidyature of their engagement
do not have the luxury of full time education. Retg it is contributing in no
small measure to providing places for teeming Nageyouths who for one reason
or the other could not get admission into the cativeal universities.

These course materials have been written by wrieecially trained in ODL
course delivery. The writers have made great effaot provide up to date
information, knowledge and skills in the differatisciplines and ensure that the
materials are user-friendly.

In addition to provision of course materials innpriand e-format, a lot of
Information Technology input has also gone into theployment of course
materials. Most of them can be downloaded from EH&C website and are
available in audio format which you can also dowadlonto your mobile phones,
IPod, MP3 among other devices to allow you listerthe audio study sessions.
Some of the study session materials have beertextgmd are being broadcast on
the university’s Diamond Radio FM 101.1, while athédave been delivered and
captured in audio-visual format in a classroom emment for use by our
students. Detailed information on availability aadcess is available on the
website. We will continue in our efforts to provided review course materials for
our courses.

However, for you to take advantage of these formeits will need to improve on
your L. T. skills and develop requisite distancer@ag Culture. It is well known
that, for efficient and effective provision of Dasice learning education,
availability of appropriate and relevant courseenats is asine qua nonSo also,
is the availability of multiple plat form for thednvenience of our students. It is in
fulfilment of this, that series of course materiale being written to enable our
students study at their own pace and convenience.

It is our hope that you will put these course mateito the best use.

helderrf

Prof. Abel Idowu Olayinka
Vice-Chancellor



Foreword

As part of its vision of providing education ftriberty and Development” for
Nigerians and the International Community, the @msity of Ibadan, Distance
Learning Centre has recently embarked on a vigorepssitioning agenda which
aimed at embracing a holistic and all encompassomgoach to the delivery of its
Open Distance Learning (ODL) programmes. Thus vee cammitted to global
best practices in distance learning provision. Afaom providing an efficient
administrative and academic support for our stuiglemte are committed to
providing educational resource materials for the v$ our students. We are
convinced that, without an up-to-date, learnerridly and distance learning
compliant course materials, there cannot be anjyslaslay claim to being a
provider of distance learning education. Indeeailakility of appropriate course
materials in multiple formats is the hub of anytai€e learning provision
worldwide.

In view of the above, we are vigorously pursuingaasnatter of priority, the
provision of credible, learner-friendly and inteirae course materials for all our
courses. We commissioned the authoring of, andewewf course materials to
teams of experts and their outputs were subjectedarous peer review to ensure
standard. The approach not only emphasizes cogritiowledge, but also skills
and humane values which are at the core of educaieen in an ICT age.

The development of the materials which is on-gomlgo had input from

experienced editors and illustrators who have atksuhat they are accurate,
current and learner-friendly. They are speciallytten with distance learners in
mind. This is very important because, distanceniear involves non-residential
students who can often feel isolated from the conitywf learners.

It is important to note that, for a distance learte excel there is the need to
source and read relevant materials apart from ¢bigse material. Therefore,
adequate supplementary reading materials as welh&s information sources are
suggested in the course materials.

Apart from the responsibility for you to read tleisurse material with others, you
are also advised to seek assistance from your eofasilitators especially

academic advisors during your study even beforarttezactive session which is
by design for revision. Your academic advisors wgkist you using convenient
technology including Google Hang Out, You Tube KTRlision, etc. but you have
to take advantage of these. It is also going tabanmense advantage if you



complete assignments as at when due so as to lenesgary feedbacks as a
guide.

The implication of the above is that, a distancarrer has a responsibility to
develop requisite distance learning culture whitdiudes diligent and disciplined
self-study, seeking available administrative anadaenic support and acquisition
of basic information technology skills. This is wiigu are encouraged to develop
your computer skills by availing yourself the oppmity of training that the
Centre’s provide and put these into use.

In conclusion, it is envisaged that the course natewould also be useful for the
regular students of tertiary institutions in Nigewho are faced with a dearth of
high quality textbooks. We are therefore, delightegresent these titles to both
our distance learning students and the universitggular students. We are
confident that the materials will be an invaluat@dsource to all.

We would like to thank all our authors, reviewensl @roduction staff for the high
guality of work.

Best wishes.

O =

Professor Bayo Okunade

Director
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Course Description

The course focuses on: Information types, partmformation carriers consulted
in cataloguing, to include; dusk jacket, covertitlly leaf/free ended paper, half
title, series title, frontispiece, title page amhe tikes. Also, the course focuses on
functions of catalogue, bibliographic descriptiarhoice of access points in
cataloguing according to AACR2, books produced lmyporate bodies. In
addition, topics to include subject headings, itticiion to subject headings used
by library of congress, sears list of subject hegsli classification, principles and
procedure of classifying a book, functional projsrtof traditional classification
scheme as well as dewey decimal classificationrse®DC) were also discussed
in the course.

Objectives
At the end of the course, students should be able t

1. Elicittypes of information
2. ldentify parts information carriers consulted inataguing process
3. Discuss functions of catalogue
4. Examine bibliographic descriptions
5. Determine choice of access points in cataloguimgmaling to AACRS2
6. Highlight books produced by corporate bodies
7. ldentify subject headings
8. Understand classification
9.  Highlight principles and procedure of si&gng a book
10. Investigate functional properties of traditibolassification
11. Understand dewey decimal classification (DDC)
Course Contents
Week 1: Types of information materials
Week 2: Parts of information carriers consultedataloguing
Week 3: Functions of the Catalogue

Week 4: Bibliographic Description
Week 5: Choice of access points in cataloguingdaseAACR2

Week 6: Books produced by corporate bodies

Week 7: Subject Headings

Week 8: Introduction to Subject Headingediby the Library of Congress
(LCSH)
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Week 9:

Week 10:

Week 11

Week 12:
Week 13:

Sears List of Subject Headings

Classification

Principles and procedure of clgsgjfa book
Functional properties of traditioclassification scheme
Dewey decimal classification Sch¢bieC)
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Study Session 1: Types of Information Materials

Expected duration: 1 week or 2 contact hours

Source http://www.aventuraebooks.com/images/eBooks2.jpg

Introduction

| know by now you are familiar with the definitiaf a library. The basic aim of any
library is to provide a platform whereby every imf@tion seeker or user or clientele
will have his needs met satisfactorily. The libratiempts to organize all published
literature (documents).Libraries hold a wide ranfeformation- bearing materials.
The formats bearing this information vary consitgraln broad terms these come
as print and non-print materials.

In all fields of human knowledge, disciplines, Ihfarmat- whether print, non-print,
multi-media and digital (electronic) for easy acsc#wough the library processes of
appraising (by selection) collections (acquisitiomganizing (cataloguing and
classification) storing (preservation), retrievifigtrieval), disseminating (providing
access to information) and utilizing.

In this study session, you will be introduced te gdoncept of information materials
and the types of information material availableum libraries

12



Learning Outcomes for study session 1

At the end of this study session, should be able to

1.1 Discuss the concept of information materials

1.2 Describe the types of information material E@é in our libraries

1.1Concept of information materials

Library users are in the library to seek for infatian for development, the
information appears in a various forts like BooKBextbooks, Dictionaries,
Encyclopaedia, and Handbooks etc. Non-books like-make stories, graphs, maps,
atlases, audio-visual materials like cassettesip radssette, video tapes, slides,
filmstrips, overhead projectors, etc.

bl Gl N g
(T
M E |

Figurel.1:Library users
Source:google.com

Realia, specimens, serials, publications like magaz newspapers and journals and
ephemeral publications like “newspapers cuttingstl &handouts” and modern
communication equipments like computers. These nattehave one thing in
common and that thin is information. That is, tléycontain needed information for
development.

Aina (2004) broadly categorized library information carriem® the following:

1. Print media: These are regarded as printed texdstlagy include books,
pamphlets, serials etc.

2. Manuscripts: Are regarded as writing made by harakdype script, such as
letters, minutes of meetings etc.

3. Cartographic materials: These are materials reptiagethe whole or part of
the earth surface on any celestial body at anyesddey include two and
three dimensional objects such as maps, planssgleic.

4. Graphic media: These are two-dimensional representaf materials which
can be viewed without a projector (photographswihgs, charts, postcards)
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or those that can be projected without by mans rofogtical device
(filmstrips, slides, transparencies).

5. Audio recordings: These are information materifiat thave pre-recorded
sound vibrations. They are also called sound reagsd They are equivalent
of a printed text that can be recorded on a soecording such as sound disc,
sound cassette, tape reel, gramophone recordsacbdipcs etc.

6. Audio-visual media: These are library materialsiclttan be used to provide
information that can be seen and heard, that ispgheduce sound as well as
images that can be projected with motion. Theyuithe] motion pictures
films, video recordings, television etc.

7. Microforms: These are transparent or opaque medairg images in a
reduced form e.g. microfilm and microfiche. They d# read by the use of
microform projectors called readers e.g. microfickeders.

8. Digital media: These are media in which informatisnrepresented in an
electronic form e.g. computer files, diskettes, pant discs etc.

It should be noted that in the historical timedpimation and knowledge are
recorded in clay tablets, papyrus rolls, parchnsmolls, and vellum and so on.
These ancient materials have given way to a wideety of information materials
mentioned above to form the collection of moddbreliies.

It is the duty of the technical services departnbraugh its acquisition section to
acquire materials to the library. It is done byesehg; ordering and receiving
purchased, donated and exchanged materials tiotagy!

In-Text Question

It should be noted that in the historical timedpimation and knowledge are
recorded in clay tablets, papyrus rolls, parchnssmolls, and vellum and so on.
TRUE/FALSE

In-Text Answer
TRUE

1.2 The types of information material
Libraries offer the following types of informatiomaterialsefficiently which are
listed in the diagram below which can help you aesle subjects

14
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Figure 1.3: Types of information materials

Physical information materials:This houses a number of resources you can
locate, handle, and use immediately. These physésalurces include periodice
magazines, newspapers, maps, and manuscripts htlsonge may be used only
the library.

In addition, many libraries provide media resoursash as films, prin, CDs,
cassettes, and videos that you can access dururgvigit. Of course, libraries alt
have books on a variety of subjects and often haos-sharing arrangements wi
other libraries, too. If you need a book that is o the shelves, ask a lilrian to
order it for you, if possible. Some libraries cdsoaarrange int-library loans of
media resources, too.

Figure 1.4: Physical information Materials
Source: http://3.imimg.com/data3/KN/XK/M6727333/school-course-boeRS0x250.jpg
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Digital information materials: The advent of digital resources has greatly expénde
the walls of libraries. Now, libraries have res@asrcsuch as e-books and online
databases which are not limited to physical looatiwithin the library.

Databases, in particular, are useful for reseasdhecause they allow you to search
for information by topic, category, author, dateotver useful traits. However, many
of the best databases are subscription based |esswou work for a company that
has a subscription or attend a university with d¢ine,only practical (and affordable)
place to get access is in the library.

Figure 1.5:Digital information materials
Source: http://www.learnfrenchbypodcast.com/img/site/fraatrousel/03_laptop.jpg

Databases may specialize in a certain field suchmaslicine, business, or
engineering. These databases provide access tnlyohistorical information, but
also information that is not easily found througlareh engines like Google. The in-
depth and historical information makes these dadbane of the most valuable
resources in the library.

Human resources information materialsBecause libraries can house and/or
access so much information, you may not discoveatwbu need until you have
spent a lot of time exploring what is available.

Enlisting the help of a librarian can often sava jime because librarians are trained
to evaluate all of their libraries' resources, udahg the best ways for you to access
them and whether they are the appropriate givem gpacific needs or interests.
Librarians can also help you quickly learn to usehhology or software, such as
microfiche readers or database search programshwiou may need to complete
your research.

16



In-Text Question
All the following are types of information matesagxcept

a. Human resources information materials
b. Digital information materials

c. Analogue information materials

d. Physical information materials

In-Text Answer
(c) Analogue information materials

Summary of study session 1

1.

Library users are in the library to seek for infatran for development, the
information appears in a various forts like Book&xtbooks, Dictionaries,

Encyclopaedia, and Handbooks etc.

Print media: These are regarded as printed texdstlaey include books,

pamphlets, serials etc.

Cartographic materials: These are materials reptiagethe whole or part of

the earth surface on any celestial body at anyesddley include two and

three dimensional objects such as maps, planssgleic.

Manuscripts: Are regarded as writing made by harmalsdype script, such as
letters, minutes of meetings etc.

Physical information materials:This houses a nundferesources that you
can locate, handle, and use immediately.

Digital information materials:The advent of digiteésources has greatly
expanded the walls of libraries.

Human resources information materials:Becauseriggacan house and/or
access so much information, you may not discoveatwbu need until you

have spent a lot of time exploring what is avadabl

Self-Assessment Questions (SAQs) for Study Sessibn

Now, that you have completed this study session, gaem assess how well you
have achieved its learning outcomes by answeriagfdhowing questions. You
can check your answers with the Notes on the SedieAsment Questions at the
end of this study session.

SAQ 1.1 (Testing Learning Outcome 1.1)

What is the basic aim of the library?

SAQ 1.2 (Testing Learning Outcome 1.2)

List and describe the various types of library make you know.
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Notes on SAQS For study session 1

SAQ 1.1

The basic form of library is that, library userse an the library to seek for

information for development; the information apgeir a various forts like Books-

Textbooks, Dictionaries, Encyclopaedia, and Han#lbagic. Non-books like man-

make stories, graphs, maps, and atlases, audiatvisaterials like cassettes, radio
cassette, video tapes, slides, filmstrips and @agtiprojectors

SAQ 1.2
The library information materials are:
i.  Physical library materials
ii.  Digital library materials
iii.  Human resources library materials

Physical information materials:This houses a number of resources that you can
locate, handle, and use immediately. These physssalurces include periodicals,
magazines, newspapers, maps, and manuscripts htlsonge may be used only at
the library.

In addition, many libraries provide media resoursesh as films, prints, CDs,
cassettes, and videos that you can access dunimgigd.

Digital information materials: The advent of digital resources has greatly expénde
the walls of libraries. Now, libraries have res@asrcsuch as e-books and online
databases which are not limited to physical locatiithin the library.Databases, in
particular, are useful for researchers because tidEyw you to search for
information by topic, category, author, date oreotiiseful traits.

Human resource information materials: Because libraries can house and/or access
so much information, you may not discover what gead until you have spent a lot
of time exploring what is available.

Enlisting the help of a librarian can often save time because librarians are trained
to evaluate all of their libraries' resources, udahg the best ways for you to access
them and whether they are the appropriate givem gpacific needs or interests.
Librarians can also help you quickly learn to usehtology or software, such as
microfiche readers or database search programshwiou may need to complete
your research.
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Study Session 2: Parts of Information Carriers Conglted InCataloguing

Expected duration: 1 week or 2 contact hours

Title Pages ISBN Spine Author

Bock Covar Mastration Frant Cower Hlustratar
Source: http://01.edu-cdn.com/worksheet-image/276627/plaotsk-sight-words-comprehension.gif

Introduction

It is a stated fact that library users or clientetent as much as possible relevant
information no matter the format in which the imf@tion appears.

As information does not exist in just one fornthgese however make libraries to
acquire, preserve and disseminate a variety ofrnmddon. According to Edoka
(2000) “with the invention of printing, a wide vety of materials progressively
ensured”.

In this study session, you will be introduced tamas part of information carriers in
our library and the usefulness of the various parts

Learning Outcomes for study session 2

At the end of this study session, you should be tbl

2.1 Explain the various part of information casier our library
2.2 Describe the usefulness of the various parts

20



2.1 The various part of information carriers in our library
One of the major parts of the information carrigrsthe library that will be
discussed in this study session is BOOK

Books

You have different types of information carriersthe library, but | will like to list
and describe parts of book. The book has both ghlyas well as the intellectual
components.In 1964, UNESCO described a book as “non-periodical printed
publication of at least forty-nine pages”.

while pamphlets is defined as “a non-periodicalligabion of at least five but not
more than forty-eight pages, exclusive of the copages” andAina (2004)
described a book as “any document that has a tioteaf 49 pages or more that are
bound together with a distinctive title.

It is a set of printed sheets of paper bound tage#ttong one edge it separately
physical existence, although, sometimes, it mayapps part of a set of volumes in
which the pagination may be continuous with oth@lumes. In such a case, each
individual book in the set is called a monograph.

Due to the fact that books have physical as welhtslectual components, these
components must be mastered very well by catalogerclassifier, it is important
to librarian when processing and cataloguing bdokthe shelves.

It is essential to describe the work in such a thiay a reader can easily visualize the
volume, its size, date of publication, the publishts subject matter and other
contributor(s) to the work that will serve as addetties.

In-Text Question
According to UNESCO 1964 simply define the termdkb

In-Text Answer
According to UNESCO 1964, a book is defined as ma“periodical printed
publication of at least forty-nine pages”.

2.2 The usefulness of the various parts

Parts of a Book

Books as already observed have physical as welfit@léectual components. These
two aspects are important to librarians and sonestito readers as well. In particular
in processing and cataloguing a book.

The librarian must describe the work in such a Way a reader can easily visualize
the volume, its size, and date of publication,ghblisher and its subject matter. The
librarian must therefore develop the technical cei@mpce to read rapidly but
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adequately the large number of books which confestalesk. This section explains
technical terms that are often employed in deswibooks and pamphlets.

You may well begin by asking a simple question, wwhaa book? As defined by
UNESCO in 1964 a book is “a non-periodical prinfadlication of at least forty-

nine pages, exclusive of cover pages”. Since pastgphiave similar features as
books, you may also note its definition.

Box 2.1:A pamphlet
UNESCO in the same 1964 defined a pamphlet asrigpraodical publication of at
least five but not more than forty-eight pages/|iestee of the cover pages”.

Dusk jacket

This is also known as book jacket, dust over ort dusmpper. It is the paper
wrapping covering a book. This jacket protects Huwk and usually attracts
attention to the book since it is normally illuséd. It bears the author’'s name, the
tile as well as theublisher’s blurb,a publisher's advertising device- describing
and recommending a book and sometimes contairsngite.

The following are the part of the book

. Cover title

. Fly leaf or Free-endpaper

. Half title, Bastard title or Fore title

. Series title

. Frontispiece

. Title page

. Dedication

. Collation

. ISBN (International Standard Serial Number)

10. Preface

11. Table of contents

12. Introduction

O©CoO~NO OIS, WNPEF

1. Cover title: The cover title is printed on the original overaobook or lettered on
the publisher’s binding. This should be distingetsiirom theBinder’s title or spine
title lettered by the binder on the spine of the boole @bver or binding of a book
can be hard-cover or paper back.
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TWO AUTHORS. PETER STIERNSTROM
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~ cew thar will tog th chart in gwary genrn. 10wl e the
bum coohbook, best sull-help ook end best romance
morel, all rafied into one; 1 hook guarantzed to maks the
authvze ursmaginabiy rich.

The andy try problem (s that chay Bath had the ldea a
hi s v, And neicher & good a0 dharing 5o ansues
hi fight 1o witn “Thin Bear Boak o the Worl, & iziling
antl witty literary duel which wil featurs & Ridnappirg.
Four Searans pieza (with artchoke), Salvadze Dall and 3
rodatar with Tooreme's.

“You're 3t ur guarantesd to W i oot and wart
Lwuvmnligg,., & ol |s shibch e contedy b, 5
cummidy sn often i, edgod with semething dariiet’
The Harald

&
o
m
2
w
o
o
oy
z
&
£
o
=
(=

“Craching seufl
The Boakbag

"Fsrny, toiginal nnd luvbngly dlsrespoceiur

Tidningen Kufturen

i TR

O

L =wwhmz s e

A VERY FUNNY NOVEL...

Figure2.1: Cover title of a book
Sour ce: http://www.rols76.com/wp-content/uploads/2014/09tBBook_Cover_Full-620x448.jpg

2. Fly leaf or Free-endpaper:This is a blank leaf, next to end-papers, at the
beginning or end of a book. They are the first lastlleaves of a book.

Figure 2.2:Fly leaf or Free-endpaper of a book
Source: https://henryhebert.files.wordpress.com/2011/013brdt04.jpg
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3. Half title, Bastard title or Fore title: This is a brief title without author's name or

imprint, printed on a leaf preceding the main {ibge and helps the printer to
identify the book to which the first sheet belongs.

In-Text Question

as “a non-periodical publication of asteive but not more than forty-
eight pages, exclusive of the cover pages”.

In-Text Answer
A pamphlet

SCRIBNER'S
STATISTICAL ATLAS

UNITED STATES

— — .

Figure 2.3:Half title, Bastard title or Fore title
Sour ce: http://www.davidrumsey.com/rumsey/Size4/D0116/45%1b

4. Series title: This is included if the work belongs to a seriessekies is a number
of books issued successively and related to eawobr ah subject, authorship or
publication, for example, African Writers Series.sAries is usually a publisher’s
device for selling books. Some readers may wabhtiyoall the books in a series.

