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THE CONSTITUTION OF INDIA

PREAMBLE

WE, THE PEOPLE OF INDIA, having solernnly resolved to constitute India inte a 'SOVEREIGN
SOCIALIST SECULAR DEMOCRATIC REPUBLIC and to secure o allits cifizens ;

JUSTICE, social. economic and political;

LIBERTY of thought, expression, belief, faith and worship:

EQUALITY of status and of opportunity; and to promote among them all

FRATERNITY assuring the dignity of the individual and the® unity and integrity of the Nation;

IN OUR CONSTITUENT ASSEMBLY this twenty-sixth day of November, 1949, do HEREBY ADOPT,
ENACT AND GIVE TO OURSELVES THIS CONSTITUTION.

1. Subs. by the Constitution [Forty-Second Amendment) Act. 1976, sec. 2, for "Sovereign Democratic Republic” (w.e f. 3.1, 1977)
2. Subs, bythe Constitution (Forty-Second Amendment) Act, 1976, sec. 2, for "unity of the Mation™ (w.e f. 3.1.1977)

THE CONSTITUTION OF INDIA
Chapter IV A
FUNDAMENTAL DUTIES
ARTICLE 51A

Fundamental Duties - [i shall be the duty of every citizen of India-

(a) to abide by the Constitufion and respect its ideals and institutions, the National Flag and the National
Anthem;

(b) tocherishand follow the noble ideals which Inspired our national struggle for freedom;
(c) touphold and protect the sovereignty, unity and integrity of India;
{d) todefend the country and render national service when called upon to do so;

(e} topromate harmony and the spirit of common brotherhood amongst all the people of India franscending
veligious, linguistic and regional or sectional diversities; to renounce practices derngatory to the dignity of
women:

() towvalue and preserve the rich heritage of our composite culture;

(g) to protect and improve the natural environment including forests, lakes, rivers, wild life and to have
compassion for living creatures;

(h} todevelopthe sclentific temper, humanism and the spirit of inquiry and reform;
(i) tosafeguard public property and to abjure violence:

(i}  to strive towards excellence in all spheres of individual and collective activity so that the nation constantly
rises to higher levels of endeavour and achievernent;

'(k} who is a parent or guardian to provide opportunities for education to his'her child or, as the case may be,
ward betweenage of 6and 14 years.

1. Subs by the Constitution {Eighty - Sixth Amendment} Act, 2002




The CBSE has introduced Library and Information Science course at the senior secondary level to
develop the necessary skills in learners to help them identify, locate, evaluate and use knowledge
efficiently. Knowledge creation has been influenced by the recent developments in psychological,
social, and economic fields, leading to an exponential growth in technology. Thus, introducing the
Library and Information Science (L15c.) course at +2 level is an essential step in understanding the
needs and upgradation of necessary skills.

As India is transforming into a knowledge-based society, there has been a growth in learning and
research, leading to an increasing demand for Library and Information Science, Information and
communication technology has changed the whole range of processes for gencration, storage,
transmission, retrieval and processing of information in libraries. Library and information science
also has the potential of ICT applications which can improve the operational efficiency of library
and information professionals, and the quality and range of services provided to users, This has
steered a demand for library professionals at all levels viz. schools, colleges, universities, research
and development institutions, government departments, and corporate sectors. With an
increasing number of educational institutions and growth of industry, the job opportunities for
librarians have increased manifold, Therefore, library professionals need to acquire excellent
emerging ICT skills, a strong academic aptitude, and related competencies.