ORCHIDACEOUS PLANTS

Figure 2.4:Series title
Source: https://upload.wikimedia.org/wikipedia/commons/d&#ect_Orchidaceous_Plants_-
_Second_series_-_title_page.jpg
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5. Frontispiece: This is a pictorial representation (illustratioa)ating to the subject
matter of the book. It usually faces the title paged as a rule unnumbered and

unpaged.

6. Title page: Usually, this is the recto of the second leaf Wwheontains the
following detalils:

Vi.

Vil.
Viii.

XI.

The title: The name by which the work is designated e.ggthiall
apart

The subtitle: An explanatory phrase which clarifies the maile tie.g.
The business information maize: an essential guide.

Alternative title: This form of title was widely used before the
twentieth century but no longer commonly supplithen given, it is
separated from the title on the title page by tbhedvor’.

Parallel title: This is the title of the book written in anothendmage
or another script, for instance, bilingual booksy. eEnglish and
German.

The author’'s name(s): Usually the author's name is given in full
together with academic degrees and official pasiti€orporate
bodies, such as societies, firms, and institutamesconsidered authors
for publications issued in their name.

The name of the editor, if any:The editor is the person who prepares
for publication the work of one author or severghars.

The name of the illustrator, or translatorarfy.

The name of the person who wrote the intrdalurg if other than the
author.

The edition: If other than the first. An edition is a total nioen of
copies of a book or other publication printed frtime same type or
plates, and issued at one time or at intervalewsed edition is a new
edition in which the text of the original work hasen changed or new
material has been added.

A revised edition will have a new copyright. Oneatied may have
different reprints or impressions. The book is iimfpf copies are still
available from publishers; it is out-of-print if wopies are available.
The imprint: The publisher's name, place and date of publioatio
usually printed at the foot of the title page cduot the imprint.
Copyright: This is the exclusive right to publish, reprodace sell a
documentary property (book, article, musical recadistic work,
etc.) usually for a period of time.

Usually the back or verso of the title page corstdime name(s) of
copyright owner(s) and the date of copyright, €barles B. Handy
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1976. If several copyright dates are given thewiSicgeither a change
of the text or a renewal of the copyright, e.g. H.R
Light 1968, 1971. The title page is thus an impariey to the book
Librarians, particulars cataloguers, must absarisontents aright and
systematically interpret these to the reader.
7. Dedication: This is the author's expression of gratitude ®@peet to another
person(s). It is normally brief and is placed om ttecto of the leaf following the title
page. The dedication may reveal biographical in&dirom about the link of an author
with another person(s).
8. Collation: This is a technical term used to denote the daat description of a
book as a physical or material entity by specifyihng number of volumes, pages,
columns, leaves, illustrations, photographs, plategs, format, and size and so on

I. Volume: Firstly, this term is used to signify a bound ebaund book.
Secondly, the bibliographical meaning of volume rames the divisions
an author or publisher gives a specific work.

Usually each specific volume has its own title pagewever, sometimes
two or more volumes are bound in one cover. Thos faust be specified
in describing the book in a catalogue or bibliotwap

. Pagination: This term can be used in one of two ways. It méaatspart
of a catalogue entry or bibliographic descriptipeafying the number of
pages in a book. Pagination also means a systesgre or numbers by
which the consecutive pages of a book or other meon are marked to
indicate their order.

In a paged book or document, each leaf is numbaneboth sides. The
right-hand page of an open book is the recto aadett-hand page is the
verso. Sometimes, librarians and other informatiankers use the term
“preliminary leaves” to embrace half-title, titlage, table of contents and
other preliminary matter not included in the maaging.

Pagination can be specified as follows: [6], xx8.3B this example six
pages were unnumbered; twenty pages where numberéfoman
numerals and the rest, 368 pages, were numberfgdliic numbers.

iii. lllustrations: This term is used to cover all kinds of displayttera
included in a book to clarify the text. They inctuglates, photographs,
diagrams, facsimiles, portraits, maps, plans, drgsvand tables.

V. Size: The size of a book may be shown by giving the exsasurement
in inches or centimeters. To show the reader howhnneading matter in
a specific book, both paging and height shouldibeny
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9. ISBN (International Standard Serial Number): This is usually given at tt
verso of the title page. ISBN is a uue number assigned by authorized nati
agencies, to every book or edition of a book befaublication to identify thi
publisher, title, the edition and volume numt

The ISBN consists of ten Arabic digits (O to 9)twem in definite groups, each wp
separated by a space or a hyphen. The first gréugigds identifies nationa
geographical, language or other group. The othauy of digits indicate publish
and the title or edition of a title. The last diggirves as a check di

ISBN 817525766-0

97788175 " 257665

Figure2.4: ISBN (International Standard Serial Number)
Source: https://upload.wikimedia.org/wikipedia/en/thumbéZfSBN_8-7525-7660.svg/1280¢-ISBN_81-
7525-766-0.svg.png

10. Preface:This contains the author’s reasons for writing ltbek, indicates thos
for whom the book is intended, acknowledges indkis#es for services al
assistance and explains any special features didble. It is usually written by tr
author, follows theDedication’, and precedes the ‘Introductic
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PREFACE

The Republic of Mawritins, along with over 150 couniries, endorsed the UN
Framework Convention on Climate Change at the Earth Summit in Rio de Janeiro in
June 1992, The Convention represented a shared commitment by nations all over the
world to reduce the potential risk of a major environmental problem. Its ultimate
objecrive is :

“Stabilisation of greenhouse gas concentrations in the armosphere at a level that
would prevent dangerous anthropogenic interference with the climate system. Such a
fevel should be achieved within a time frame sufficient to allow ecosystems to adapr
naturally 1o climate change, (o ensure that food production is not threatened, and (o
enable econormic development fo proceed in a sustainable manner™.

Taking into consideration the importance and wrgency of the Convention,
Mauritius was the first country to ratify the Convention in September 1992, Mauririus
being sitnated in a ropical evelone belt, is highly sensitive to the impact of climate
change.

Climate change is recognised as a global science. It is imperative for nations to
view the world’s climate in a broad cooperative perspective o fully understand its
natare and belaviour, and to predice its futur course. International climate programs
and exchange of knowledge among scientists are fo be encouraged. Predicting future
climare well ahead can help 1o improve decision making in a wide range of acrivities.

Mauritinus is presenfing ifs initial national communication fo fulfill its
commitment as a Party to the Convenition.

Do\

Dy, the Hon. Navinchandra R&mgoolam
Prime Minister

Figure 2.5:Preface
Source: http://unfccc.int/resource/docs/natc/mauncl/prefpcface_img.jpg

Usually there is a new preface, to a new editianing details of changes and
additions. Sometimes, the term ‘Foreword’ is usestead of Preface. Usually,
however, a foreword is written by some other authoif expert in the discipline.

11. Table of contentsThis is a list of the preliminaries and chapteadirgs of the
book in their correct order, or of articles in aipdical, with the numbers of the
pages on which they begin. The table of contemdeasufficiently detailed to serve
as an outline of the book.
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Names of the chapters Tﬂble Of Con'l'enfs

= Kinds of Trees page 3

\Tr'ee Parts page B \

What Leaves Do page 8 <. What page the

hapt tart.
Leaves in Winter page 10 FHapleratarts an

Leaves in Spring page 12
Leaves in Summer page 13

Leaves in Fall page 15

Figure 2.6:Table of contents
Source: http://www.studyzone.org/testprep/elad/iimageskssable.jpg

12. Introduction: This is a general survey or statement writterhieyauthor or other
authority in the discipline covered by the book aindsually follows the table of
contents. It contains a more elaborate developwietite author’s subject than the

preface does, giving some historical, professionaither expert treatment designed
to facilitate comprehension of the whole book.

INTRODUCTION

GILBERT, the more voluble speaker in Wilde’s dialogue “The
Critic as Artist’, has a great deal to say about current anfi
future fiction. Although his general theme is that ‘Creati.m} is
doomed’ [1055],) while ‘the subject matter of c;riti(n%m
increases daily’, he does see two possible kinds of fiction still:
‘He who would stir us now by fiction must either give us an
entirely new background, or reveal to us the soul of man n 1ts
innermost workings’ [1054]. Kipling’s Plain Tales from th.e‘
2 A SR BRSO PR £.181 sha Brver vannirement: ‘one feels as if

Figure 2.7:Introduction
Source: http://i.imgur.com/og7WTmFl.jpg?1
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Sometimes it is the first chapter of the book. Whnetuded in the title of a book it
shows that it is an introductory book on the sutjstially intended for students but
not as elementary as a premier.

1.

Running title: The running title is the title repeated at the@bpach page or
at the top of left-hand pages, with the chaptedimggor the subject contents
of both pages on the right hand. Another name daning title is ‘running
head'.

Bibliography: This means a systematic list of the books, audioal
materials and other documents which the authoubked in writing his book
or which he recommends for further reading. Bibiagahies may be included
at the end of chapter or at the end of the boakallysbefore the index. The
list may help to relate the book in hand with otheoks of similar kind.
Appendix: This may be included at the end of the text of @kbdt contains
matters or notes referred to, but not explainethertext.

Glossary: This section of a book contains an alphabeticaldf technical,
obsolete, unusual, dialectical, foreign or othemteused but not explained in
the book with their definitions.

Index: The index gives a detailed alphabetical list gids, names and other
note-worthy terms contained in a book, indicatingirt exact positions in the
work, usually by page number but sometimes by@eadr entry number.
Signature and Gatherings:Signature is the letter or other mark to be found
at the foot of the first leaf of a gathering. ligrpose is mainly to guide the
binder in the arrangement of the gatherings.

Gatherings are the printed sheets of a book fdiol¢ide format of the book as
bound. It is these folded sheets which requirectiténg of leaves in many
books.

In-Text Question
Dedication is the author’s expression of gratitadeespect to another person(s). It is
normally brief and is placed on the recto of traf fellowing the title page. YES/NO

In-Text Answer

YES

Summary of study session 2

1.The book has both physical as well as the irtieiéé components.

2.1n 1964, UNESCOdescribed a book as “non-periodical printed pualblon of at
least forty-nine pages “while pamphlets is defineda non-periodical publication of
at least five but not more than forty-eight pagssjusive of the cover pages
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3. Due to the fact that books have physical as aglhtellectual components, these
components must be mastered very well by catalogerclassifier, it is important
to librarian when processing and cataloguing bdokthe shelves.

4. Books as already observed have physical as agelhtellectual components.
These two aspects are important to librarians amemes to readers as well.

5. The librarian must describe the work in such ay what a reader can easily
visualize the volume, its size, and date of pubbeca the publisher and its subject
matter.

6. UNESCO in the same 1964 defined a pamphlet astigperiodical publication
of at least five but not more than forty-eight pagexclusive of the cover pages”.
7. This is also known as book jacket, dust ovedust wrapper. It is the paper
wrapping covering a book. This jacket protects bwok and usually attracts
attention to the book since it is normally illuséeh

8. The cover title is printed on the original ovar a book or lettered on the
publisher’s binding.

Self-Assessment Questions (SAQs) for Study Sessn

Now, that you have completed this study session, gem assess how well you
have achieved its learning outcomes by answeriegfdhowing questions. You
can check your answers with the Notes on the SgdeAsment Questions at the
end of this study session.

SAQ 2.1 (Testing Learning Outcome 2.1)
Explain the term “book”.

SAQ 2.2 (Testing Learning Outcome 2.2)
1. Highlight and describe any five parts of boola \mow.
2. What is the difference between a book and a pkatip

Notes on SAQS For study session 2

SAQ 2.1

The book has both physical as well as the intel@ctomponentsin 1964,
UNESCO described a book as “non-periodical printed puatbilbn of at least forty-
nine pages”.

According to Aina (2004 described a book as “any document that has eatioih
of 49 pages or more that are bound together wdiistanctive title.
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It is a set of printed sheets of paper bound tagetttong one edge it separately
physical existence, although, sometimes, it mayapps part of a set of volumes in
which the pagination may be continuous with oth@lumes. In such a case, each
individual book in the set is called a monograph.

Due to the fact that books have physical as welhsesdlectual components, these
components must be mastered very well by catalogeclassifier, it is important
to librarian when processing and cataloguing bdokthe shelves.

SAQ 2.2

The part of the book are highlighted below
1. Cover title
2. Fly leaf or Free-endpaper
3. Half title, Bastard title or Fore title
4. Series title
5. Frontispiece

1. Cover title: The cover title is printed on the original overaobook or lettered on
the publisher’s binding. This should be distingetsiirom theBinder’s title or spine
title lettered by the binder on the spine of the boole @bver or binding of a book
can be hard-cover or paper back.

2. Fly leaf or Free-endpaper:This is a blank leaf, next to end-papers, at the
beginning or end of a book. They are the first lastlleaves of a book.

3. Half title, Bastard title or Fore title: this is a brief title without author’'s name or
imprint, printed on a leaf preceding the main {ibge and helps the printer to
identify the book to which the first sheet belongs.

4. Series title: This is included if the work belongs to a seriessekies is a number
of books issued successively and related to edwodr ob subject, authorship or
publication, for example, African Writers Series.sAries is usually a publisher’s
device for selling books. Some readers may wahtiyoall the books in a series.

5. Frontispiece: This is a pictorial representation (illustratigalating to the subject
matter of the book. It usually faces the title paged as a rule unnumbered and
unpaged.

(2) The difference betwebn1964, UNESCOdescribed a book as “non-periodical
printed publication of at least forty-nine pagediil pamphlets is defined as “a
non-periodical publication of at least five but nobre than forty-eight pages,
exclusive of the cover pages”
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Study session 3: Functions of the Catalogue

Expected duration: 1 week or 2 contact hours

Source:https://upload.wikimedia.org/wikipedia/commons/7&&hlagwortkatalog.jpg

Introduction

You have have seen a library catalogue before. tthe cataloguing section in the
library that maintains it. The functions of a catpling section in any library or
information centre .ire to organize and providdib@yaphic access to the materials
stored in the library. In order to provide accesghe holdings of a library an
index or list of the materials in the collection shbe maintained.

In libraries, the principal index or list of avdila materials is called the catalogue.
A catalogue is a list - arranged by alphabet, bylmer, or by subject - of books or
materials in other media that constitute a coltectiThe purpose of this study is to
let the learner know the functions or purposes mjaging in cataloguing of
materials in the library.
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Learning Outcomes for study session 3

At the end of this study session, should be able to

3.1 Identify the functions of the catalogue.

3.2 Explain the term bibliography.

Pre-Test

1. What is the function of catalogue?

2. What do you understand by the term bibliography?
3. State the differences between an index and théogaia

3.1 The functions of the catalogue

Certain definitions must be learnt and understaFite very terms catalogue
and index have become confused. "Indexing" is need by some library science
research workers to embrace all that has been nredm past by the three terms
classification, cataloguing and indexing. According Wryer (1980) library
catalogues distinguish them from other different tosely related of forms of
library tools bibliographic and indexes.

Figure 3.1:Wryer (1980)
Source: http://www.irishtimes.com/polopoly_fs/1.2541885 3950649!/image/image.jpg_gen/derivatives
/box_620_330/image.jpg

The main function library user to determine

v' Whether the library contains a certain item.

v" Which works by a particular author are in the aziitan?
v" Which editions of a particular work the library haad
v' What materials the library has on a particular acibj
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How much information should the catalogue entrye@iWore than 90 years ago
Cutter attempted to answer this by enumeratingt gigiblems, which the catalogue
should solve;

1. It should enable a person to find a book of wigither

(a) The Author, or

(b) The title, or

(c) The subject is known;

2. It should show what the library has
(d) By a given author,

(e) On a given subject, or

(f) In a given kind of literature;

3. It should assist in the choice of a book
(9) As to its edition (bibliographical) and

(h) As to its character (literary or topical).

Questions 1(a) and 2(d) can easily be answereddaysof entries under the name of
the author, but 2 (d) presents the added compilaifohow to enter authors who
change their name or who use more than one fomawmfe in their works.

Question 1(b) is answered by entries under tibésndependent works of series).
Title entries normally appear in the author cataggout they are generally only
made for striking and significant titles, for navelnd other works in the “form”
classes like plays and major poems, and for waklesderiodicals which have no
recognized author.

Question 1(c) and 2(e) can be answered by subpdes which are made under
a class mark 660 for chemical technology using {ewey Decimal

Classification) in a classified catalogue or undemdescriptive term such as
Chemical Technology in an alphabetical subject logize; the latter often
forms part a dictionary catalogue containing estrigder authors, titles and
subjects.

A third kind of subject catalogue is the alphabetlassified catalogue, which

consists of entries under alphabetically arrangedad subject headings,
subdivided alphabetically.

36



In-Text Question

The main function library user to determine aree@tc

a) Whether the library contains a certain item.

b) Which works by a particular author are in the ailn?
¢) Which editions of a particular work the library haad
d) What materials the library has on a all subject.

In-Text Answer
(d) What materials the library has on all subject.

3.2 The bibliography

A bibliography, in simple terms, lists the literaéuon one subject- not only
books but sometimes also pamphlets, articles inogeals, documents, or
other material not revealed in the ordinary cafado It may list the works of a
certain author, describing allied catalogue latsanges, and de collection.

Bibliography as a discipline is traditionally theaalemic study of books as physical,
cultural objects; in this sense, it is also knowrb#liology. Carter (2010) describe
bibliography as a twofold scholarly discipline tleganized listing of books
(enumerative bibliography) and the systematic dgison of books as physical
objects (descriptive bibliography)

Figure 3.2:Carter (2010)
Source: https://www.whitehouse.gov/sites/whitehouse.ges/ithages/first-family/39_jimmy_carter.jpg
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In-Text Question

Defined bibliography in a simple te

In-Text Answer

Bibliography is defined as the organized listing bboks (enumerativ
bibliography) and e systematic description of books as physical abb
(descriptive bibliograph

3.2.1 Branches of bibliographie
There are three branches of bibliography whicHisted in the diagram belc

\

Enumerative bibliograpt

Descriptive bibliograpr

) Analytical bibliograph

Figure 3.1: Branches of bibliographies

A. An enumerative bibliography: This is a systematic list of books and ot
works such as journal articles. Bibliographies mfrgm "works cited" lists at th
end of books and articles, to complete and indegetolublications

A notable example of a complete, indepent publication is Gow's, A. E
Housman: A Sketch, Together with a List of His Gleal Papers (1936). £
separate works, they may be in bound volumes ssithase shown on the right

computerized bibliographic databases. A libraralogjue, while noreferred to as
a "bibliography," is bibliographic in nature. Bibgraphical works are almo
always considered to be tertiary sour

Enumerative bibliographies are based on a unifypnigciple such as creatc
subject, date, topic or other charactic. An entry in an enumerati
bibliography provides the core elements of a tesource including a title, tt
creator(s), publication date and place of publarat

Belanger (1977) distinguishes an enumerative hibdiphy from othe

bibliographic forns such as descriptive bibliography, analytical ibtpaphy or

textual bibliography in that its function is to oed and list, rather than describ:
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source in detail or with any reference to the se'srphysical nature, materiality
textual transmisen. The enumerative list may be comprehensivelectee.

Figure 3.3:Belanger (1977)
Sour ce: http://olivier.ajaxsoundstudio.com/images/belangdivier.pnc

One noted exampleould be Tanselle's bibliography that exhaustivsiymerate
topics and sources related to all forms of biblagmry. A more common ar
particular instance of an enumerative bibliograptigtes to specific sources us
or considered in preparing schdy paper or academic term paj

Citation styles vary. An entry for a book in a lbdigiraphy usually contains tt
following elements:

e Creator(s)
e Title
e Publisher and place of publicat
e Date of publicatio
An entry for a journal or periodical article usly contains:
e Creator(s)
e Atrticle title
e Journal title
e Volume
* Pages
e Date of publicatio
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In-Text Question
is a systematic list of books and rotherks such as journal

articles.

(a) Descriptive bibliography

(b) An enumerative bibliography
(c) Analytical bibliography

(d) No Answer

In-Text Answer
(b) An enumerative bibliography

B. Descriptive bibliography: Fredson Bowers described and formulated a
standardized practice of descriptive bibliographg his Principles of
Bibliographical Description (1949). Scholars tostliay treat Bowers' scholarly
guide as authoritative.

Figure 3.4:Fredson Bowers
Source: https://news.virginia.edu/sites/default/files/stylera_basic_article/public/article_image/Peter_Oc
hs_02_DA.jpg?itok=NGIzVqdd

In this classic text, Bowers describes the basiection of bibliography as,
"[providing] sufficient data so that a reader malentify the book described,
understand the printing, and recognize the premsgents” (124).

Descriptive bibliographies as a scholarly produstally include information on
the following aspect of a given book as a materigéct:
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Binding

Title Page Transcription
Contents

Paper

lllustrations

Presswork

Copies Examined

NoakwNE

Binding: This is a description of the binding techniquesni@rally for books
printed after 1800)

Title Page Transcription: This is a transcription of the title page, inchuglirule
lines and ornaments

Contents: This is a listing of the contents (by sectionjhie book

Paper: This is a description of the physical propertidsthe paper, including
production process, an account of chain-line measents, and a description of
watermarks (if present)

lllustrations: This is a description of the illustrations foumdthe book, including
printing process (e.g. woodblock, intaglio, eteneasurements, and locations in
the text

Presswork: This is a miscellaneous details gleaned from #we Bbout its
production

Copies Examined: This is an enumeration of the copies examinedudhacg
those copies' location (i.e. belonging to whichdity or collector)

C. Analytical bibliography: This branch of the bibliographic discipline exagsn
the material features of a textual artefact suchyps, ink, paper, imposition,
format, impressions and states of a book to esdntecreate the conditions of its
production.

Analytical bibliography often uses collateral ewide such as general printing
practices, trends in format, responses and norensgs to design, etc. to
scrutinize the historical conventions and influencenderlying the physical
appearance of a text. The bibliographer utilizeewedge gained from the
investigation of physical evidence in the form ofdescriptive bibliography or
textual bibliography.

In-Text Question

Analytical bibliography is a branch of the bibliagehic discipline examines the
material features of a textual artefact such as,tyk, paper, imposition, format,
impressions and states of a book to essentiallyeage the conditions of its
production. YES/NO
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In-Text Answer
YES

Descriptive bibliography is the close examinatiow aataloguing of a text as a
physical object, recording its size, format, bimgirand so on, while textual
bibliography (or textual criticism) identifies vations and the aetiology of
variations in a text with a view to determining étlestablishment of the most
correct form of a text (Bowers 498)

Summary of study session 3

1. Indexing" is now used by some library science nedeworkers to embrace
all that has been meant in the past by the thremsteclassification,
cataloguing and indexing.

2. Bibliography as a discipline is traditionally theaalemic study of books as
physical, cultural objects; in this sense, it odtnown as bibliology.

3. There are three branches of bibliography which are;

I.  Enumerative bibliography
ii.  Descriptive bibliography
iii.  Analytical bibliography

4. An enumerative bibliography is a systematic disbooks and other works
such as journal articles. Bibliographies range ftermarks cited" lists at the
end of books and articles, to complete and indegenplublications.

5. Descriptive bibliography According toFredson Bwo® described and
formulated a standardized practice of descriptivelidgraphy in his
Principles of Bibliographical Description (1949).

6. Analytical bibliography is a branch of the lagjraphic discipline examines
the material features of a textual artefact suchtyge, ink, paper,
imposition, format, impressions and states of akliooessentially recreate
the conditions of its production.

Self-Assessment Questions (SAQs) for Study Sessi®n

Now, that you have completed this study session, gem assess how well you
have achieved its learning outcomes by answeriagdahowing questions. Write

your answers in your study diary and discuss thdath wour Tutor at the next

Study Support Meeting. You can check your answetis the Notes on the Self-
Assessment Questions at the end of this studyosessi
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SAQ 3.1 (Testing Learning Outcome 3.1)
What is the function of catalogue?

SAQ 3.2 (Testing Learning Outcome 3.2)
What do you understand by the term bibliography?

SAQ 3.3 (Test Learning Outcome 3.2)
Mention and briefly explain three branches of lmgfiaphy

Notes on SAQS For study session 3

SAQ 3.1

The functions of catalogue are

1. It should enable a person to find a book of Wwiaither
(a) The Author, or
(b) The title, or
(c) The subject is known;

2. It should show what the library has
(d) By a given author,
(e) On a given subject, or
(f) In a given kind of literature;

3. It should assist in the choice of a book
(9) As to its edition (bibliographical) and
(h) As to its character (literary or topical).

SAQ 3.2

A bibliography, in simple terms, lists the literaéuon one subject- not only
books but sometimes also pamphlets, articles inogeals, documents, or
other material not revealed in the ordinary caiado It may list the works of a
certain author, describing allied catalogue latsanges, and de collection.

Bibliography as a discipline is traditionally theaalemic study of books as physical,
cultural objects; in this sense, it is also knowrb#liology. Carter (2010) describe
bibliography as a twofold scholarly discipline tleganized listing of books
(enumerative bibliography) and the systematic dgson of books as physical
objects (descriptive bibliography).

SAQ 3.3
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The three branches of bibliography are
I.  Enumerative bibliography
ii.  Descriptive bibliography
iii.  Analytical bibliography

An enumerative bibliography: This is a systematic list of books and other works
such as journal articles. Bibliographies range frararks cited" lists at the end of
books and articles, to complete and independeniications.

Descriptive bibliography: Fredson Bowers described and formulated a
standardized practice of descriptive bibliographg his Principles of
Bibliographical Description (1949). Scholars tostliay treat Bowers' scholarly
guide as authoritative.

Analytical bibliography: This branch of the bibliographic discipline exagsn
the material features of a textual artefact suchyps, ink, paper, imposition,
format, impressions and states of a book to esdgntecreate the conditions of its
production.

References
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Study session 4: Bibliographic Description

Expected duration: 1 week or 2 contact hours

Author Title of Paper Editor Title of Book

Flanders R The Best Nacho Seasoning, In: Simpson, C, editor. The Book of Nacho;

Proceedings of the tenth National Meeting on Nacho: 2001 Feb, 10-15:

Seattle, Washington. Pullman (WA): Fallout Press; 2000. p. 175-200

= an lbkrlli wﬁl{Fllfflilm{dl ce
Place of Conference [Place of Publication Publisher Date of Public\ftiun
Extent. Notes

Source: http://www.wsulibs.wsu.edu/sites/default/files/GiSConferencePapers.gif

Introduction

While engaging in bibliographic description of Bloy materials, some elements
must be highlighted to show their importance to éxercise. The format of

most catalogue cards produced today is governezusipm and habit. However,

there is a large body of rules governing descriptiataloguing.

Every cataloguer must appraise these general anldsappraise them again in
terms of his/her own library,with a view to detenmig whether more or less
information is needed to meet the needs of thesusfehis library as they consult
the catalogue.

In this study session, you will be introduced te #lements that constitute
bibliographical description, the various featuresbboks the various forms and
order in which elements in the catalogue are desdriand the importance of
each element in the bibliographical description.
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Learning outcomes for study session 4

At the end of this study session, you should be &dol

4.1 ldentify the elements that constitute bibliggral description

4.2 Describe the various features in books

4.3 Explain the various forms and order in whicéneénts in the catalogue are
described.

4.1 The elements that constitute bibliographical d&cription

Each library may make its own rules for cataloguifg-house style), but
almost all libraries in English speaking countriésllow the rules for

description derived from thé\nglo-American Cataloguing Rules 2AACR2

(1978) Generally, it is necessary, for a professionabloguer what the entry
will be for a given book.

Main entry differs from author in being a way dafting not only by the personal
name on the title page but when this is lackingimmportant, entry can be made
under a corporate body as author, or under titbetaih famous books are usually
entered under the  title  especially if the authgrshi is
doubtful or unknown. The title entry is the essandind ultimate form of entry
when no other is better.

In-Text Question
It is necessary, for a professional cataloguer whatentry will be for a given
book. TRUE/FALSE

In-Text Answer
TRUE

4.2 The various features in books
To identify a great work feature in a book, theldaling information is
necessary for a Bibliographer.

a. Title (all books printed after 1500 or there abdwgtye a title page).

The title is the name of the work or book.

b. Subtitle
Author statement usually a phrase "by" John Oluthdicating the
author".
Edition.
Editor
Translator (not always available).
lllustrator.

o

@~oo
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h. Place of publication.

i.  Publisher.

j. Date of publication.

k. Number of pages.

|.  Description of illustration.
m. Series.

All of this information, if applicable must appearthe catalogue entry. In addition
to identify a certain copy, descriptive notes mayrbade for the convenience of
users, continent notes are made and to aid théogatas, the heading for each
cards filed in the catalogue are shown at the luddte card or at the bottom or
on the verse (other side) of the card.

The list of other headings is always called traciAthe content of the catalogue
card is made up to meet the needs of the readerg oards to get information
about books.The form of the card results from trectice known as descriptive
cataloguing.

The cataloguer will prepare a single card, indigatll names and subject entries
under which he has chosen to enter a work, andigiteea clerk who produces

multiple copies of the card either by typing ordmme other duplication process.
The clerk duplicates a sufficient number of camlgtovide one for each entry

indicated by the cataloguer.

In-Text Question
All the following are the features of book except
(a) Place of publication.
(b) Publisher.
(c) Date of publication
(d) Date of establishment

In-Text Answer
(d) Date of establishment

A professional librarian will check to see the maintry is acceptable and will
assign a call number. The basic cards are callédcards, and all unit cards for
each work are always identical. To each of the gaid is added the heading
chosen by the cataloguer for each separate naseact entry.
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The author’'s name appears on every unit card inleghd position, so it is not
necessary to add anything but the call number @outhit card servings as main
entry card. However, all the other unit cards toe same book have an added
heading, and these headings are called second@gsen

4.3 The various forms and order in which elementsni the catalogue are
described.

The components of a catalogue entry take the fatigvfiorm and order, closely
allied to the elements of bibliographic descriptimecessary for the identification
of a book.

The various forms and order in which elements m ¢hatalogue are described
are listed below

Main Entry

Title

Sub-Title

Author Statement of Responsibility
Imprint

Collation

Notes

Tracing and

Call number

CoNoorwWNE

A. Main Entry

The main entry is usually the author’'s name, eigie¥sonal or corporate. It begins
four lines down from the top of the card so asltowafor a possible tow lines
added entry at the top and eight spaces from tthemargin of the card. The
author's name is transcribed surname first, wite fbhre names following a
comma.

B. Title

The title begins on the line below the main entnygl aen spaces from the left
margin, it is transcribed in word order and spejlexactly as it appears on the
title page, but the punctuation and capitalizatminthe title page are not
necessarily followed. For example, the title pageyrmapitalize the entire title,
but in the catalogue entry only the first word oy @roper nouns are capitalized.
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Your
TIiTLE
HERE

Figure4.1: Title
Source: http://iwww.tckpublishing.com/wp-content/uploads&01/Choosing-a-Book-Title.jpg.

C. Sub-Title

The title may be followed by a sub - title as irstbxample below. A sub - title is
sometimes useful in distinguishing between two Isowokth the same title or in
clarifying or amplifying the title e.g.Olukayode That hideous strength: a modern
fairy - tales for grown-ups.

D. Author Statement of Responsibility

It follows the title or sub - title separated fratrby diagonal slash. In the author
statement of responsibility, the author's nameaisscribed exactly as it appears on
the title page of the book.

E. Imprint

The imprint follows the author statement and inelsidhe place of publication,
the publisher and the date of publication. The @laf publication used
traditionally, but for the most part it serves neeful purpose beyond
distinguishing between a publishers who has mamyseas offices.

The name of the publisher is important for it freqtly indicates the quality of the
subject matter or the physical make up of, the Hoitlkals and unnecessary words
such as Inc, Co., Sons, Ltd etc are omitted fraanptiblisher's name in the imprint.
The date is the most important item in the impribecause it indicates to readers
how recently a book has been published and whétieematerial is up to date or
very old.
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In-Text Question
In the author statement of the dathame is transcribed exactly
as it appears on the title page of the book.

In-Text Answer
Responsibility

Title, sub-title, author statement and imprint &rmwn as the body of the card.
There may be additional matter between title amdriprint. The author statement
may include the name of a second author or anremtit translator.

This additional information provided may help theader to make a better
choice if the translator is known to be reliable ibrthe joint/second author is
known to be a specialist in his field.

There may an edition statement, between the auiabement and the imprint,
which serves two purposes; it ensures that a regelsr the exact work which
he/she is searching for and may also help to slheitvthe work has beenthrough
several editions; 2nd or 3rd edition.

F. Collation

The collation is the cataloguer's physical desaiptof the work. One line
skipped between the body of the card and the amllaThe collation includes
pagination, number of volumes, illustrative matstiasize of the book and the
likes. Mentioning of illustration may be valuabta specific subjects such as art or
science.

Size is useful only when it indicates that the sifethe book is peculiar and
requires shelving. The name of the series (if amycluded. it serves the reader
using a subject approach by indicating that thexe leen a series published in
this subject area.

G. Notes

On the card catalogue, below the collation may apmkscriptive notes and
content notes,beginning two lines below the cabliati These notes
supplement the formal description of the book, Bgalibing special features
such as bibliographies. Notes are used only ifdate cannot be satisfactorily
integrated into the body of the card on the cailati

50



They should be as brief as possible and in accaelavith the principle of
concise description; the value of each note shbeldonsidered in relation to
the resulting extra length of the whole entry.

H. Tracing

The tracing is the record of any additional enttlest may be called for. This is
a record of the necessary supplementary entriets stieuld be produced to
complete the card set. Tracings in bibliographiccdg@sion are also known as
added entries or other access points in the catalog

These listing (tracings) are useful when cards mustremoved from the
catalogue for changes or withdrawal. Without trgdime person pulling cards
would have to guess what other entries there mightor the book, the tracing
shows exactly that. The subject headings are listeArabic numbers and the
other added entries are listed in Roman Numerals.

In-Text Question
The tracing is not the record of any additionalriesst that may be called for.
TRUE/FALSE

In-Text Answer
FALSE
Reason: The tracing is the record of any additi@maties that may be called for

I. Call Number

The call number consists of the classification narrdnd the book number put the
call number in the left margin, but there is noertthat states it must be placed
there.
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Author Freiberg, Kevin, 1958-
Title Guts! : companies that blow the doors off

business-as-usual / Kevin and Jackie Freiberg.
Publication New York : Currency/Doubleday, 2004.

info.
Edition 1st ed.
Location Call No. Status
Central 698.4092 F862qg 2004 AVAILABLE
Dewey Decimal
Call Number

Figure4.2:Call Number
Source http://ww.clark.edu/Library/iris/start/books_orgaad/images/guts_dewey.gif

Samples of card Format

Call No.
HEADING
BODY: Title, author statement, edition and imprint.
COLLATION: Pagination, illustration, sizes.
SERIES NOTE.
DESCRIPTIVE NOTES.
TRACING.
ACCESSION NO.
Il No.

Tonne, Herbert Arthon
Methods of teaching subjects / Herbert
A. Tonne and E.L.Popham. “3New york: Macgraw-Hill, 1965.
vi, 488p. ill., 24cm. (Columbia University Studias Education).
Includes Bibliography

1. Books and Reading.

2. Book selection.

3. Bibliography - best books.

I. Title Il. Popham, Estella L.jt authl. IBeries.

Summary of study session 4

1. Generally, it is necessary, for a professiomahloguer what the entry will be
for a given book.
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2. Main entry differs from author in being a way lodting not only by the
personal name on the title page but when thiscisiig or unimportant, entry can
be made under a corporate body as author, or titider
3. To identify a great work feature in a book, fiedowing information is
necessary for a Bibliographer.

a. Title (all books printed after 1500 or there abdwgtye a title page).

The title is the name of the work or book.
b. Subtitle
c. Author statement usually a phrase "by" John Oluthdicating the
author".

d. Edition.
4. All of this information, if applicable must agpan the catalogue entry.
5. The various forms and order in which elementsthe catalogue are
described are listed below

a) Main Entry

b) Title

c) Sub-Title

d) Author Statement of Responsibility

e) Imprint

f) Collation

g) Notes

h) Tracing and

i) Call number
6. The main entry is usually the author's nhamdjegitpersonal or corporate. It
begins four lines down from the top of the cardasao allow for a possible tow
lines added entry at the top and eight spaces finenteft margin of the card.
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Self-Assessment Questions (SAQs) for Study Sessin

Now, that you have completed this study session, gam assess how well you
have achieved its learning outcomes by answeriaddtiowing questions. Write

your answers in your study diary and discuss thdath wour Tutor at the next

Study Support Meeting. You can check your answetls the Notes on the Self-
Assessment Questions at the end of this studyosessi

SAQ 4.1 (Testing Learning Outcome 4.1)
Briefly describe the elements that constitute bifpaphical description

SAQ 4.2 (Testing Learning Outcome 4.2)
Enumerate the various features in books

SAQ 4.3 (Test Learning Outcome 4.2)
1. Define the statement of Responsibility
2. What elements constitute the imprint?

Notes on SAQS For study session 4

SAQ 4.1

Each library may make its own rules for cataloguiig-house style), but
almost all libraries in English speaking countriésllow the rules for
description derived from thénglo-American Cataloguing Rules 2AACR2
(1978) Generally, it is necessary, for a professionabloguer what the entry
will be for a given book.

Main entry differs from author in being a way ddting not only by the personal
name on the title page but when this is lackingimmportant, entry can be made
under a corporate body as author, or under titbgtaih famous books are usually
entered under  the title especially if  the authgrshi is
doubtful or unknown. The title entry is the essaindind ultimate form of entry
when no other is better.

SAQ 4.2
The various features in book are
a. Title (all books printed after 1500 or there abdwgtye a title page).
The title is the name of the work or book.
b. Subtitle
c. Author statement usually a phrase "by" John Oluthdicating the
author".
d. Edition.

54



e. Editor
f. Translator (not always available).

g. lllustrator.
h. Place of publication.
i.  Publisher.

j. Date of publication.

k. Number of pages.

|.  Description of illustration.
m. Series.

SAQ 4.3

1. Author Statement of Responsibility

It follows the title or sub - title separated fratrby diagonal slash. In the author
statement of responsibility, the author's nameaisscribed exactly as it appears on
the title page of the book.

2. Imprint

The imprint follows the author statement and inelsidhe place of publication,
the publisher and the date of publication. The @laf publication used
traditionally, but for the most part it serves neeful purpose beyond
distinguishing between a publishers who has mamyseas offices.

References
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55



Study session 5:Choice of Access Points in Catalogg Based on AACR2

Expected duration: 1 week or 2 contact hours

Introduction

The last session introduced you to the rules ofcujgsve cataloguing as

outlined by the AACR2. However, cataloguing rules the essential rules that
are observed when deciding which headings are toas®gned on the
catalogue cards, for each medium which the librasgrs will look for, when

trying to locate a book or a non-book medium inltheary.

The headings may be names of individual authorgcatdd on them, or names
of corporate bodies responsible for the productodnsuch works, such as

ministries, associations or government agenciessd lheadings are referred to
as access points.

In this study session, you will be introduced te thork of a personal author,
works under pseudonym and works of joint authors

Learning outcomes for study session 5

At the end of this study session, you should be &dol
5.1 Identify the work of a personal author.

5.2 describe works under pseudonym.

5.3 Distinguish works of joint authors.

5.1 The work of a personal author

When a standard description for an item has be@ablishied according to the rules
in part | of AACR2 (which may label Descriptive @ktguing) headings and/or
uniform titles are normally added to that descoptio create catalogue entries. The
only exception is when an entry is made, may beeunie first words of the
description.

The rules in part Il of AACR2 deal with the choioé main and added entries
(chapter 21) with the form of headings and unifdrles (chapters 22 -25) and
with references (chapter 26). The rules in paof INACR2 apply to works and not

generally to physical manifestations of those wpttksugh the characteristics of an
individual item are taken into account in someanses.
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A. Personal Author

A personal author is that single person that ipaasible for the conterof a book
or nonbook medium. Personal author is defined as "thegpethat is chiefly
responsible for the creation of the Intellectuahdisticcontent of a work." Thi:
can include composers, cartographphotographers as well as write

AACR2 Rule 21 rules that "Enterwork, a collection of work or works by ol
personal author, under ttheading for that person whether named in the woi
not", for example.
1. My Life in the Field of Librarianship by Rotimi Aktunde. Maientry under

the heading for Akintund

Akintunde, Rotimi
My Life in the Field of Librariansh

2. Effective English students book by Michael Montgoyr Main entry

underMontgomery, M

Characteristics of personal author
The following are characteristics of personal at

Hyphenated Compound Nan

Prefixed Surname

\

Entry under the Title o
Nobility

A\

Figure 5.1: characteristics of personal author

Hyphenated Compound Nan
Prefixed Surname
Entry under the Title of Nobilii
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Hyphenated Compound Names

Sometimes, the surname of a personal author may lmgphenated compound
name e.g. William-Stone, Julius. Entry is under fing word of the hyphenated
compound name. In this example the first word idlisvins and the entry is
Williams-Stone, Julius.

Prefixed Surname
Some author’s surname have separately written)psefth as Julius D’emorey.
Entry is under the prefix D’morey, Julius.

In-Text Question
What is a personal author?

In-Text Answer
A personal author is that single person that ipaesible for the content of a book
or non-book medium.