The main objective of the courseis to familiarize the students with the basic concepts of Library and
Information Science, different types of libraries, traditional library services, application of
computers in libraries, modern library and information services, and web-based search. The
increasing use of Internet and web technologies has inspired our objective to give our learners a
greater autonomy in their leaming, At +2level, students begin to contemplate and introspect their
career choices. For some students, this stage may be an initiation to choose a career in the field of
library and information science, because LIsc is developing as an exciting and rewarding career
option now a days; but for others, it may be the foundation for higher education. They may choose
either a LISc professional course or a job-oriented course. This course is designed to equip them
with the necessary LIS professional skills and competencies, and enable them to make a
meaningful contribution towards their personal and professional growth in the future,

One of the important aspects of this elective subject is to broaden the educational system by
including Library and Information Science as a subjectat the school level, which may be considered
equivalent to Diploma in Library and Information Science. This elective will focus on some of the
basic contents and concepts of LISc. to build a foundation for pursuing higher studies in Library
and Information Science,
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The course has the following objectives:

=  To develop a basic understanding of theoretical and practical aspects of Library and
Information Science,

=¢  Toequip the students to pursue the subject of LISc. for higher educationin future, and

=t  Todevelop basic skills among students in order to enable them to work as semi- professionals
in the libraries, after +21evel.

The committee hopes that the Library and Information Science, an academic elective (Code
No (79), will nurture the interest of students and expose them to the nuances of skills and
approaches required in this field. The elective can be opted by students as one of the four elective
subjects, and, also, as an additional elective subject at the senior secondary stage, in combination
withany of the subjects thatarealready available in the Scheme of Studies of the Board.

The teachers teaching the course need to be equipped with the effective use of course contents,
teaching methodology, group and individual work, appropriate use of assessment tools, grading
and record keeping, in order to benefit their students,

Course Development Committee
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Module-1 ‘ Library Management

Unit-1: Resources and Human Resource Management

Afterstudying this Unit, students will be able to:

To gain knowledge abowt e Library resources

Toexplain the Collection Development Process and Procedure
Toenumerate Staffstricture and Staffing

To understand Hie processes of Stack Maintenance

Tokiow the details of Stock Verification

LI N

Toappreciale and fnke measnves for User Eduoation

Contents
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Introduction

India has had a rich literary tradition, with education and research as its pillars. Dr, 5.
Radhakrishan, former president of India said, “In the old days teachers of India were
themselves librarians and they held the highest esteem”. Information has always played an
important role in the growth of the human civilization from the primitive days. Italso leads
to the development of economic, political, social, ecccupational, cultural, and many other
sectors of human society. But at the same time, it is important to realize that not all
information is equally relevant for everybody. Inthe modern age, there are various channel
of information, hence, it becomes essential to identify which source of information is
authentic and which is inauthentic, for that, the librarian and the library staff plays a
dynamic role.

It is often said, “ A library is a trinity made up of books, readers, and the staff”. Out of these
three components, books and staff are important for providing services to the reader, who
is the third component of the trinity. An efficient management of libraries is important to
achieve the societal and educational goals of a library, Inorder to provide better services to
the users, another factor that needs to be considered is the human resource management.

In this unit, library resources and their acquisition, ie., colleciion development, stock
maintenance, stock verification, user education and staff structure and appointment in the
library will be discussed. The other aspects of library management will be discussed in the
later units.

Library Resources

Traditionally, a book has been considered the storehouse of information, but with the
changing trends and development of technology, information started becoming available
in different formats and sources. Hence the term 'book” referred in the literature of Library
and Information Science has two meanings, one the representative term of information
sources and another in the sense of a book which we sec in physical form.

When the term "book' is referred as representative of ‘information sources', in the sense of
collective noun, then it is in the context of all the materials that provides information and
knowledge to people. These materials may be books, magazines, journals/periodicals,
map, charts, art facts, audio-visual materials, and so on.

According to Ranganathan, a library is a public institution or establishment charged with
the care and collection of books, the duty of making them accessible to those who require
them, with an attempt to develop reading habits of people. The library is sometimes also
called the memory of human race, Different types of library resources, their categories,
characteristics, and features have already been discussed in the previous book (Class XI).
Here, the collection development and its related processes and procedures will be
discussed,

[ 2+]



1.1.2.1. Collection Development

Collection development is the process of systematically building library collection to serve
the varied needs of users such as studying, teaching, research, recreational, and so on. The
process includes selection, acquisition, maintenance, assessment, and weeding or
discarding of current and retrospective materials. It also includes planning of strategies to
continue acquisition, and evaluation of collections to determine its relevance based on the
needs of the library users. In the process, the library staff in the Collection Development
Team has to ensure that material is not duplicated and that acquisitions are coordinated
and managed inthe most cost- effective manner across the entire library system.

The concept of collection development came into existence in 1980's with the realization
that the collection of any library should be directed towards service instead of collection
alone, The main guiding factors of collection development are users’ information needs
and available resources within the library, When one says available resources of a library,
then one considers the existing collection, collection of associate libraries, and financial
resources. For planning effective collection development of a library, itis essential to frame
anexhaustive collection development policy.

Library Collection

Government and

Books . e e vy
Serials Institutional Publication
Textbooks Mewspapers Reports
Reference Books Journals Committee Reports
Rare Books Annuals Commission Reports
Thesis Perindical Conference Proceedings
Miscellaneous P
Microforms ials , .
i Materials Visual Material
Materials e-resources
Microfiches Charts Phone discs
et Pictures = [ Phonograph
Micro-opague jourma I .
sffm-, peque Globes w-book Magnetic tapes/discs
" Model e-database Audio cassettes
Transparencies .
A e-thesis Video tapes
online e-resources Vidoo cassettes
Video discs
Film Strips

Fiy 1.1.1; Brief categortes of library collection

3
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1.1.2.2 Collection Development Policy

1.1.3

The terms Collection Development and Collection Building, are usually used
interchangeably, but Collection Management is different from the above concepts.
Collection Building is selection and acquisition of library materials based on user's actual
needs and future requirements,

Building suitable collections for scientific and technical libraries is a process of prime
importance, Many users, when asked to evaluate scientific and technical libraries, will list
the strength of the collection as the major criteria. Science and technology collections are
not the easiest ones to develop successfully in view of the complexity of the subjects
involved, a large numbers of decision making is to be done because of the sizeable quantity
af books and journals available. Itis a task to select authentic resources from the 'n' number
of resources, which could runa risk of being inauthentic,

Functions of the Collection development

The library environment is currently undergoing a rapid transformation, leading to novel

ways of library collection with an emphasis on modern resources, On one side, there is an

increasing demand for good library collections in terms of large amount of data/

information and on the other hand, the publishing media is striving hard to support this

demand at a lightning speed by way of modern publications as well as its accessibility, Asa

result, a large number of e-resources are published on all subject areas. Therefore, a library

needs to frame logical approach for collection development. The categories listed below

can be suitable for functioning the collection building ina given library:

ap  User's Analysis

b)  Selection Policies

¢} Acquisition policies

d)  ResourceSharing

e} Weeding

a)  User's Analysis
Users' analysis is the prime job in collection development, which can be received by
floating a questionnaire, or holding a personal interaction sessions or interview.
Onee the need of the clientele is gauged, the library can then focus on its selection
policies

b}  Selection Policies
The selection policy should be framed according to the basic need of the users and
institutional philosophy, Participation of the users in the selection process is
extremely important. At the time of selection, the financial constraints need to be
taken into account, else the budget may not be spent in all the subject areas of the
library holding.
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¢)  Acquisition Policies

Acquisition policies are normally framed for vendors for a stipulated period of
supply and payment. Each library has its norms of discount sought from the vendor.
At the same time, library needs to check the duplicate copies or low price editions and
sometimes old editions of the books (i.e. remainder title).

d) ResourceSharing
Before the collection development process begins, libraries need to take care for the
resources sharing of its holding. Sometimes, libraries are a part of the Inter Library
Loan or another resource sharing unitamong other campus libraries,

e) Weeding
Weeding is a scientific process to know the usability of the library, the books which
are notuseful in the library may need to be weeded out. Besides this, the books which
get damaged may be weeded out from the library stock. After weeding out the stock

from the library, the library can be certain of the kind of material required for the
library,

Human resource management (HRM)

Human resources are the vital resource for any library, because the library is utilised only
by human beings. A major portion of the budgetis usually spent on the staff of the library in
order to provide best services, Tt is essential to have a well -trained and highly motivated
staff to make an effective use of the sources of the library and to meet the demands of the
commumity. The quality of human resources is the most important factor which affects the
operational effectiveness of an organization. The way any organization manages these
resources results in success or failure in achieving the goals. As mentioned above, a staff is
the mast important component out of the three components of a library. For fulfilling the
goalsof alibrary, itis necessary to manageits human resources effectively and efficiently,
The human resource management (HRM) is defined as a strategic and coherent approach
to the management of an organization's most valued asset, that is, the personnel working
there whoindividually and collectively contribute to the achievement of its objectives.