Entry under the Title of Nobility
Some authors have title of nobility such as SirieEhReverend, Pastor,Doctor
etc. Added to their surnames for example Chief f@ba Awolowo and Dr.
Nnamdi Azikwe. Enter works under them like these:

a. Awolowo, Chief Obafemi.

b. Azikwe, Dr. Nnamdi.

5.2 Work under Pseudonym

If an author writes under a name different from tg@al name, the name under
which he writes is known as Pseudonym. For exanfpéter Pan is for Peter
Enahoro; George Orwell is pseudonym for Eric Blair.

If an author is popularly known by the pseudonynteeall his works under
the pseudonym e.g. under ORWELL as author of AnifRatminstead of
BLAIR, Arthur Eric, but make a "see" reference usedhe catalogue to the
pseudonym that is used.

BLAIR, Arthur Eric (Real name).

ORWELL, George (Pseudonym)

5.2.1 Change of Name

If an author changes his name, either by marriagetloerwise and the new
name appears on the new editions of his works oewa publication, the new
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name is used as an entry work. Make a "see al$etergce to the previous name
from the new name and vice versa.

E.g.Adetunji, Ronke Ayodele (Mrs.) New name.

Onwuka, Ronke Ayodele (Miss.) Former name.

Entries will be

a. ADETUJI, Ronke Ayodele (New name) see also ONWUKRonke
Ayodele (former name).

b. ONWUKA, Ronke Ayodele (Former name) see also ADEIWRonke
Ayodele.

5.3 Work of Joint Authors
It is a common thing for a bookor non-book mediwwnhave more than one
author. Such work is regarded as a joint authorgiig.

Characteristics of joint authors

(i) Principal Responsibility Indicated AACR21.6B1

Enter a work of shared responsibility under thedmeg for the principal person

or body if one is indicated by working or typogrgpimake added entries under
the headings for other persons e.g. the histodyilwfrianship by Julius Kayode

Apotiade with Eve Kratt and John Akinloye. The mipal author is indicated

APOTIADE, J. Kayode.

Added entries for KRATT, Ece and AKINLOUYE, John.

(i)  Principal Responsibility notindicatedAACR2 21. 6C

If principal responsibility is not indicated andtliey are not more than three

names, enter under the one that is named firstraalce added entries under the

others.

(@) Modern Dance by Gay Cheney and Grace Okorahis case ofshared
authorship, they are not more than three authostedi so the
choice of main entry is the first named author.

Cheney. Gay (Main entry).
Okoro, Grace (Added entry)

(b) AACR2 21. 6C2. If principal responsibility isoh indicated and there
are more than one person, enter the work undertithe and make
added entry under the heading for the person nafmetd is the chief
source of information. E.g.Europe reform: the Stooy Renaissance
Civilisation by Julian Mates (Main entry).Mateslida (et al) (Added entry).
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(i) Collections and Works Produced under Edirial Direction
AACR221.7.

A bock may be produced from contributions from was persons under the

direction of an editor(s). Examples of such boales ancyclopaedias, dictionaries

and handbooks, such works are entered under tae tit

In-Text Question

Is Principal Responsibility Indicated AACR21.6B1rpaf the Characteristics of
joint authors? YES/NO

In-Text Answer

YES

E.g. Longman Dictionary of Contemporary Englishjtestl by Paul Proter and
Robert F. Lison. London: Longman, 1978.

Main entry under the title and added entries foot®r, Paul. Ed. And Lison,
Robert F. j ted.

v’ Collections of independent work by different pessonbodies.
v Collections consisting of extract from independeatks by different persons
or bodies
v' Works consisting of contributions by different mers or bodies, produced
under editorial direction.
v" Work consisting or partly of independent works liffedent persons or bodies
or partly of contributions produced under editodiakction.
Do not apply this rule to works that emanate flweorporate body and fall in the
scope of 21. B2. (including papers or proceedirfiggmed conference).

(iv) Works with Collective Title Rule AACR2 21. 7B

Sometimes, a work under editorial may be made up abllection of independent

works, or extract from individual works by diffetepersons Examples of work

under this category are analogies. If such workaheallective title, make entry under
the title and added entry for each of the listetbesiwhen they are not more than
three, make added entry for the first named ediday.

1. Altruism, morality and economic theory/editedEBgmund S. Phelphs (Based on
the proceedings of a conference held March 3-48,19ponsored by Julkay
Foundation, Ibadan. Main entry under the title added entries for
a) Phelphs, Edmund S. and
b) Julkay Foundation, Ibadan.
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Figure5.1:Edmund S. Phelphs
Source: http://img.welt.de/img/videos/crop120695605/570%02-ci16x9w780/Bildschirmfot-2013-10-07-
um-14.png

2 The Yorubenglish Dictionary edited by Julius Apotiade, ChiaeAbu,
Tunde Olufemi, Yomi Omosola and Toyin Abimb:
Main entry -under the title
Added entry Apotiade, Julius (Et a

(v) Works without Collective Title 21.7C
If a work falling into one of the categories given 21.7A lacks ¢
collective title, enter it under the heag appropriate to the first work, «
contribution named in the chief source of inforroati If a chief source |
lacking, the first word in the item is used. Addetries are made as instruc
in 21.7B.
E.gBuildings/by Ralph E. Ellsworth. Shelving/byrrold Orne.

Main entry under first named author which is Ellsthg Ralph E;make
name -itle added entries for the others. |

() Kaplan, Romer. Shelvin

(i)  Orne, Jerrold. Storage wareho

(Hi) Title.

(iv) Title: Shelving

(v} Title: Storagewarehouses
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Summary of study session 5
1. A personal author is that single person that ipamsible for the content of a
book or non-book medium.
2. Characteristics of personal author are
i.  Hyphenated Compound Names
ii. Prefixed Surname
li.  Entry under the Title of Nobility
3. If an author writes under a name different froim real name, the name
under which he writes is known as Pseudonym.
4. If an author is popularly known by the pseudongmter all his works
under the pseudonym
5. If an author changes his name, either by maeriagotherwise and the
new name appears on the new editions of his warksrew publication,
the new name is used as an entry work.
6. It is a common thing for a bookor non-book medito have more than
one author. Such work is regarded as a joint agthpmwork.
7. If principal responsibility is not indicated éif they are not more than
three names, enter under the one that is namedaiitd make added
entries under the others.

Self-Assessment Questions (SAQs) for Study Sesstn

Now, that you have completed this study session, gem assess how well you
have achieved its learning outcomes by answeriagdahowing questions. Write

your answers in your study diary and discuss thdath wour Tutor at the next

Study Support Meeting. You can check your answetis the Notes on the Self-
Assessment Questions at the end of this studyosessi

SAQ 5.1 (Testing Learning Outcome 5.1)
Describe personal authorship

SAQ 5.2 (Testing Learning Outcome 5.2)

Explain Work under Pseudonym

SAQ 5.3 (Test Learning Outcome 5.2)

Which rule are you going to use to enter works wautihcollective title?

Notes on SAQS For study session 5

SAQ5.1

A personal author is that single person that ipamsible for the content of a book
or non-book medium. Personal author is definedths person that is chiefly
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responsible for the creation of the Intellectuahdrstic content of a work." This
can include composers, cartographers, photograpisenll as writers.
AACR2 Rule 21 rules that "Enter a work, a colleatiaf work or works by one
personal author, under the heading for that pevdwether named in the work or
not", for example.
1 My Life in the Field of Librarianship by Rotimiikintunde. Mainentry under
the heading for Akintunde.
Akintunde, Rotimi.
My Life in the Field of Librarianship
2. Effective English students book by Michael Mantgery. Main entry
under Montgomery, M.
Characteristics of personal author are:
i.Hyphenated Compound Names
ii. Prefixed Surname
li.  Entry under the Title of Nobility

SAQ 5.2

If an author writes under a name different from heal name, the name
under which he writes is known as Pseudonym. Fangde, Peter Pan isfor
Peter Enahoro; George Orwell is pseudonym for Biiir.

If an author is popularly known by the pseudonynteeall his works under
the pseudonym e.g. under ORWELL as author of AnifRatm insteadof
BLAIR, Arthur Eric, but make a "see" reference usedhe catalogue to the
pseudonym that is used.

BLAIR, Arthur Eric (Real name).

ORWELL, George (Pseudonym)

SAQ 5.3
In work without collective title, If a work fallingnto one of the categories
given in 21.7A lacks a collective title, enter itnder the heading
appropriate to the first work, or contribution nama the chief source of
information. If a chief source is lacking, the firword in the item is used.
Added entries are made as instructed in 21.7B.
E.g.Buildings/by Ralph E. Ellsworth. Shelving/byrédd Orne.Main entry under
first named author which is Ellsworth, Ralph E; rmakame - title added
entries for the others. E.g.

() Kaplan, Romer. Shelving.

(i)  Orne, Jerrold. Storage warehouse

(Hi )Title.
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(iv) Title: Shelving.
(v} Title: Storage warehouses
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Study session 6: Works of Mixed Responsibility

Expected duration: 1 week or 2 contact hours

Introduction

In many works, the responsibility is divided. Thappens when different persons or
bodies come together to produce a work: for examy@emay have writers, adaptors,
illustrators, translators, reviewers and other tgpbeeople contributing to produce a
work or material. How to determine the main andexdldntries depends to a large
extent on the relative importance of such contatsit

In this study session, you will learn how to entdustrated texts and the

modifications of other works

The rules in these sections are divided into twsidaategories of mixed

responsibility:

a) a previously existing work that has been modifiedg.( a translation, a
musical arrangement and an adaptation).

b) a new work to which different persons or bodies ehanade different
kinds of contributions (e.g. a collaborative worly la writer and artist
rule 21.24 and a work that report an interview. 2%).

Learning Outcomes for study session 6

At the end of this study session, you should be &l
6.1 Enter illustrated texts.

6.2 Discuss works that are modifications of otherks.

6.1 Enter illustrated texts

Adaptations of Texts Rule 21.10

Enter a paraphrase, rewriting adaptation for cleitldror revision in a
different literary form (e.g. novelization, dranziion) under the heading for the
adaptor. If the name of the adaptor is unknowneretite heading under the title,
make anamitle added entry for the original work. In case adubt about
whether a work is an adaptation, enter under tlagling for the original work.
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RULEZ21.10. Entry under Adaptor: For example Lii#grim's progress Helen L.
Taylor. Note expanding upon statement of respoliyibi Adaptation for
children of: The Pilgrim progress by John BunyamaiMentry under Taylor,
HelenL. makes name- title added entry for original author.

i.  Bunyan, John. The pilgrim progress.

ii. Title.

lllustratedTexts Rule 21.11A

Enter a work that consists of a text for which artish has provided
illustrations under the heading appropriate to tdyd. An added entry for the
illustrator may be made if appropriate (see 21. 2Dk

Works of collaboration between an artist and aewrdre treated in 12. 24. E.g.
The beautiful bride by Julius Apotiade, Julius sikated by Jimmy Okonkwo
main entry should be under Apotiade, Julius andeadentry for Okonkwo,

Jimmy and another added entry for the title.

Revised Texts Rule 21.12 A procedure

A. Enter an edition that has been revised, enlarggudated, abridged,
condensed, etc under the heading for the origihahe person or body
responsible for the original is named in a statdma@nresponsibility or
in the title or if the wording of the chief souroc& information.

Indicates that the person or body is still consedeto be responsiblefor
the work make an added entry under the heading thar reviser,
abridger etc. The foolish monkey/by Julius Apotiadébridged and
introduced by Charles Okoro.Main entry under Apdé¢ia Julius, added
entries for the reviser and title. I. Okoro. Chaille Title.

B. If the wording of the chief source of informatioindicates that the
person or body responsible for the original is mmger considered to
be responsible for the work, enter under revisar. @hake a name -
title added entry under the heading for the origigay.

Ogun festival in Ondo by Bamigboye E.O. 2nd ed. tfNexpanding upon
statement of responsibility first edition, in 1948 Folu Adekeye) main entry
should be under Bamigboye, E.O. and name - titldeddentry for original
author.

|. Adekeye, Folu. Ogun Festival m Ancient Ondo i€
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Figure 6.1:0gun festival in Ondo by Bamigboye E.O
Source: https://www.ondostate.gov.ng/new/webpix/ogun_falsjjpg

Translations Rule 21.14 procedure

A. A single translation is entered under the hegdappropriate to the
original. An added entry for the translator may b®de in accordance
with 21. 30k 1. E.g.

In-Text Question

isentered under the heading appropridi® the
original. An added entry for the translator may b®de in accordance
with 21. 30k 1. E.g.

In-Text Answer
A single translation

The beautiful bride/by Oslo Kabor; (translated froralian by Kenneth
Obaro).The main entry is Kabor, Oslo and added iesntare |I. Obaro,
Kenneth 1I. Title.A collection of translations oforks by different authors is
treated as a
collection. 21. 7 the main entry is under the title

6.2 Works that are modifications of other works

Works that are modifications of other works maydrgered under the heading
appropriate to the new work or that appropriatth&original, depending upon the
nature of the modification. If the modification hasanged the nature or content of
the original in a substantial way, or if the mediofmexpression is different, the
new heading is chosen.

However, if the modification is an updating, reaargement, abridgment, or
revision where the original person or body is séfpresented as being responsible,
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the original heading is chosen. Rules 21.10-21.R& @pecific guidance in
applying this general rule.

In-Text Question

Works that are modifications of other works may batered under the
to the new work or that appropriatbeécoriginal

In-Text Answer

Heading appropriate

Summary of study session 6

1 In Adaptations of Texts Rule 21.,lénter a paraphrase, rewriting adaptation
for children or revision in a different literary rfa (e.g. novelization,
dramatization) under the heading for the adaptor.

2. Enter a work that consists of a text for which amisa has provided
illustrations under the heading appropriate to tdyd. An added entry for the
illustrator may be made if appropriate

3. A single translation is entered under the hegdappropriate to the
original.

4. Works that are modifications of other works nh&yentered under the heading
appropriate to the new work or that appropriatth&original, depending upon the
nature of the modification.
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Self-Assessment Questions (SAQs) for Study Sessi®n

Now, that you have completed this study session, gaem assess how well you
have achieved its learning outcomes by answeriegfdhowing questions. You
can check your answers with the Notes on the SedleAsment Questions at the
end of this study session.

SAQ 6.1 (Testing Learning Outcome 6.1)

Explain the term "illustrated texts."

SAQ 6.2 (Testing Learning Outcome 6.2)

1. How are modified works entered in the descrgtataloguing?

2.Describe revised texts with two examples

Notes on SAQS For study session 6

SAQ 6.1

lllustratedTexts Rule 21.11A

Enter a work that consists of a text for which artish has provided
illustrations under the heading appropriate to tdyd. An added entry for the
illustrator may be made if appropriate (see 21. 3Dk

Works of collaboration between an artist and aewrdre treated in 12. 24. E.qg.
The beautiful bride by Julius Apotiade, Julius slitated by Jimmy Okonkwo
main entry should be under Apotiade, Julius andeadentry for Okonkwo,

Jimmy and another added entry for the title.

SAQ 6.2

1. Works that are modifications of other works ni@yentered under the heading

appropriate to the new work or that appropriatth&ooriginal, depending upon the

nature of the modification. If the modification hasanged the nature or content of
the original in a substantial way, or if the mediofexpression is different, the
new heading is chosen.

However, if the modification is an updating, reasrgement, abridgment, or

revision where the original person or body is séfpresented as being responsible,

the original heading is chosen. Rules 21.10-21.R& @pecific guidance in
applying this general rule.

2. Enter an edition that has been revised, enlarggutiated, abridged,
condensed, etc under the heading for the origihahe person or body
responsible for the original is named in a statdm@nresponsibility or
in the title or if the wording of the chief souro& information.
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Indicates that the person or body is still consedeto be responsiblefor the
work make an added entry under the heading for teeiser,
abridger etc. The foolish monkey/by Julius Apotiadébridged and
introduced by Charles Okoro.Main entry under Apdé¢ia Julius, added
entries for the reviser and title. I. Okoro. Chaille Title.

Example

Ogun festival in Ondo by Bamigboye E.O. 2nd ed. t@Nexpanding upon

statement of responsibility first edition, in 1948 Folu Adekeye) main entry

should be under Bamigboye, E.O. and name - titldeddentry for original
author.

I. Adekeye, Folu. Ogun Festival m Ancient Ondo &
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Study session 7: Books Produced by Corporate Bodies

Source: https://progresspublishing.files.wordpress.comB201/books.jpg?w=604

Introduction

There is a kind of publication for whose conterdssimgle individual is responsible.

Examples include the publications of societies,tiinons, business firms,

churches, governments and their agencies, condsresnad workshops. Among such
publications are annual reports of the Board ofStiereys.

Journals of Historical Society of Nigeria, guideswork in the Kenneth Dike

Library of University of Ibadan, Annual Reportshéthodist Church of Nigeria etc.
Since the various organizations are the authothedf works, they are entered in
the catalogue under their names in the same waghas works.

This study session will teach you how to identifgries produced by corporate
bodies, Enter books produced by corporate bodig¢karcatalogue and differences
between corporate bodies and subordinate bodies.

Learning Outcomes for study session 7

At the end of this study session, should be able to

7.1 Identify works produced by corporate bodies.

7.2 Explain how to enter books produced by corpgdoatdies in the catalogue.
7.3. Discuss the differences between corporateesatd subordinate bodies.
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7.1 Works produced by corporate bodies

A corporate body is an organization or group ofspes that is identified by a
particular name, such as University of Ibadan, Bigiof Education, and National
Library Board.

Rule 21.1B defines a corporate body as an orgabpizatr a group of persons
that is identified by a particular name and thataanay act as an entity. Typical
examples of corporate bodies are associationstitutions, business firms, non-
profit  enterprises, government agencies, projectd programmes, religious
bodies, local churches and conferences.

You should note that some corporate bodies arerdintade to other bodies e.g.
Kenneth Dike library is subordinate to Universitly lbadan, also Department
of Library, Archival and Information Studies isit®rdinate to the Faculty of
Education and the Centre for External Studies &)Eis subordinate to
University of Ibadan.

Also, you need to consider Ad hoc events such laletias contests, exhibitions,

expeditions, fairs and festival and vessels, ship$ space -craft to be corporate
bodies.

In-Text Question

Define the term “corporate bodies™?

In-Text Answer

A corporate body is an organization or group ofspes that is identified by a

particular name, such as University of Ibadan, Bigiof Education, and National

Library Board.

Rule 21.1B2 provides general rule for corporateié®dRule 21.1B2 states
that you should enter a work emanating from onmore corporate bodies under
the heading for the appropriate corporate body félis into one or more of the
following categories:

(a) Those of an administrative nature dealing with ¢toeporate body itself or
its internal policies, procedures, and or operaion itsfinances or its
officers and or staff or its resources (e.g. cajaks, inventories,
membership and directories).

(b) Some legal and governmental works of the followilypes. Laws (see
21.31) decrees of the chief the executive thatthas have the force of
law (21.31) administrative regulations (21.32) dodecisions (21.36)
treaties etc. (21.35) and legislative hearings.
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(c) Those that record the collective thought of the yodd.g. reports of
commissions, committees, etc. official statemeritpasition on external
policies.

Those that report the collective activity of a @ehce (proceedings, collected papers

etc.), or of an expedition (results of exploratioestigation, etc.), or of an event

(an exhibition, fair, festival etc.)Falling withirthe definition of a corporate

body (21.1B1) provided that the conference expediti or event is

prominently named in the item being catalogued.

Sound recordings, films and video recordings résgltfrom thecollective

activity of a performing group as a whole where the

responsibility of the group goes beyond that of fggerance, execution
etc. For corporate bodies that function solely asrfggmance on

sound recordings (see 21. 33).

Rule 21.1B4llows a work that falls into one or more of théegaries given in
21.1B2 and if a subordinate unit of a corporateybwdresponsible for it,
applies the following provisions:

a) If the responsibility of the named subordinate umit notstated
prominently, enter the work under the heading fbe tsubordinate
unit.

b) If the responsibility of the named subordinate uist not stated
prominently or if the parent body is named in thieiet source of
information and the subordinate unit has no namagerethe work
under the heading for the parent body.

Examples of corporate bodies

1. Nigerian Federal Ministry of Education Blue print&®y nomadic education. Fair
deal for nomadic - Lagos: Federal Ministry afu€ation, 1988, 217p.

2. The books of the disciples of the United Apost@icurch of Nigeria, 1944.
Main entry under the heading for the church.

3. Constitution of the Orogun Social Club, Ibadan.h€Twork emanates from
the society itself).Main entry under the headingtiie Club.

4. Proceeding of the symposium on Library educatroiigeria. Ibadan July
13, 1994. Main entry under the heading for the sysnmm.

5. NIGERIA: President, 1990-1993 (Babangida) Nigeniahe United Nations-
Abuja: Ministry of External Affairs (1993). 11gdc (Nigeria: Ministry of
External Affairs Publication 1981). Internatior@iganization and Conference
Series.

6. From President Babangida's letter in the Uniteddwatduring 1993.

73



In-Text Question

One examples of corporate bodies is

In-Text Answer

Nigerian Federal Ministry of Education Blue printt nomadic education. Fair deal

for nomadic - Lagos: Federal Ministry of Educat 1988, 217p.

Examples of Corporate Bodies as Subordinate Units

1. U.S. Library of Congress: Aeroplane Technology ifion. CBE Factors,
Annotated Bibliography No 1 - 3, Washington, 1965.

2. University of Ibadan, Kenneth Dike Library. Guidethe work in the Kenneth
Dike Library - Ibadan: U.I Press, 1990.

Entry under Titles Rule 21.1C

The AACR?2 allow us to enter a work under its titteen:

1. The personal authorship is unknown (see 21. 5ushff(21. 6¢2), or cannot
be determined, and the work does not emanate froonprate body.

2. Itis a collection of a work produced under edigbrirection (see 21.7).

3. It emanates from a corporate body but does notirfedl one or more of the
categories given in 21.1B2 and is not of person#i@ship.

4.1t is accepted as sacred scripture by a religicosig (see 21.37) e.g. Koran
and Bible.

To make added entries for work under Title as mamtries you follow

instructions under Rules 21-29 and 21.30.

Summary of study session 7

1. The study session looks at the concept of catpoauthorship and the basic
difference between the personal authorship andflwairporate aerator was shown.
2. It is suggested that the main entry should béeura person if a person is
mentioned in the author statement and a corporaity onlyin the imprint,
and under a corporate body if no person is mertiboethe responsibility of the body
is indicated.

3. If both an individual and a corporate body arentioned, entry should be
under the body if the work is of a deliberativegidtative, directive judicial,
administrative or routine character limited by tteeporate body.

4. When a work is to be entered under the titEdss analysed.

Self-Assessment Questions (SAQs) for Study Sessibn

Now, that you have completed this study session, gam assess how well you
have achieved its learning outcomes by answeriagdahowing questions. Write

your answers in your study diary and discuss thath wour Tutor at the next

Study Support Meeting. You can check your answetis the Notes on the Self-
Assessment Questions at the end of this studyosessi
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SAQ 7.1 (Testing Learning Outcome 7.1)

1. Define corporate authorship

2. When can we enter a work under its title?

3. List five organizations as corporate bodies
Notes on SAQS For study session 7
SAQ 7.1
1 A corporate body is an organization or group efspns that is identified by a
particular name, such as University of Ibadan, Bigiof Education, and National
Library Board.

Also according to the Rule 21.1B defines a corpmtaidy as an organization

or a group of persons that is identified by a patér name and that act or may act
as an entity. Typical examples of corporate bodiesassociations, institutions,

business firms, non-profit  enterprises, gowent agencies, projects and
programmes, religious bodies, local churches amderences.

2. The AACR2 allow us to enter a work under iteetivhen:

I. The personal authorship is unknown (see 21. S5ushff(21. 6c2), or
cannot be determined, and the work does not emdr@te a corporate
body.

ii. It is a collection of a work produced under ediérdirection (see
21.7).

iii. It emanates from a corporate body but does notirfadl one or more of
the categories given in 21.1B2 and is not of pesksanthorship.

iv. It is accepted as sacred scripture by a religiomsm (see 21.37) e.g.
Koran and Bible.

v. To make added entries for work under Title as neitries you follow

instructions under Rules 21-29 and 21.30.

Five examples of corporate bodies

1. Nigerian Federal Ministry of Education Blue psinon nomadic education. Fair
deal for nomadic - Lagos: Federal MinistryEafucation, 1988, 217p.

2. The books of the disciples of the United Apost@icurch of Nigeria, 1944.
Main entry under the heading for the church.

3. Constitution of the Orogun Social Club, Ibadan.h€Twork emanates from
the society itself).Main entry under the headingtiie Club.

4. Proceeding of the symposium on Library educairoiigeria. Ibadan July
13, 1994. Main entry under the heading for the sysnmm.

5. NIGERIA: President, 1990-1993 (Babangida) Nigenahe United Nations-

Abuja: Ministry of External Affairs (1993). 11gdc (Nigeria: Ministry of
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External Affairs Publication 1981). Internatior@iganization and Conference
Series.
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Study Session 8: SubjectHeadings

Sourcehttp://www.slideserve.com/Antony/library-of-congsesubject-headings

Introduction

It is important for you to note that the nineteerc#ntury marked the time
where a standardised list called subject headisigwas developed.

As lists of subject headings were developed byMimie Eal Sears, the advantage
of standardized lists became apparent. One ofrtipmitant reference services of
the catalogue is to show what material the libhery on different subjects.

Classification locates the book by subject, buthelbook can only stand in one
place, and object entries in the catalogue bringother subject facets, and also
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relate subjects to one another and suggest nevoag@s. Professional Librarians
and other information workers lean heavily on tlwject approach. This study
session will introduce you to the subject headamgkits features.

Learning Outcome for Study Session 8
At the end of this study session, you should be:abl
8.1 Discuss the subject headings.

8.1 Subject Headings
A library catalogue is useful if it provides infoation on the holdings of a
library to those who have some identifying featuw&books they know of, and to
those who simply know the subject areas of theerest. To require that everyone
knows all the books before he could use any of theuld defeat the purpose of the
library.
Access by subject is essential, and the acce$® isdsiest for the user when the
subject headings are in the user's own languageiratgims that he/she already
knows. When the nature of language was less welktstood, it seemed obvious
that a good noun or noun phrase would supply ewant.
In-Text Question
useful if it provides informatiam the holdings of a library
to those who have some identifying features of Book

A. A library catalogue

B. A bank draft

C. A subject heading

D. None of the above
In-Text Answer
Option A

Box 8.1: Definition of Subject Heading

Subject heading has been defined as “a word oroapgof words indicating &
subject under which all material dealing with treame theme is entered in| a
catalogue or a bibliography, or is arranged ined.fi

Subject headings have two important objectives:

1. To identify pertinent material on a given subjectapic.

2. To enable the inquirer to find mater on relatedects.

3. Both objectives
pose problems of communication; both demand ontaokdéerms that
match, as far as possible, the terms likely torbéhé minds of inquirers
wishing tolocate material on a given topic or irgi@en discipline. E.J.
Coates warns:
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This would be fairly simple to achieve if there wemn uncomplicated, one-to-one
relationship between concepts and words: that$ayp if there were a single word
corresponding to each separate concept and a stogleept corresponding to
each separate word.

In fact, we have on the one hand concepts thabearendered by any one of a
number of words, and on the other hand, a conaaptwhich no single word
equivalent exists in the natural language.”

English, as a Lingua Franca, that is a languagechahas crossed ethnic and
cultural boundaries to the extent that any word mayn reality borrowed and
utilized, present problems of organization in ajeab catalogue and these
became apparent only as thesauri for informatitneral files were developed.
In-Text Question
A group of words indicating a subject under whid¢hnaaterial dealing with the
same theme is entered in a catalogue or a bibjbgreor is arranged in a file” is
called

A. Library catalogue

B. Bank draft

C. Subject heading

D. Classification
In-Text Answer
Option C
The presence or lack of an "S" indicating pluralynchange the meaning of a
term, as in words derived from verbs such as "drgivand "drawings."
Further problems of terminology occur when two eliént terms may refer
roughly to the same thing as in "automobiles" @rst.

One will be chosen as a subject heading but referemust be made to the one
term chosen from those, which are not chosen. Téeicgé that has been
formulated to use from term chosen to the term c¢tadsen is called "see-
reference".

Further, boundary of words is still a problem, Isattthe only valid definition of a

word is purely typographical. Many phrases are htyig@qual to a single word

in some cases, so that the single word may betsdles the subject headings.
However, there are no one word equivalents fordhger number of terms, and
as technology advances there tend to be fewer wbads we need to name all
the parts of all the tools that modern science eyl

79



Finally, words change as time passes. An estaldidis# which limits the
possibilities of variation and produces consistesagssential for any retrieval
system which aims at something better than haptazdrieval standardized in
its terminology and in the relationships betweemmt and yet be flexible
enough to allow for growth of terminology and charaj meaning.

In-Text Question
The device that has been formulated to use frormtelnosen to the term
not chosen is called

A. "See-reference".

B. Synthetic device

C. Subject heading

D. Library catalogue

In-Text Answer

Option A

Various synthetic devices have been used to afisestiser form a heading
which does not quite fit the subject for which Isesearching, to the heading
which more nearly states the object of his seaMbdern lists commonly
employ see also references, which require seefadsn-references in order to
function adequately.

A growing body ofevidence suggests that the desstahdardization and
flexibility can only be achieved in a classifiedstggm, and the method of
classification must be fairly precise and readip&nded if the lists is to have
any degree of permanence.

Indeed, the problem of subject headingsis focuaitention, once again, on the
classified catalogue as the best way of providindhject access to
information in a large on highly specialized system

According to Wynar (1980), modern subject headingcpce has its roots in
Charles A. Cutter's Rules for a Dictionary Catal®gummorth (1981) reminds
us that Cutter's "rules for subject entries arelthsis for two major American
lists of Subject headings — the Library of Congr8sbject Headings and the
Sear's List of Subject Headings.

80



Figure8.1: Dr. Bohdan Stephan Wynyard
Source: http://www.archdenmort.org/memsol.cgi?user_id=11588

The principles on which the choice of terms for ubject list must rest are
summarized as follows:

1. The reader as focusThe heading, in wording and structure should bepilma
or constructed in the way that the reader will likeseek in the library catalogue.
Readers' interests must be in our mind when congpthe subject headings.

2. Unity: A subject catalogue must bring together less thra heading all the
books which deal principally or exclusively withetlsubject, whatever the terms
applied to it by the authors of the works and whatethe varying terms
applied to it at different times. A term, which net ambiguous and does not
overlap in meaning, must be chosen.

3. Usage:The heading chosen must represent common usagécars” instead
of "Automobiles” in Nigerian public libraries or anty rate, the usage of the class
of reader for whom the material on the subject mwitlvhich the heading falls is
intended. Whether a popular term or a scientifie @to be chosen depends on
several considerations. If the library serves acelianeous public, it must prefer
the popular to the scientific term.

4. Specificity: The heading should be as specific as the logis ihtended to
cover. As a corollary, the heading should not lmaber than the topic; rather than
use a boarder heading, the cataloguer should uwssgecific headings which will
approximately cover it.
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In-Text Question
The following are the principles on which the cleoif terms for a subject list
must rest except
A. Specificity
B. Unity
C. Usage
D. All of the above

In-Text Answer
Option D

Summary for study session 8
In this study session, you have learnt the follawin
e The topic discusses subject headings as an imporapect of
cataloguing
* The dual purposes of subject headings highlighted
» The principles of compiling subject list

Self-Assessment Questions (SAQSs) for study sessn

Now that you have completed this study session, garu assess how well you
have achieved its Learning outcomes by answeriaddthowing questions. Write
your answers in your study Diary and discuss thath ywour Tutor at the next
study Support Meeting. You can check your answetis the Notes on the Self-
Assessment questions at the end of this Module.

SAQ 8.1 (Testing Learning Outcomes 8.1)
What do you understand by the term "subject headihg
What is see reference?

Notes on Self-Assessment Questions (SAQs) for stusgssion

SAQ 8.1

A group of words indicating a subject under whid¢hnaaterial dealing with the
same theme is entered in a catalogue or a bibjbgreor is arranged in a file” is
called subject heading.

The device that has been formulated to use frormtehosen to the term
not chosen is called "see-reference".
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Study Session 9: Introduction to Subject Headings §kd By the Library of
Congress

Expected duration: 1 week or 2 contact hours

Source: https://www.chabotcollege.edu/library/searchpatissia/mod3/Icsh.jpg

Introduction

In 1914 the Library of Congress issued the firgtieal of subject headings used
in the dictionary catalogues of the library of coegs. This list was followed by a
second edition in 1919, a third in 1928, a founti943, and the fifth in 1948. The
sixth edition was published in 1957 and the sevenfl®66.

The Library of Congress Subject Headings is keptecit by monthly, bi-monthly,
semi-annual and annual supplements. This studyimiiduce you to the meaning
of ‘library of congress subject headings’, its asel the terms involved.

Learning Outcomes for Study Session 9

At the end of this study session, you should be:abl
9.1Explain the meaning of the term ‘Library of @oess Subject Headings'.
9.2Define References
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9.3Discuss References to Black Headings
9.1 Library of Congress Subject Headings
Library of Congress Subject Headings (LCSH), just ia the case with
LCclassification, are developed for the actual odd of the Library of
Congress. LC Subject Headings appear on LC pricéeds. LC subjectHeadings
may be used with either LC classification systespeeially Dewey Decimal
Classification (DDC).

Large Public Libraries, College and University Bbies and some special
libraries use LC subject headings, especially tme @n LC printedcards.
Although LCSH and Sears List of Subject Heading @ften used in the same
catalogue, neither system is completely compatnite the other.

Many adjustments arerequired if both are to be usmgkther. It is not
recommended to use more than one subject headstgs any librarysituation

9.1.1 Basic Types of LC Subject Heading

One definition of subject heading is, “Subject Hagd are terms denoting the
subject under which material is entered in a cgtsd. This concept may be
amplified by a discussion of the structure of LMjsat headings. The following
types of the main subject headings are used blibnary of Congress:

Simple Nouns

" uaieanouns
==

Qualified Nouns

Phrase Heading

Figure 9.1: Basic Types of LC Subject Headings



In-Text Question
Which of the following is not part of basic type8lilmrary of congress subject
headings?

A. Simple nouns

B. Qualified nouns

C. Cataloguer

D. Phrase headings

In-Text Answer

Option C

1. Simple Nouns

This type of headingsconsists of a simple nouneeith singular or plural form.
Examples are “Botany” or “Airports”.

2. Qualified Nouns: This type of heading consists of a houn and aedije or
adjectival noun. These headings may be called tdpeor modified headings.
The very nature of the English Language allows maifferent possibilities for
this type of heading. The modifier may be simplyc@nmon adjective, e.g.
"Agricultural credit:" the modifier may be a propadjective e.g. "Brownian
movements:" the modifier may be a common or propem in the possessive
ease. e.g. "Nurses' aides", or, modifier may beadjectival noun e.g. "play
schools."

Further, this type of heading may take the fornaminverted adjectival 'heading
if the noun is felt to be more important than thdjeative, e.g. "Harmony,
keyboard" or "propaganda, American". A third tydeqaalified noun heading is
the use of parenthetical statement following theumoe.g. "Programming
(Mathematics)" or "Perfection (Ethics)".

In-Text Question
is the type of subject heading ¢basists of a noun and an
adjective or adjectival noun.

A. Simple nouns

B. Qualified nouns

C. Cataloguer

D. Phrase headings

In-Text Answer
Option B
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3. Phrase Heading®?hrase headings consist of one or two nouns with or
without modifiers connected by a preposition orjoogstion. These include:
1. Simple phrase headings such as "Divine right of&in
2. Inverted phrase headings (used when the secatement is
considered to be more important) such as "Groupspfy of;
3. Compound phrases consisting of two or more cootdin@lements
joined by a conjunction, e.g. “Medicine and religlpand
4. Phrase headings qualified by parenthetical elemergs'promoters of
justice (Canon Law)."

In-Text Question
Phrase headings consist of one or two nouns withwidhout modifiers
connected by a preposition or conjunctidnue/False

In-Text Answer
True

9.1.2 Types of Subheadings

There are four basic types of subheadings for L®jestt heading. These
subheadings are designed to subdivide individulajesti headings. A subheading
is separated from the subject heading it subdividgsa dash. E.g. France-
History. "History" is the subheading. The four tgpef subheadings are:

‘ General form subdivisions

‘ Geographic Subdivisions

‘ Chronological Subdivisions
‘ Special Topic Subdivisions

Figure 9.2 : Types subheadings
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1. General form Subdivisions

This type of subheading may be used with any sulfjeading in the LC list.
These subheadings are used to indicate the physicphilosophical form or
arrangement of an individual book. The Genéaam subdivisions are listed
at the beginning of the LC Subject Headings List.

2. Geographic Subdivisions

This type of subheading is used when a subjectingtéd to a geographic or
political area. The qualifiers "direct" or "indirecmust appear following
the subject heading in the LC subject-heading ifiggeographic subdivisions are
to be used.E.g.Physical Geography (indirect) orheeé Industry (Direct).

A subject heading that may geographically subdivideectly" may use any
geographic subdivision interposes the names otthumtry or state between the
heading and the place within that country or statevhich the subject matter
is limited e.g. Physicalgeography El fabo Colorado.

3. Chronological Subdivisions
Period of time subdivisions may be used either ctlyeor indirectly. Some
headings for a subject may be divided chronolobyicel a direct fashion.e.g.
Arithmetic - Before 1846. Arithmetic- 1880.Geographeadings subdivide
chronologically in an indirect fashion.
The following terms may be interposed between theggaphic heading and the
chronological subdivision. e.g Hungary - Econonoaditions -1918 Holy Roman
Empire - History - 1648-1804 Ireland-History-CiWar, 1922-1923 Italy-Church
history- 18th century
Church history
Description and travel
Economic conditions
Economic policy
Foreigner relations
History
. History, Military
Library Cataloguing
1. History, Naval
2. Politics and government
3. (Politic - if used under name of a continent)
4
5

NookrwnhE

. Religion
. Social life and customs.
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4. Special Topic Subdivisions

Each heading may have special topic subdivisiomcpéar heading or similar
headings only.

E.g. Dressmaking - pattern design or Kimouos -dpattiesign.

In-Text Question
All the following are types of subheadings except
A. Special Topic Subdivisions
B. Chronological Subdivisions
C. General form Subdivisions
D. Individuals Names

In-Text Answer
Option D

9.1.3 Proper Names as Subject Headings

Proper names, either individual or geographic, m@ysed as subject headings.
Although most proper names are not included inliteof the list of the Subject
Headings used in the Dictionary Catalogues of tibeary of Congress and proper
name may be used.

1. Individual Names

An individual name may be used as a subject heading critical, historical or

bibliographical works about the individual perstmdividual names may be either
real or imaginary persons, corporate bodies indi&idvorks of literature or art,

sacred books and anonymous classics, animals vdrehdentified by name,
structures and any other individual entries beaaipgoper name.

2. Personal names

The properly verified form of personal names ibéoused for the subject heading.
Ifthe literature about a person is voluminous, tteading form of the personal
name may be subdivided by the form of material k8tpeare, Lincoln, Napoleon,
Washington, and Richard Wagner is all fully develdas examples in the LC list.
Also the cataloguer should be aware that the Lybo&ICongress omits the dates of
well-known authors when used as subject headings.

Further the cataloguer using LC printed cards shdel aware that the Library of
Congress will usually omit author subject headifggsbibliographies. If a library
has a divided catalogue, it is important that aspesal name subject heading be
made for the author of an autobiography.
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3. Corporate Bodies

ALA Rules must be followed for subject headingsactounts of the origin and
development, analyses and discussion of the orgi@omz and functions of
corporate .However, the name of the corporate &fthuld be used for works
about that body specifically, not for works, whiahe limited to the physical
plant.e.g. Colorado. Adams Slate College, Alamosa.

For works on the history, organization, and adgitof the college as a state
school. But Adams State College, Alamosa, Color&do.works about the school
itself.

In-Text Question
Proper names as subject headings include the fiolipexcept
A. Corporate Bodies
B. Personal names
C. Individual Names
D. Directory catalogue

In-Text Answer
Option D

9.1.4 Biblical, Imaginary, Mythological and Legenday Names

Names of such beings may be used as subject hesagirtge same fashion as
those of real persons. The form biblical names Ishfmliow the form of the name
in the Authorized (King James) Version of the BildReferences from other forms,
including the forms used in the BonyVersion shobkl made e.g. Elijah, the
prophet. And refer from Elias, the prophet. For tfem of imaginary,
mythological and legendary names, the best knowgli&n form of the same
should be given preferences with references frdmardiorms.

1. Proper Names of other Kinds

Ships, famous horses, buildings, individual monutsiertc. may serve as the
subject the subject of a book. The proper namdabede other kinds may then
serve as subject headings. Usually such names wilgoalified by a
parenthetical expression describing their nature.

“References should be made from the next broadeigoey of heading within
which the subject matter covered bythe specificdimepe.g. Titanic (Steamship)
Refer from shipwrecks.Manjo War (Race horse) Ristan Horse-racing.
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2. Individual Works of Literature

An individual work of Literature may require a sebj heading if the work is the
subject of a criticism or commentary. This typesabject heading consists of
the name of the author followed by the form of thke used as a filing title
e.g. Shakespeare, William. Hamlet.

3. Sacred Books and Anonymous Classics

Anonymous Classics require subject headings if Hreythe subject of criticisms
or commentaries. The form of this heading is téofelexactly the form used for
anonymous classics according to the usage of theulyi of Congress. The same
usage is basically true of a subject heading Bibée or a part of it.

However, in Bible subject headings, the elemehth® main entry form beyond
the name of the part are not used.e.g. Bible Gdiah. But not Bible O.T. Isaiah
English. 1914. Authorized. Subheadings are ofterdusvith Bible subject
headings e.g. Bible. O.T. Isaiah - commentarie&ible.

3. Geographic Names

The Library of Congress uses the form of geographimes as established by the
U.S. Geographic Names Board. Whenever possibleyaygeographic name is

preferred to a political one i.e. the form of theme by which an area is continued
to be known by even after a new political namedgpied.e.g. Russianot Union

of Soviet Socialist Republicsor Russian Socialisti€ral Soviet Republic. Great

BritainNot United Kingdom.

United StatesNot United States of America. Geographbject headings may be

used whenever a geographic area is the subjech @fcaount or other work.
Geographic headings may be qualified in three diffie fashions which are:
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Generically

\

Figure 9.3: Classes of Geographic Headings

Generic Qualifiers: Proper names of natural geographic feature usually
consist of a specialterm and a generic term.e.ggli€in Channel, Rocky
Mountains. If the generic term proceeds the sped¢drm, the inverted form is
used.e.g.Mexico, Gulf of. Dover, Strait of.

Geographic Qualifiers: If the name of a place or locality is not readily
identifiable, the name of a major larger geograpdrigoolitical area is needed.
Especially for the majority of cities in the Unite8tates the state is
necessary.e.g.Boulder, Colorado. The Library of gfess omits the designation
of state or province or country for well-known egi

Political Qualifiers
If the same name is used for different politicadl/m ecclesiastical jurisdictions
a qualification in parenthesis follows:

* New York (Archdiocese).

* New York (City).

* New York (Colony).

* New York (State).
This qualification may be extended to the namealreviations and dates of
different political regimes, e.g. Russia.(No quadifion refers to the
ImperialGovernment prior to 1917.)

* Russia (1917 - Provisional Govt.)

* Russia (1917-R.S.P.S.R.)
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* Russia (1923 - U.S.S.R))

Geographic Names of the Ancient World

The geographic names of the ancient world are gdlgetreated in fashion

similar to the personal names of the ancient wdftat. Greek or Roman names,
use the Latin form of the name as used in standassical dictionaries. For the
names of biblical places, use the form of the namdound in the Authorized

Version of the Bible.

Changes in Geographic Names
Although one may often use a geographic name foouetry in preferences to a
political one, the cataloguer is forced to usevwhgous changed names of cities
and localities. As ageneral rule, prefer the latesh of the name; however, if the
material deals with the city during the period ofearlier name, the earlier name is
preferred. This means that there must be a compktigork of references from
one form of the name to the others.e.g.St. Petagsi@ee also other forms of the
name.

e Petrograd.

e Leningrad.

e Petrograd.
See also other forms of the name.

* Leningrad.

e St. Petersburg.

* Leningrad.
See also other forms of the name.

» Petrograd.

» St. Petersburg.

Duplicate Entry
Duplicate entry is the "entry of the same subjeatter under two distinct aspects

of it." Duplicate entry is used to express a mutygposition of two interests
or points of view. It is important for the catalaguo include subject headings
for both forms of the duplicate entry.

* U.S. - Foreign relations - France. France - Foregations - U.S.

» Literature, Comparative - French and German.

e Literature, Comparative - German and French.

* French drama — Translations from Greek

» Greek drama — Translation into French.
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Syndetic Devices

A syndetic device is one that binds together omeats. The references in a card
catalogue may be called syndetic devices. Entries @nnected bycross

references.

There are three basic types of syndetic deviced us@ card catalogue. "See
references”, "See also” references and generalithdil names and scope notes
are additional syndetic devices.

In-Text Question
is the "entry of the same subject matider two distinct aspects

of it."
A. Duplicate entry
B. Direct entry
C. Syndetic devices
D. Subject headings
In-Text Answer
Option A

9.2 “See" References
A "See" reference is a reference from a headingn(ter name) not used as a
subject heading to the corresponding subject hgatiet is used.From the Greeks
to the French.e.g.Blackmail.

* "See" Extortion.

* "See” Language and Language- Religious questions.

* "See" Language guestion in the church.

9.2. 1 “See also" References
A "see also" reference is a reference from oneestihjeading to another subject
heading. A “see also” refers from a more or gensuddject heading to a more
specific subject heading or from one co-coordirasnbject heading to another
subject heading- but no form of a specific subjeeadding to a more general
subject heading.e.g. Science.

See also.
* Astronomy.
* Physics.
* Astronomy.
See also.
* Physics.

* But not astronomy
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See also
e Science.

In-Text Question

The type of reference that move from one subjeetdimgs to another subject

headings is called
A. "see also"
B. "see what"
C. "see how"
D. "see thereafter"

In-Text Answer
Option A
9.2.2 General References
A "see also" reference is a reference from oneestithieading to another subject
heading. A "see also" refers from a more generdjesti heading to a more
specific subject heading or from one coordinatimdpject heading to another
subject heading - but not from a specific subjegading to a more general
subject heading.e.g.Cats. See also names of difféiads of cats, e.g.

* Angora cat, Siamese cat, etc.

» Libraries, see also subdivision libraries, under

* Names of cities, e.g. Chicago - Libraries.

9.3 References to Black Headings

This phrase recalls the period in American cataloguvhen all subject headings
were typed in red ink and all main and secondatye=nwere typed in black ink. A
reference to black headings is then a referenaa frored heading, i.e. subject
heading, to in individual name.e.g.Architects.

British.See also, Wren, Sir Christopher. 1632-1TB& form of syndetic device
is not widely used today. There are obvious proklé@mkeeping such a reference
card current.

9.3.1 Scope Notes

Scope notes are statement indicating the subjet¢temeovered by a given
heading. Scope notes may state what is includedvliadl is excluded. The scope
notes in the LC subject heading list may be usete gdvantageous in any card
catalogue, using LC subject headings.e.g.Libraiistics. Here are entered works
on the compilation and study of statistics of lies.

Collections of statistics are entered under Lilesyi(Local sub-division),
names of special types of libraries, and namesndividual libraries with
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subdivision statistics. E.g. libraries-Wisconsiistatistics: Libraries University
and College Statistics; New York. Public libraryatsstics.

In-Text Question
The statement that indicating the subject mattered by a given heading is
known as

A. Library statistics

B. Syndetic device

C. Scope note

D. Library catalogue

In-Text Answer

Option C

9.3.2 Physical Characteristics ofthe list

All main headings in the LC list of subject headingre printed in boldface
type. All headings not used and all subdivisiong g@rinted in lightface

roman type. Immediately following the main headiisgthe provision for

geographic subdivided geographically.

The next element in the LC is the suggested clastber according to Library of
Congress classification. The fourth element is siocel inclusion of a scope note
for the subject heading. The references, sax, anthake up the next element.

The symbol sa, x, and xx, mean; sa-refer to; gferrfrom; and xx- refer from. Or
ss read down in the normal order and x and xx le#dd up. The following
example demonstrates this, e.g.the following isnébun the subject heading
listsBalloons:

» Sa Balloon ascension.

e X Military balloons.

e XX Airships.

» Thismeans: Balloons see also Balloons ascensions

» Military balloons see also Balloons

» Airships see also Balloons.
The last element is normally the list of speciabdivisions available to that
particular subject heading. The following examplem@nstrates all of the
elements in the format of an individual subject dirg in the LC
list.e.g.Libraries and schools. (Indirect) Z718.
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Here are entered general works and workson litsaared schools in the United
States. Works dealing with libraries and schooltiher Countriesare entered
under Libraries and schools (country), e. g., Lilesandschools - France.
Children's Literature.
Libraries, Children's
Library Day.
School Libraries.
Children's Literature.
Libraries, Children's
School libraries
School libraries
. Schools.
10.France.
11.Note under libraries and schools.
In-Text Question
All main headings in the LC list of subject headngre printed in boldface
type.True/False

CoNoOGOrWNE

In-Text Answer
True

9.3.3 Auxiliary Lists
There have been five different auxiliary or spedists of subject headings and
subdivision: The special lists of subject headiags

* Music-subject Headings (1952)

e Literature Subject Headings

* Language Subject Headings (5 ed., 1926):

 The auxiliary lists of subdivision are: (1) Perisdbdivisions (6th ed.

1924)

e Subject Headings with Local Subdivisions (5th é935).
All of these lists may prove helpful to the catpler interpreting LC printed
cards. However,only period subdivision under naofgslace is truly necessary
as a supplement to the LC list.

In-Text Question

Which of this is not part of auxiliary lists of gebt headings and subdivision?
A. Music-subject Headings (1952)
B. Literature Subject Headings
C. Language Subject Headings (5 ed., 1926)
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D. Cultural-social subject Headings

In-Text Answer
Option D

Summary for Study Session 9
In this study session, you have learnt the follauin
1. The meaning of Library of Congress
2. The List of Subject Headings popularly called LCSH.
3. How LCSH was divided and the various terms and mome examples
were given.
4. The LCSH was developed to give subject accessdovéist collections
of one particular library of all sizes especiallty Nigeria by University
libraries.

Self-Assessment Questions (SAQs) for study sesstbn

Now that you have completed this study session, garu assess how well you
have achieved its Learning outcomes by answeriagdlowing questions. Write
your answers in your study Diary and discuss thath ywour Tutor at the next
study Support Meeting. You can check your answetis the Notes on the Self-
Assessment questions at the end of this Module.

SAQ 9.1 (Testing Learning Outcomes 9.1)
What is LCSH?
What are the examples of subheadings?

SAQ 9.2 (Testing Learning Outcomes 9.2)
What do you understand by "See" reference?
Define qualified nouns

SAQ 9.3 (Testing Learning Outcomes 9.3)
Describe the four basic types of headings for LGjestt headings.
With examples, explain the term “Chronological swislons”

Notes on Self-Assessment Questions (SAQs) for stusgssion 9

SAQ 9.1

Library of Congress Subject Headings, just as ise tbase with
LCclassification, are developed for the actual lwodd of the Library
ofCongress. LC Subject Headings appear on LC mricéeds. LC subjectHeadings
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may be used with either LC classification systespeeially Dewey Decimal
Classification (DDC).
Examples of subheadings are:

v" General form Subdivisions

v Chronological Subdivisions

v Special Topic Subdivisions

SAQ 9.2
A "See" reference is a reference from a headingn(ter name) not used as a
subject heading to the corresponding subject hgatiiat is used. From Greek. !s
into French.e.g. Black mail.

o "See" Extortion.

» "See” Language and Language- Religious questions.

* "See" Language guestion in the church.
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Study Session 10: Sears List of Subject Headings

Expected duration: 1 week or 2 contact hours

f SEARS LIST
oF Sumpcr HeaninGs:
190l Edition ;

Source: http://www.barnesandnoble.com/w/sears-list-of-scibfeadings-h-w-wilson-company-
staff/1101462273

Introduction

The last study session introduced you to the LybodirCongress Subject Heading.
This session will focus on another subject headisigcalled the Sears List of

Subject Headings (SLSH). The Sears list of sulijeatlings is widely used by small
public libraries and by school libraries. It is yenuch smaller in scope and more
general in treatment than Library of Congress Suwbjeadings (LCSH), which is

commonly used in academic and research libraries.li§t came after much work

to formulate a list of headings for a small library

This study session will introduce you to Searsss d¢if subject heading and try as

much as possible to provide the differences betwe@8H and Sears’s list of
subject headings.
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Learning Outcome for Study Session 10
At the end of this study session, should be able to
10.1Explain Sears’s list of subject headings.

10.1 Sears’s list of subject headings

Sears list of subject headings was designed omsdhee principles and follows
in general the practices of the LC list. The two t&nused to supplement each
other with some alterations. Sears is revised earyor six years with emphasis on
updating terminology; it contains terms simple egtodior children’s cataloguing
and subject adequate for most adult materialsdtfitian, it indicates the Dewey
decimal classification number for the term used.

Minnie Earl Sears guided three editions throughghlelishers in 1923, 1926 and
1933. Isabel Stevenson Monro and Berth Frick edltiednext five editions. Under
Barbara M. Westby, the most significant change efhod and structure was made
when the suggested Dewey Decimal Classification GQDcommon to all the
previous editions was dropped. Some librarians veesisggning class numbers on
the basis of the subject headings and Miss Wedtmgavith others thought this
was a misuse of the system.

=
e
4

Figure 10.1:Minnie Earl Sears
Source: http:/lyuantzecentre.com/teachers/new-zealand/Fage/

The Sears list of subject headings contains mestiple broad terms, using single
nouns with qualifiers and a few phrases. The ppiesi of sub-division by form
chronology and geography have been followed alpegial topic subdivisions as
needed. Other subdivided headings are shown in [add type as main
headings. The large number of omitted heading4$ wiiance on U.S., Ohio, and
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Chicago as key headings, indicates that the cacafialoguer will be required to
make many more headings in the Sears system thémeitibrary of congress
system. Aside from its comparative brevity and diaiy, the following Sears
differences from LCSH are mostly of note:

* Simple phrasing - Sears uses city planning: LCSék ugties and towns -
Planning".

e More current terminology and spelling - Sears u&ss planes”, “crisis
centres" and "motion pictures”; LCSH until quiteceatly used "aero
planes" and continues to use “crisis interventgsy¢hiatry)" and "moving-
pictures" as primary headings.

* Less emphasis on specificity - Sears uses "silescpainting”; LCSH uses
only two narrower terms "screen process printing! &erigraphy"”.

In-Text Question
Sears list of subject headings was designed omsdhee principles and follows
in general the practices of the LC litrue/False

In-Text Answer

True

The Sears list contains detailed instructions axalmples of how the subject
heading system is meant to work. These instructamesvalid for any system
using the same kind of subdivisions and syndetidaiss.

Half of each page is blank so that the catalogasr ddequate space to write in
headings which are not included in the book. Thl dull elaborate syndetic
structure is the familiar see also method fountha Library of Congress list of
subject headings.

However, through the eight editions, a classifist was at least theoretically
possible, and an example of the grouping of headusing the suggested Dewey
decimal classification numbers for the headingshm eight edition of Sears is
enclosed. The fully classified list can be foundha Encyclopedia of Library and
Information Science under the heading “Classifarati

In-Text Question
The fully classified list can be found in the and Information Science
under the heading.

A. Encyclopedia of Library

B. Library of Catalogue

C. See Also Reference

D. Sear’s list
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In-Text Answer

Option A

The general philosophy of sears list of subject hdangs is contained in two
phrases.

* “The theory of specific entry” which means that pedfic heading is
preferred to a general one: “CATS” is preferred“BmmesticAnimals”.
The cataloguer heeds to the collection, its empghasel the users before
assigning subject heading.

* “The theory of Unique Headings”. This means that @ubject heading,
and one alone, is chosen for all books on thatestibj he choice of subject
headings must be logical and consistent. Crossemdes should be
inserted in the catalogue wherever it is anticipdbat patrons are likely to
approach the topic through different terminologyfedv general principles
on guidelines are useful for constructing subjeetdings.

Compared with the LC list, the sears list is muobrer and simpler in the kind and
number of scope notes, the clarity of explanatoml in the clear instructions for the
use of the key headings. However, this very sintplargues against the use of sears
for anything but a small library, because a greahyrof the terms included will be
found too broad and general in their coverage teesa special library or even a
medium-sized general library.

If the list were recognized to include both alphaband classified arrangement,
then the problems with the see also structure wiautgely be eliminated. Just how
this is so can be seen form a portion of the dladdlist included below though the
kind permission of the editors of the EncyclopedfaLibrary and Information
Science.

Implicitly in the method is the listing of more thane classification number, which
has the effect of providing several different listgelated terms. Such a procedure,
even on an uncontrolled basis, results in bettgaroration of the list and make it
more useful both to the cataloguer and to theuottd user of the library.

Intellectual Cooperation
Learning and Scholarship
Books

Cybernetics

Research

Bibliography

ok wNE
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7. Book-Collection

8. Information storage and retrieval systems
9. Pseudonym

10.Bibliography- Editions
11.Catalogues Publisher’s
12.Government Publications

13.Paper Books

14.U.S.- Government Publications
15.0hio- Government Publications
16.Chicago- Government Publications
17.Bestsellers

18.Books and Reading- Best Book as
19.Catalogue Subject

20.Agriculture- Bibliography
21.Literature- Bibliography
22.American Literature- Bio-bibliography
23.English Literature- Bio-bibliography
24.Shakespeare, William- Bibliography
25.Directories

26.Chicago- Bio-bibliography
27.0hio- Bio-bibliography

28.U.S. - Bio- bibliography

29.U.S. - Bibliography
30.0hio-Bibliography

31.Chicago- Bibliography
32.Catalogues, Classified

33.Library Catalogues

34.Catalogues, Booksellers'
35.Library Catalogues

36.Catalogues, Booksellers'
37.Libraries

38.Library Schools and Training
39.Library Science

40.Library Service'

41.Libraries and Readers

42.Libraries and Schools

43.Subject Headings

44 Files and Filing

45.Classification, Books
46.Classification, Decimal
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47.Reference Books

48.Libraries- Circulation, Loans

49.Bookplates
Instead of issuing quarterly supplements, as d&&SH, Sears updates its usage
by successive editions at intervals of five to seyears. A parallel contrast holds
between the sporadic revisions of the Dewey deciatssification and the
quarterly additions and changes of the LC Clastibo.
The relatively limited scope of Sears and DDC, dse in small- and medium-
sized libraries, makes comprehensive revision muaeageable for both editors
and users. The results are possibly more coherarthgrated. However, nine,
seven or even five years is a long time to waitler updated version of a subject
access tool in today’s rapidly developing bibliggrec environment.
The Library of Congress is quarterly supplementsbtdh its classification
scheme and its subject heading list permit (if tdeynot always ensure) early
professional response on the part of one enormibuary to inevitable, but
generally unpredictable, shifts in publishing ietss and emphasis.
While they may absorb and distribute better theck&oof linguistic and
epistemological change, they quickly clutter oneisorkspace with their
numerous partial revisions, at least in their pafmmals. Actually neither
approach monopolizes all the advantages.
What matters is that every viable subject accesdemremains under constant
surveillance and revision, offering a dynamic coompise between rigid custom
and assimilative change.

In-Text Question
The Library of Congress is quarterly supplementisdth its classification scheme
and its subject heading list permit which involvke t following except-

A. Generally unpredictable,

B. Shifts in publishing interests
C. Emphasis

D. Analytical process

In-Text Answer
Option D

Summary for Study Session 10

This looks at the Sears list of subject headintgsdifferences with Library of
Congress Subject Heading (LCSH) were discussed thrdprocedure for
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making use of the list was given based on the ekasngulled from
Encyclopedia of Library and Information Science.

Self-Assessment Questions (SAQSs) for study sessith

Now that you have completed this study session, garu assess how well you
have achieved its Learning outcomes by answeriaddthowing questions. Write
your answers in your study Diary and discuss thath ywour Tutor at the next
study Support Meeting. You can check your answetis the Notes on the Self-
Assessment questions at the end of this Module.

SAQ 10.1 (Testing Learning Outcomes 10.1)
» Define Sears’s list of subject headings.
* What is specific entry as described by sears fistibject headings?
» Describe the theory of unique heading.

Notes on Self-Assessment Questions (SAQs) for stuskgyssion 9

SAQ 10.1

Sears list of subject headings was designed omsdhee principles and follows
in general the practices of the LC list. The two b&nused to supplement each
other with some alteration. Sears is revised efregyor six years with emphasis on
updating terminology; it contains terms simple egtodior children’s cataloguing
and subject adequate for most adult materialsdtfitian, it indicates the Dewey
decimal classification number for the term used.
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Study Session 11: Classification

Expected duration: 1 week or 2 contact hours

Source: https://libraryarchitecture.wikispaces.com/file/mil8505080634 26226bf049.jpg/137247627/250x
185/3505080634_26226bf049.jpg

Introduction

It will interest you to note that from the day whaman first assembled books of
any kind or form, men have been interested in thgsaof arranging them. It is
merely a part of the divine instinct at order is aMen's first law: for
arrangement, or classification as we call it, &eshe base of every well-managed
life and occupation.

As it has shown, the clay tablets which formed Iloeks of the library of the
Assyrian or the Papyrus of the Egyptians were place their shelves in
considered order; and in the record of librariesudighout the ages, wherever we
have any details of them. In this study, you widatn about the term
‘classification’ and the basic techniques of clbgsg library materials.
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Learning Outcomes for Study Session 11

At the end of this study session, you should be tbl

11.1 Define the term "classification".

11.2 Explain the basic technique of classifyingdilg materials.

11.1 Understanding Classification

We have also evidences of the pre-occupation oir thigrarians with this
guestion. It is one of much interest and in sim@ebasic essentials, but in the
courses of years has assumed a complexity whipkrisaps in part the outcome
of the general tendency of men to seek scientifiptolosophical reasons for the
processes they employ, but this also lead to tped rancrease annually in the
number of newly published documents.

The activity, which is called classification in thbrary, is to ensure collection
accessibility. In Librarianship, subject classitiom has been the most
satisfactory basis for organizing materials forofuand easy accessibility.

Apart from this service, which enables a librargmu® find quickly and easy any
material that he is looking for on the library shed, classification gathers similar
things together and separate unlike things. Thignisadditional aid to ease of
use. The following are the definition of classitica.

» Classification can be regarded as the processafpgng things or abstracts
concepts or ideas based on common characteristits. other words,
classification tends to bring together items thatr@lated by virtue of certain
common characteristics which they possess.

 The arrangement of books on the shelvéseosystematic arrangement of
booksin the manner which is most useful to those mded them.

* |t that exercise of the powers of perception araso@ which enables us to
assemble things in an order of likeness and toraggéhem according to an
order of unlikeness.

» Classification means division of document into grewand the arrangement
of such groups into preferred sequence. Tilingtoraer of unlikeness.

* It is a technique involving the systematic groupaigoooks by subject and is
designed to expedite the full use of the knowlestigeed in the books and other
material housed in the library.

109



In-Text Question
can be regarded as the processwbigg things or abstracts
concepts or ideas based on common characteristics.

A. ldentification

B. Accommodation

C. Classification

D. Advancement

In-Text Answer
Option C

Classification, then, is a tool for a very simpig infinitely important purpose.

The whole object of library classification isgecure an arrangement which will
be useful to our readers with smallest compboaof search or other effort for
them or for ourselves.

In Librarianship, we can classify not only tangildbjective things; we can also
arrange impressions, ideas, motions etc. We canger things, which exist,
have existed, or may exist. Thus classificationriftéss thought, advances
investigations, shows gaps in the sequence of amhptes discovery;

revealing, as it should the relationships or thingenables a more or less
complete survey of knowledge to me made.

11.2 Technique of organize library materials

Classification of books and other library materiagsng a classification scheme is
one of the most sophisticated operations carrigdoguhe Librarian. It requires
independent judgment of the librarian on the blstscnumber to assign a specific
publication within an array of closely related sdbg.

Proficiency in classification can only be attainlough constant practice. The
librarian or library officer must have a good graspthe particular classification
scheme used in his library and at the same timdemndise basic classification
principles.

The library personnel must study and abide byhalihstructions in the scheme
being used while the material being classified &hdae thoroughly checked for

accurate identification of the subject; its scopd ather special features that could
influence its being placed within a specific claasnber.
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In-Text Question
Proficiency in classification can only be attaitiecbugh
A. Constant practice
B. Delay in services
C. Practical oriented
D. Carelessness

In-Text Answer

Option A

Due to the fact that cataloguing and classificatawa central to the practice of
librarianship and also practical oriented, theyilgdsecame subjects of tests for
prospective employees of libraries.

A mastery of cataloguing and classification almggarantees a new job
for the applicant. Even among existing employeedilbwries finds that
job mobility is higher with the staff involved irataloguing and classification
than with the staff undertaking other routine opere.

Classification can only be difficult for those whre disposed to carelessness
and so are not given to paying attention to det@iixe one can follow a set
of instructions meticulously, then the classificati of materials, by
whatever scheme can be a great delight. In hisdarbook, "The Five Laws
of Library Science", Ranganathan stated that:

+ Books are for use: This makes it imperative fordies to expose
users to books for long periods. The practice adpkeg mainly
closed stocks, limiting the hours of library usel amstricting book
loans to bonafide users tend to negate this finsiciple. Another
major significance of this principle is that newdgquired library
materials should be processed and classified aklgus possible in
order to put them in circulation. Every user hisko

+ Every book its user.

These two principles necessitate the consideratadn the user

characteristics in library classification. Foraexple, while a book on
public relations may be classified under businessne library, thesame
material may be classified under journalism in &eot library.

Incidentally, classification schemes have, for $@me reason been
made flexible to permit such alternative placemetds be made
whenever the need arises.
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* Do not waste the of library user: This again hasose implications for
classification practice. One a material has beeongly classified; it is
separated on the library shelves from other relataterials. In that case,
it will take a much longer time to locate such ateraal than when
the users prefer to retrieve information materidlg browsing
rather than going through the library public cadaie.

e The library is a growing organization: This prinleighas implication for
acquisitions and preservation of materials in liim® However, it is
pertinent to note that as materials are acquirediBdhey be classified.

Classification and re-classification (whenever tihneed arises) are
continuous library routines. In a functional libyaistaff responsible for
classification of materials will be buried all tlugh the lifespan of that
library.

* In another sense, the principle makes it necesfarythe personnel
responsible for the classification of library maiés to consider not only
the present users of the library but also the gatensers in deciding
where to place a book.

In-Text Question
The practice of keeping mainly closed stocks, Imgithe hours of library use and
restricting book loans to bonafide users tend watethis first principle is refer to
as

A. A mastery of cataloguing

B. Books are for use

C. Every book its user

D. Classification

In-Text Answer

Option B

This is very much so in rapidly expanding instiants like the Universities
and Colleges with expanding academic programmeis. ftir this reason that a
book on statistics if there is the likelihood ofietl, academic disciplines like
Building, Surveying and Architecture, being intrecéd in the parent
institution.
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11.2.1 Values of Classification

Classification is a key to knowledge, because desr that if we arrange things in

a definite order, and we know what that order is,have a very good nap of, or

key to, these things. What is the purpose of timd what does this mean in

relation to librarianship? Merely that classificatiis the basis of all order in

handling literature and its record. Some of theaadages of classification in

libraries are:

To bring together books within the same subjedd fiPiscipline).

To simplify the location of materials on the shalve

To identify the subject of a book.

To guarantee shelf arrangement of books in a hiedefyjuence.

To ensure optimum utilization of library books anderadicate loss of time

often resulting from the clientele.

It is a great time saver as immediate locationratiieval of books is made

possible.

7. Bringing a user in contact with specific booksmfiormation as requested.

8. It helps in subject analysis of books.

9. It arranges books in helpful order on the shelves assists in re-shelving
books more easily.

10.1t refers readers quickly from the catalogue toghelves.

11.1t offers a method of clear and effective shelfetyog.

12.1t helps in collecting library statistics - libragjatistics are often taken on basis of the
subject grouping system, which is adapted, byilranyl. Stock-taking and other
special tasks are often helped by lassification system.

agrwnE

o

In-Text Question
The following are values of classification except
A. To simplify the location of materials on the shelve
B. To identify the subject of a book.
C. To guarantee shelf arrangement of books in a hsfgfuence.
D. To subject the frame of work

In-Text Answer
Option D

11.2.2 Disadvantages of Classification

The following are the disadvantages of classifarati

1. Itis impossible to arrange books so that evelgtionship can be shown.

2. Detailed sub-division often separates books,ciwhmight be more usefully
shelved together.
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3. The changing order of knowledge has been a @nolals libraries struggle to
keep pace with new knowledge.

4. Content and make up of book also affect theulise$s of classification as not
all topics treated are highlighted.

5. Unavoidable disorder of book shelves.

6. Impracticability of re-classifying large sect®onof the library dueto
modification in the scheme.

In-Text Question
Which of this is not part of the disadvantagesla$sification?
A. It is impossible to arrange books
B. Detailed sub-division often separates books
C. Unavoidable disorder of book shelves
D. Avoidable book shelves

In-Text Answer
Option D

Summary for Study Session 11
In this study session, you have learnt the follaguin
1. For effective classification of library materialsete is need to know the
system
The practice of classifying the materials in thedry
The values of classification
The limitation of classification.
The value, advantages and disadvantages of ctzssifi.

abkown

Self-Assessment Questions (SAQSs) for study sessibh

Now that you have completed this study session, garu assess how well you
have achieved its Learning outcomes by answeriaddthowing questions. Write
your answers in your study Diary and discuss thath wour Tutor at the next
study Support Meeting. You can check your answetis the Notes on the Self-
Assessment questions at the end of this Module.

SAQ 11.1 (Testing Learning Outcomes 11.1)
+ Define classification.
+ Why do we need to classify library materials?

SAQ 11.2 (Testing Learning Outcomes 11.2)
+ Describe the disadvantages of classification.
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+ Mention five values of classification.
+ What is the relationship between cataloging anssdfiaation?

Notes on Self-Assessment Questions (SAQs) for stusgssion 11

SAQ 11.1

» Classification can be regarded as the processmipgng things or abstracts
concepts or ideas based on common characteristits. other words,
classification tends to bring together items thatr@lated by virtue of certain
common characteristics which they possess.

« Reason for classify library materials:The activityyhich is called
classification in the library, is to ensure colleat accessibility. In
Librarianship, subject classification has beenrtast satisfactory basis for
organizing materials for quick and easy accessgibiipart from this service,
which enables a library user to find quickly angyeany material that he is
looking for on the library shelves, classificatigathers similar things together
and separate unlike things.

SAQ 11.2
The following are the disadvantages of classifarati
» Itisimpossible to arrange books so that evermgti@hship can be shown.
» Detailed sub-division often separates books, whioght be more usefully
shelved together.
* The changing order of knowledge has been a prohletibraries struggle
to keep pace with new knowledge.
» Content and make up of book also affect the usefdgrof classification as
not all topics treated are highlighted.
Values of classification
» To bring together books within the same subjedd fiBiscipline).
* To simplify the location of materials on the shalve
* To identify the subject of a book.
* To guarantee shelf arrangement of books in a hiedefyuence.
* To ensure optimum utilization of library books anderadicate loss of time often
resulting from the clientele.
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Study Session 12: PrinciplesandProcedure of Clasgihg a Book

Expected duration: 1 week or 2 contact hours

Source; http://www.langumtrust.org/images/law%20books.jpg

Introduction

Most activities in our daily lives deal with de@srmaking processes concerned
with orderly (or disorderly) systems. Some of thegstematic arrangements are
made by others and we must conform to them, somenaie ourselves. For
instance, in a grocery store or a departmentaést@ must discern what sort of
systematic arrangement or classification has beseduto display the
merchandise.

In these instances, materials are often classhiedype and then by size. We
too, develop our own classification system in oamies. We are involved in a
systematic distribution or arrangement of the gnesein the cupboard or pantry
and in the refrigerator. We live with and by hundsse of different
classification systems, which affect us every day.
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In the library system, materials acquired to thediy are arranged or grouped
according to the classification system. Classifmatin librarianship is the
process of grouping the contents of books and rawkbmedia in the library
collection in a systematic order according to satgelt is the intention of this
session to look at the principles behind how lipraraterials are classified or
arranged.

Learning Outcome for Study Session 12
At the end of this study session, you should be &l
1.1 Discuss the principles of classifying library méiés.

12.1 Principles of Classifying Library Materials

All books acquired by a library are required to dlassified according to the
classification scheme chosen by the library. Eacbkbis assigned to the class
division, section or subsection to which its subjeelongs and marked with the
corresponding number or notation. The notation,nieed to arrange the books on
the shelves, brings together all the books fialitirary possesses on a given subject
placing them next to books on related subjects.

When classifying an item with respect to the pat#tc library's holdings, the
classifier should as well as the system allowsendgs and translate that item's
characteristics of discipline, topic, and form atdo the conceptual frame of the
system.

To do so, it may be necessary to by-pass existimyiten or narrow concepts and
class numbers, or to insert new ones into theiagisichedules. Modifications are
usually possible to some degree by classificaohemes vary in their hospitality to
local manipulation.

In-Text Question

All books acquired by a library are required to dlassified according to the

classification scheme chosen by the librdipe/False

In-Text Answer

True

The following principles apply primarily to populalassification schemes like the

Dewey Decimal Classification (DDC) and the Librarly Congress Classification

Schemes (LCCS):

1. Class the item first according to subject, therih®yform in which thesubject is
represented, except in the general class and iitdheture where form might be
paramount. For example, a book with the title“|dtrotion to Economics” has
form presentation.
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This is classified first into the subject classoBemics before the Dictionary is
considered. In most cases, the classifier hastermae the subject matter of the
item using the classification schedules .

This is no easy task, especially when the item doeis cover a specific
topic, but features like the prefaceradtiction, table of contents or even
the index may help the classifier to recognizesihigiect matter.

2. Class an item where it will be most useful. Thessifier considers the nature
of the collection and the needs of user. Genersfigaking, this second
principle is a part of the fundamental rule. Thabaracteristics chosen for
classification are essential to the purpose forctvithe scheme was developed.
At least two questions can be raised in this cdéntex

v" What is the subject matter of the item and how dbeslate to the nature
of the collection? The procedure in a highly spkoga library with a
professional clientele will be different from thosged in a public library.

v What is the form in which the subject is presented,ts method of
treatment? For example, subject bibliographies lmarclassed in one or
two ways. If they are put with related subject mate they will be more
useful to a patron who wants titles on a given actbalready represented
in the library holdings.

If, as in both DDC and LC classifications the predd location is in a separate

bibliography section which is further subdividedarauthor bibliographies,

national bibliographies, subject bibliographies. ethen the ‘'user' who
benefits most is the librarian doing bibliograpkrification, book order
preparation, and the like.

So, to consider and class a book where it will lnstuseful, we should look at

these two titles. An outline of world history" walibe more useful in the class

world history but would a book on "Honey bee" berenaseful with other

books on insect or with books on "Bee keeping"? diéeision must be based
upon an accurate knowledge of the aims of the iddal library; and that can
only be gained by the classifier's own experiengehy any rule set down
here.

3. Place a book in the most specific subject dividiwat will contain it, rather
than with the general topic. For example, a bookfastball should be
placed in the specific class rather than neithethen more generalclass for
outdoor games nor in the still more general classathletics, sports, and
outdoor ball games.
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In placing a book in the most specific class thiit aentain it, it is helpful for the
classifier to study the morphology of the entir@esne, in order to answer such
guestions as:

v" What is the specific heading embracing the subject?

v" How is this subject subdivided in the classificatswhedule?

Obviously if most libraries of any size would assig single number to all
books dealing with the history of Nigeria failing subdivide .them by time
period and places, the result would be a discongadirge assortment of
volumes under one number. On the other hand, teg afsbroad classification
for definite, clearly recognized objectives shawtd be overlooked.

1. When a book deals with two or three subjects, pléacaith the
predominant subject or with the one treated filgir a book like "An
Introduction of History and Geography." Assign @ the subject class
in which it will be most useful or to HISTORY thigttreated first.

There are some refinements to this general priacipbr example, if the work
covers two subjects, one of which is representexttisg upon or influencing the
other, such a work should be classed under thestubjfluenced or acted upon.

Thus a work discussing French influence on Englidlerature should be
classed with English Literature. On similar grourgdsvork such as Religious
aspects of Philosophy should be classed undersBbify not Religion, since a
treatment of some particular aspect of a subjemildibe classed with the subject,
not with the aspect.

2. When a book treats more than three subjects, pkade the general
class that combines all of them. For example, akhbihat treats heft,
light, sound and mechanics should be placed in dkaeral class
physics.

In-Text Question
In placing a book in the most specific class thiltaentain it, it is not helpful for the
classifier to study the morphology of the entirkesne. True/False

In-Text Answer
False

12.1.1 Procedures of Classifying a Book
To classify a book is to choose optimum (most uyeédcation for such book in
the library. The basic principle in classifying adllx is that of usefulness for the
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library concerned. A classifier needs to deternemactly what a book is about
before placing it in the specific subject classdosnsion where it will be most

useful in the library. There are several methodsletermining the subject of
book including:

1.

8.

9.

Title: The title usually indicates what a book is abotitisl sometimes
vague and misleading and so further check for thbjest matter
becomes necessary.

In view of this, the examination of the followingowces will be
necessary in other to provide useful informatioat till enable us to get
to the real subject matter of the books.

Table of Contents: The table of content lists the topics and subjextse
covered by the book. It is usually an excellentdguto the subjects
covered by a book and must be consulted first.

Preface: It is always wise to read the preface for the aughpoint of
view, why he decided to write the book and for whe book is meant for.
We can develop an idea of what the subject mattéreobook is.
Introduction: This is to introduce us to the book and what thekbs
about. It will briefly tell us the subject coverég the book and to some
extent the scope and the areas covered by the Wtrk.introduction
therefore could be very useful in determining thWjsct treated by a
book.

Text: This is the real work and it is arranged in topacsl the subject
covered will be shown. It is divided into chaptess headings. A
careful examination of the text will occasionally becessary to determine
the subject.

Publisher Blurb: This is usually concise but easily highlights thebject
matter. This is brief description of the contented astatements about
the author on the back cover.

Index: This is alphabetically arranged list of terms usethe text. It could
give us clue to the subject of the book.

Bibliography: This is the list of other books or publicationstthee related to
the book.

10.Brochure/Flyer: Cover or jacket - brief description of the bookcdintains

more information than blurb. It is found on the eoyacket.

In-Text Question
There are several methods of determining the sulgédook including the

following except

A. Publisher Blurb
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B. Index
C. Bibliography
D. Paraphrase

In-Text Answer
Option D

12.1.2 Step-by-Step Procedure for Classifying a Bko
The following states the step-by-step procedurel@ssifying a book
» Determine exactly the subject of the book by gdimgugh the above named
parts of the books.
» Take classification scheme that the library isgi¢DDC, LC, BLISS) and use
the index of the scheme to select the appropriaia ofass.
* From the index, go to consult the schedules to tiredexact divisionof the
subject.
* If it is necessary for the subject to be given aempecific place,consult
the tables.
» Write the subject number on the book.

In-Text Question
The step-by-step procedure for classifying a boaokolve the following
except
A. Determine exactly the subject of the book
B. Take classification scheme that the library isgisin
C. Ildentification of library catalogue
D. Write the subject number on the book

In-Text Answer
Option C

Summary for the study session 12
In this study session, you have learnt the follawin

1. It is necessary to arrange library materials iredydmanner which we tend
to regard as classification system. In the prooéssngaging in classifying
library materials certain principles are importembe followed.

2. The session looks at these principles and it die@fQjreatest importance that
books on the same subject are kept together andngihe same
classification number. The principles will createnslard and it will equally
be useful for consistency in library operations ahd procedure for
classifying library materials was also explainedheTbasic aim of the
procedure is to assist a classifier in placingsilesl books in the best class.
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Self-Assessment Questions (SAQs) for study sedsion

Now that you have completed this study session, garu assess how well you
have achieved its Learning outcomes by answeriaddthowing questions. Write
your answers in your study Diary and discuss thath ywour Tutor at the next
study Support Meeting. You can check your answetis the Notes on the Self-
Assessment questions at the end of this Module.

SAQ 12.1 (Testing Learning Outcomes 12.1)

Describe the principles of classifying library madés.

Why do we need to classify an item first accordimgubject then by form?
Explain the procedure for determining the subjéa book.

Notes on Self-Assessment Questions (SAQs) for stuskgssion 12
SAQ 12.1

» All books acquired by a library are required todmessified according to the
classification scheme chosen by the library. Eadk s assigned to the class
division, section or subsection to which its subjfgeongs and marked with
the corresponding number or notation. The notatdmen used to arrange
the books on the shelves, brings together all thekd fiat the library
possesses on a given subject placing them nexidkslon related subjects.

» Class the item first according to subject, thethgyform in which thesubject
is represented, except in the general class artdeirliterature where form
might be paramount.

* Class an item where it will be most useful. Thesstansiders the nature of
the collection and the needs of user. Generallyaldpg, this second
principle is a part of the fundamental rule.

The following states the step-by-step procedurel@ssifying a book

» Determine exactly the subject of the book by gahmgugh the abovenamed
parts of the books.

» Take classification scheme that the library isgigiDDC, LC, BLISS) and use
the index of the scheme to select the appropriaia ofass.

* From the index, go to consult the schedules to tiredexact divisionof the
subject.

* If it is necessary for the subject to be given aempecific place,consult
the tables.

» Write the subject number on the book.
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Study Session 13: Properties of Traditional Classdation Schemes

Expected duration: 1 week or 2 contact hours

¥ 4 =
=i gt=- ', -y

N . 40 i
|
i |

Source: https://upload.wikimedia.org/wikipedia/commons/B#rond_Language_Acquisition_B
00ks.JPG

Introduction

A classification scheme is simply defined as aredydarrangement of terms or
classes with assigned notation. Given notatiotassification scheme can be used to
arrange documents on the shelves or entries icatiadogue and it is the only way of
achieving preferred order of subjects.

In this session, you will be introduced to classifion of schemes, identify various
part of identification schemes and explain the irtgtce of classification schemes.

Learning Outcomes for Study Session 13

At the end of this study session, you should be &l
13.1 Define impart as "Classification Schemes".
13.2 Discuss the notation
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13.1 Classification Schemes
A library should adopt one classification scheme @itme and adopting a general

classification scheme to:
» Easy exchange of materials among libraries usiegsdimescheme.
» Purchase of publications with their catalogue cards
e Copying CIP (Cataloguing inPublication) data indteafundertaking
original cataloguing. This is not only time savimgfalso economical.

A classification scheme is simply defined as aredydarrangement of terms or
classes with assigned notation. Given notatiotassification scheme can be used to
arrange documents on the shelves or entries icatiadogue and it is the only way of
achieving preferred order of subjects.

There are general classification schemes which camaprehensive in scope
embracing all know subjects, disciplines and thatieships that exist between the
disciplines.Notable among general classificatidrestes are:

Dewey decimal classification (DDC)

Universal Decimal Classification (UDC)

Library of Congress (LC)

Figure 13.1 :Classification Schemes

These schemes are known as the Traditional Clea8dn Schemes. They are
universal in application and are easily adoptedthey suit most libraries and
information centres.Special classification scheraes narrow in scope and are
designed to organise materials in special libragespecial collections that are
highly subject based.

The use of special classification schemes is uysuafliited to the library or
information centre for which it is designed. Exaewlof special classification
schemes include:
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. Oxford Decimal Classification Scheme (ODC) suitabler
publications on FORESTRY.

. National Library of Medicine Classification used byedical
Libraries.

. Monica Greaves Classification Scheme (formerly usedouse for the
classification of materials in the library Departtheof LARIS, UL.L.
Ibadan).

A special classification scheme is detailed in tieatment of topics and provides
variety, flexibility and simplicity which modern flormation indexing requires.

In-Text Question
is simply defined as an orderly gearent of terms or classes
with assigned notation.

A. Classification Schemes

B. Subject Headings

C. Library of Congress (LC)

D. Career Cluster

In-Text Answer
Option A

In-Text Question
Which of this is not among general classificatiohesnes?

A. Dewey decimal classification (DDC).

B. Universal Decimal Classification (UDC).
C. Library of Congress (LC).

D. Bliss Demonstration

In-Text Answer
Option D

13.1.1 Enumerative and Facetted Systems

Classification systems may be categorized as erativeior facetted. Enumerative
system set forth-major subjects and various lewélsub-division in a bicar
fashion.

Facetted systems attempt to represent more thafogimal relationship through
the representation of a number of facets of a sulijg combining segments of

127



the system. Facets are usually listed in the sdlesdin the order, which
terms are to be combined to form compound subjects.

In-Text Question
Classification systems may be categorized as
A. Enumerative system
B. Facetted system
C. Segment system
D. Analytical system

In-Text Question
Option A

13.1.2 Functional Properties of Traditional Classitation Schemes
To be of maximum benefit to classifiers, classtima schemes need to include
the following features:

Generalities . Form . Form
class class Division

\ g

Index

Figure 13.2 :Functional properties of Traditional classificati®ohemes

In-Text Question
Classification schemes need to include the follgwinfeatures
except
A. Generalities class (Generalia)
B. Form class.
C. Form Division
D. Library
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In-Text Answer
Option D

Generalities Class

This class caters primarily for books ofgeneralWiealge which are too broad in
scope for incision into any single class. Such wousually overlap several
traditional disciplines or classes e.g. EncyclopsdiDictionaries, general
periodicals etc. Class 000 of Dewey scheme is argédities class.

Form Class
This organise books according to their form of prgation rather than their
subject content. Literary works e.g. poetry, drarhetion, etc are the most
obvious. For example, a play or drama about coaimgiwill be read because it is
a play or poem and very seldom because it is almaltmining. Dewey's literature
class 800 is an example of form class except tmatctass is divided first by
language and then by form:

820 English Literal

821 English Poetry

822 English Drama

823 English Fiction

Form Division

Form division is for the treatment of books thatalke with different
subjects in the same mode of presentation. It atdic a special way in which a
book is written or an aspect form which a topistigdied.

Often, this aspect such as history, apply to mamgjects and common form
division may be used to described such topic eigtoky of literature; History of
education; History of banking etc. other groupshsas philosophical or theoretical
treatments, works dealing with teaching or studg amsearch in a subject are
classified by their form division.

Schedules
The term "Schedule is used to describe the prifited of all the main classes,
divisions and sub-divisions of a classification esok. The schedules provide a
logical arrangement by notation of all the subjemigered by the classification
scheme. The schedules provide a logical arrangeosrdlly being hierarchical
i.e. showing the relationship of specific subjetistheir parent subjects. The
relevant classification symbol is shown againsheadject:

300 Social Sciences.
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391 Sociology and Anthropology.
302 Social Interaction etc.

Tables

The tables of a classification scheme are addititméhe schedules and provide
lists of symbols which can be added to class numltermake them more
specific and precise. For example Dewey has se¥@B1LES notable among them
are standard sub-division table and Areas TabktaAdard sub-division number is
added to a subject to indicate the form of treatneérsuch a book e.g. Medical
Dictionary

13.2 Notation

Notation is the systems of symbols used to reptesknhe subjects, topics and
terms covered by a classification scheme. Notatiag consist of any symbol letters,
figures or arbitrary signs and could be pure oragirotation.

In-Text Question
is the systems of symbols used to repred| the subjects, topics
and terms covered by a classification scheme.

A. Form Division

B. Schedules

C. Notation

D. Tables

In-Text Answer
Option C

13.2.1 Types of Notation
The following are the types of notation:

Pure

Notation

Figure 13.3: Types of notation
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Pure Notation: This consists of only one type of symbol-figurktters or signs
e.g. Dewey Decimal Classification Scheme.
Mixed Notation: Thiscombines two or more symbols, utilizing lettarsd figures
e.g. Library of Congress Classification Scheme.alion like 330 (in DDC for
ECONOMICS) appears on the spines of library bookftilitate shelving and to
ensure that each book is in its correct positione hotation is also shown on
catalogue entries to help users retrieve bookkhyuikt therefore serves as:

v a link between the index and the schedule of asifieation scheme,

and
v alink between the librarycatalogues and the skelve

13.2.2 Characteristics of Notation

The following are the characteristics of notation:

Hospitability

A notation must be hospitable to accommodate neowletge.The purpose of

notation is to mechanize a preferred order sincewledge is dynamic. New

subjects should be accommodated in their propeseplan the scheme as they
arise. There should be room for expansion.

Mnemonic Value

Notation may also help the mnemonic value of asti@ationscheme. Mnemonics
are memory aids which are frequently used to indicrtain aspects of topic,
which may be represented by the same symbols wieertbey are used. Some
classification schemes can indicate form divisiansgl geographical divisions in
the same way each item they occur and this redieeseed for repetition in the
schedules.

For example in DDC, periodicals (05), U.S. (73) afideria (669). Sometimes
literal mnemonic are used e.g.lg the letter T stand for Technology and is for
useful arts. The constant expression of these qgasdey particular symbols
make them familiar in time to library staff and eveisers and minimize
reference to the main tables.
Expressiveness
A good Notation should be expressive. An expressigation not only
mechanizes the order but reveals the structurenefdassification scheme.
For example, in Literature class in DDC, the hielngris related in the notation as
shows:

e 800 Literatures.

e 820 English.

* 821 English Poetry.
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» 821.3. Sixteenth Century Poetry.
Flexibility: A notation should be flexible to allow for numbmrilding.

In-Text Question
Which of the following is not part of the charadséics of notation?
A. Flexibility
B. Expressiveness
C. Hospitability
D. Data

In-Text Answer

Option D

Index: For ease of reference, most Purification schensa® hndex, which

comprises of alphabetical list of terms, with thearresponding notations

e.g. ECONOMICS 330A good index should:
* Be written in simple and clear termowmy} includingsynonyms,
» Helps to ensure that topic are always classifiethensameplace.
* Assist in finding subjects in the main scheduletlbé classification

scheme.
There are two types of index:

Figure 13.4: Types of Index

Relative Index:This type of indexprovides alphabetical referentesll terms
used in the schedules and shows the relation di specific subject to other
relatedsubject or their aspect. It includes broagics in its alphabetical
arrangement but indented below the broad subjextihe, is a list of all the aspects
of the subject. The DDC has an excellent relatigex e.g.

* Flight, history of Flight natural

* Flight with Egypt

* Flight of the Bumblebees.
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13.2.3 Summary of Essential Properties of Traditioal Classification Scheme

1. The scheme must be comprehensive in scope. Ibhas/er aspect ofall known
of knowledge.

2. It must have space for general classes.

3. It must have room for expansion (i.e. elastic tocawmodate
newknowledge).

4. It must be systematic and consistent.

5. It must have a notation which should be simpleeasy to remember.

6. It must have an index written in clear and desedgterminology.

In-Text Question

Essential Properties of Traditional Classificat®aheme includes the following

except
A. It must have space for general classes.
B. It must have room for expansion
C. It must be systematic and consistent
D. ltis inefficiency

In-Text Answer
Option D

Summary for study session 13
In this study session, you have learnt the follaguin
1. This session explained the term "classificatioresaf"
2. The various components of library classificationdatheir usefulness
were explained.
3. The summaries of essential properties of traditiafessification schemes
were given.
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Self-Assessment Questions (SAQSs) for study sessibh

Now that you have completed this study session, garu assess how well you
have achieved its Learning outcomes by answeriaddthowing questions. Write
your answers in your study Diary and discuss thath ywour Tutor at the next
study Support Meeting. You can check your answetis the Notes on the Self-
Assessment questions at the end of this Module.

SAQ 13.1 (Testing Learning Outcomes 13.1)

What is a traditional classification scheme?

What is Generalia?

Describe Notation.

What is the basic difference between "form classl ‘dormdivision"?

Notes on Self-Assessment Questions (SAQs) for stuskgssion 13

SAQ 13.1

A classification scheme is simply defined as aredydarrangement of terms or
classes with assigned notation. Given notatiotassification scheme can be used to
arrange documents on the shelves or entries icatiadogue and it is the only way of
achieving preferred order of subjec&eneralities Class

This class caters primarily for books ofgeneralvdaolge which are too broad in
scope for incision into any single class. Such wousually overlap several
traditional disciplines or classes e.g. Encyclopedi

Notation: Thisis the systems of symbols used to represeihealsubjects, topics
and terms covered by a classification scheme. Natabay consist of any symbol
letters, figures or arbitrary signs and could bems mixed notation.

Form Class

This organise books according to their form of praation rather than their
subject content. Literary works e.g. poetry, drarfietion, etc are the most
obvious. For example, a play or drama about coalnmgiwill be read because it is
a play or poem and very seldom because it is almaltmining.

Form Division

Form division is for the treatment of books thatalde with different
subjects in the same mode of presentation. It atdig a special way in which a
book is written or an aspect form which a topistigdied.
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Study Session 14:Dewey decimal classification ScherfDDC)

Expected duration: 1 week or 2 contact hours

Source; http://s3.amazonaws.com/libapps/accounts/4370%@sé&Callnumberspine.png

Introduction

Quite a number of schemes have been devised fasiliang the library
collection. Notable ones are Dewey Decimal Clasziion Scheme (DDC),
Universal Decimal Classification Scheme (UDC), hkity of Congress
Classification Scheme (LCC), and Bliss Classifmatscheme.

Theoldest surviving classificationschemeisDDCwhiasmamedatfter its originator
Dr. Melvil Dewey who compiled it when he was a %o Library Assistant in
Ambherst College Library in 1896.

It is widely used in very large libraries espdgigublic libraries. The basic principle
of this scheme is that all knowledge is divided e classes.

This is called the schedule. Each class in thedsibbés allocated numbers. The main
classes are usually written in three figures b@8a®900. This study introduces you to
the basic concepts of Dewey Decimal Classificéioheme
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Learning Outcome for Study Session for 14
At the end of this study session , you should be &b
14.1 Define the basic concepts of Dewey Decimas€ifecation SchemelL

14.1 The basic concepts of Dewey Decimal CL

The Dewey Classification is called "decimal" be@iisarranges all knowledge as
represented by library materials into ten broadesttlclasses numbered from 000
to 900. Using Arabic numerals for symbols, it isxible only to the degree that
numbers can be expanded in linear fashion to opecial aspects of general
subjects.

Theoretically, expansions may continue indefinitélyie more specific the work
being classified, the longer the number combindtiemds to grow.

The Dewey decimal classification system is basethersystem that its content is
compact, consisting of a volume for introductoryttera auxiliary tables, a list of
relations and schedule reductions, and a seridg@é schedule summaries, plus
a second volume for schedule development and @ fibiithe relative index.

In-Text Question
The Dewey Classification is called cabse it arranges all
knowledge as represented by library materials ieto broad subject classes
numbered from 000 to 900.

A. Decimal

B. Octagonal

C. Dozen

D. Numerals

In-Text Answer
Option A
It incorporates many mnemonic devices that canrdnesterred from one class to
another (e.g. "-07" at the end of class numbemgflangth often indicates a study
and teaching of the subject at hand).
According to DDC, the whole field of knowledge isided into ten classes.

1. 000-099 General works (e.g. Encyclopedia and otheference
materials).
100-199 Philosophy.
200-299 Religion.
300-399 Social Sciences (Economics, Governmentc&cn etc.)
400-499 Languages.
500-599 Pure Science.
600-699 Technology (Applied Science).
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8. 700-899 Arts.

9. 800-899 Literature.

10.900 History, Geography and Biography.
Each of the main class is sub-divided. For exantple,main class for science is
sub-divided into General Sciences, Anthropology, thdmatics, Astronomy,
Physics, Chemistry, Geology, Pathology, Biologytd®y and Zoology while each
sub-division is further sub-divided.
For example the subject mathematics which is aduision of Science is
further divided into Generalities, Algebra, Arithtie Topology Analysis
and Calculus; Geometry, Probability, and Appliedmeanatics. The main classes
are sub-divided as follows:
500-509 Science in General
510-519 Mathematics
520-529 Astronomy
530-539 Physics.
540-549 Chemistry.
550-559 Geology.
570-579 Anthropology, Biology.
580-589 Zoology.
Each sub-division is further divided. For exampheathematics, is divided as
follows:

ONoGO LN

1. 510 Mathematics (including weights and measures)
2. 511 Generalities (including mathematical logic, Bam algebra,
graph/theory, mathematical models and numericdysisal opology.
3. 512 Algebra
4. 513 Arithmetic (including logarithms, permutatiomumeration
systems e.g. binary decimal ready reckoners)
5. 514 Topology
6. 515 Analysis and Calculus.
7. 516 Geometry (including Euclidian and non-Euclideggometry
planes, solids trigonometry).
8. 517 Probability and applied Mathematics.
The classification number of a book with classtima number 516 can be
interpreted as:
500 The subject which is Science.
510  The subject which is Mathematics.
516  Further sub-division of Mathematics whigliseometry.

The book with classification number 516 is Geomaing this number will be for
other Geometry books even though they may not &sdime book in terms of the
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author. Apart from providing for various subjedtsalso takes care of the form in
which the book appears. This is the standard subion table and it is referred to

as table 1.

Table 1

Standard Sub-Division Table

01
02
03
04

05
06
07
08
09

Table 2

Philosophy and theory an exposition of the subject.

Miscellany a subject treated briefly or in outline.

Dictionaries, encyclopedias.

General Special reserved for special concepts haae general
application e.g. God.

Serial Publication.

Organization.

Study and Teaching.

Collections.

Historical and geographical treatment descriptioy hrea
and geographical treatment by contijgenntryandlocality.

When a given heading can be subdivided geographiead the library has

many books dealing with that subject, if is recomded that the classifier use
Table 2 (area table) which allows one to expandrnihmber systematically by
region or site.

©CoNoOk~wWNE

-1 Areas, regions places in general.
-2 The ancient world.

-4 Europe.

42 Gt. Britain.

43 Germany.

44 France.

47 USSR.

54 India.

. -6 Africa.

10.61 North Africa.
11.65 Algeria.

12.66 West Africa.
13.67 Ghana.

14.68 Nigeria.

15.-7 North America.
16.71 Canada.
17.73 United States.
18.74 Australia.
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19.-8 South America.
20.-9 Either parts of world and extra enstic worldsicific Ocean Island
(oceanic).
Other tablesin DDC are:
Table 3: This contains the sub-division of individual literee.
Table 4: Individual languages- This table is used with basmber for individual
languages, as explained under 420-490. It prouwdesmonic form divisions for
language.
1. -1Written and spoken codes for the standard fornthef language e.g.
431.Written and spoken codes of standard Germany.
2. -2Etymology of the standard form of the languagg.(éd42Etymology of
the standard form of French).
3. -3 Dictionaries of the standard form of the langua@.g. 439.313)
Dictionaries of the standard form of Dutch).
4. -5 Structural system (Grammar) of the standard fofrthe language.(e.g.
469.5 The grammar of the standard form of Rutse).
5. -7 Non-standard forms of the language (e.g. 437 -$tandard
Germany).
6. -8 Standard usage of the language (e.g.) 448 sthRdanch usage).

In-Text Question
Which of the table mention in this session usedth @wibase number for individual
languages, as explained under 420-490?
A. Table 1
B. Table 2
C. Table 5
D. Table 4
In-Text Answer

Option D
Table 5: "Racial. Ethnic, National Groups, is used accordingspecific
instructions at certain places in the scheduletirough the interposition of “089
Treatment among specific racial, ethnic, nationaugs” from Table 1. These
applications are exactly parallel to the use of [&€aB, either on direct
instructions in the schedule, or on interpositiofh ‘@®9Historical and
geographical treatment” from Table 1. The table Summary which is:

-1 North Americans.

-2 Anglo-Saxons, British, English.

-3 Nordics.

-4 Modern Latins.
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-5 Italians, Romanians, related groups

-6 Spanish and Portuguese.

-7 Other ltalic peoples.

-8 Greeks and related groups.

-9 Other racial, ethnic, national groups.

Table 6: "Languages" is a basic mnemonic table used to atdithe particulars
language of a work, or which is the subject-matiera work. It is used as
instructed in the tables and particularly relevemtclasses 400 and 800. The
summary is:

-1 Indo-European (Indo-Germanic) languages.

-2 English and Anglo-Saxon languages.

-3 Germanic (Teutonic) languages.

-4 Roman languages.

-5 Italian, Romanian, Rhacto-Romanic.

-6 Spanish and Portuguese.

-7 ltalic language.

-8 Hellenic languages.

E.g. The number for a Bible in French is 220. 541.

In-Text Question
Is a basic mnemonic table used tocatwlithe particulars
language of a work, or which is the subject-matfea work.

A. Structural

B. Language

C. Administration

D. Library

In-Text Answer
Option B

Table 7: Persons-is used when the schedules say to adg¢hsons"” notation to
a base number. The table deals with various cletsiits of persons.

14.1.1 The Relative Index

The index constitutes the third volumes of BRC. The index of DDC enumerates
alphabetically all the main headings in the clasaifon schedules. The relative
index is so-called because it is claimed 10 shoatiomships of each specific
topic to its discipline, and to other topics.
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Terminological sub-divisions are indicated, nothyphens, but by lists of entries
successively indented from the left margins of eaolumn. Many "see also
references" are given in italics (e.g. organizatjkimds, e.g. labour unions;
corporations).

There are also seen references to other aspeetspl@ae regions). Geographic
name entries usually refer the user to the ap@tgparea table (e.g. Macerata, Italy
area 45673). A few referrals occur to the standard-divisions and to other

auxiliary table (e.g. "Repairs and repairing ... S&. -0288").

In-Text Question
Many "see also references" are given in italiasie/False

In-Text Answer
True

Summary for study session 14
In this study session, you have learnt the follguin
1. The concept of Dewey Decimal Classification Scheme,;
2. The various tables and relative index of DDC and ho use the DDC in
classifying library materials.
3. From the lecture, it is discovered that Dewey digidll knowledge into nine
subject classes (100-900) with a tenth (000) foegad materials.
4. Each class i umber is sub-divided by 10, thesedHinaby 10, and then
each whole number by decimals for specific breakdow

Self-Assessment Questions (SAQSs) for study sessibh

Now that you have completed this study session, garu assess how well you
have achieved its Learning outcomes by answeriaddthowing questions. Write
your answers in your study Diary and discuss thath wour Tutor at the next
study Support Meeting. You can check your answetis the Notes on the Self-
Assessment questions at the end of this Module.

SAQ 14.1 (Testing Learning Outcomes 14.1)

Describe the ten main classes of DDC.

Explain table 5 of DDC.

What is going to be DDC number for this subject 6Bomy ofNigeria"?
310 means what in DDC?
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