According to the Society for Human Resource Management (SHRM), the HRM is “the
design of formal systems in an organization to ensure the effective and efficient use of
human talent to accomplish the organizational goals”, Just like any other organization,
libraries too have all types of traditional HRM activities such as recruitment and selection;
compensation and benefits; training and development; health and safety; employee and
labour relations; and some libraries even have trainees/intern employment or volunteer
management, etc.

5
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The human resource management activity is uvsually the responsibility of the HR
Department. For some libraries, the HR Department of the parent organization or
institution provides some or all HR functions for the library while, whereas some libraries
have aninternal HR department and staff devoted to handle HR functions.

Functons of HRM

There are five fundamental functions of HRM in any organization, which are also
applicable to libraries. These functions are:

L A

T
—

(ii)

Human respurce planning

Staffing

Communication

Employee development, and

Employee maintenance

Human Resource Planning

Human resource planning is the process of assessing the type of staff needed to

accomplish organisational goals, The basic human resource planning strategy is

staffing and employee development. For this, analysis of the job is done. Job analysis

is the process of describing the nature of a job and specifying the human

requirements, such as quality and qualifications, skills and experience, ete. needed to

perform it. The end product of job analysis process is the job description. A job

description is a vital source of information for employees, managers, and HR

professionals.

Staffing

Staffing is the process of recruitment and selection of human resources for an

organization. HR planning and recruiting precedes the actual selection of staff for

any position in an organisation, Recruiting is the personnel function that attracts

qualified applicants to fill job vacancies. In the selection process, the most suitable

candidates are selected for hiring from amongst those persons who are attracted to

the organisation, HRM functionaries are involved in developing and administering

methods which enable authorities to decide which applicants should be selected and

which one is to be rejected for the given jobs. After selection, certain functions are

performed to manage the staff and get the job done for the organization. Those

functions include: orientation, training and development, performance appraisal,

career planning, compensation, benefits, labour relations and record keeping,

(a) Orientation: Orientation is a process that enables a new employee to
accommodate in the new job environment. It is a method to acquaint new



(iii)

(b)

(<)

(d)

(e)

G}

()

(k)

employees with particular aspects of their new job, including pay and benefit
programmes, working hours, and organization's rules and expectations,

Training and Development; Training and development is a process that
provides employees the skills and knowledge to perform their job efficiently
and effectively, Apart from this, it also provides training for new or
inexperienced employees.

Performance Appraisal: Performance appraisal process monitors  the
performance of an emiployee to ensure whether it is at an acceptable level.
Besides providing a basis for pay, promotion, and disciplinary action,
performance appraisal details are essential for the development of an
employee as itis necessary to motivate and provide guidance for performance
improvement.

Career Planning: Career planning is the process of assessing the potential of an
individual employee for growth and advancement in the organisation.
Compensation: The HR personnel derive a rational method to determine how
employees should be paid for performing the various jobs. Their pay package
is related to the maintenance of human resources hence, it is a major
considerationin HR planning,

Benefits: Benefits are another form of compensation to employees other than
direct pay for the work performed.

Labour Relations: The term “labour relations” refers to interaction with
employees who are represented by employee unions, which are also referred
to as trade unions. Trade unions are associations or groups of employees who
come together to obtain a voice in decisions affecting them like wages, benefits,
working conditions, and other aspects of employment.

Record-keeping: The oldest and most basic function of HRM is employee
record-keeping, This function involves recording, maintaining, and retrieving
employee related information for a number of reasons. Records which must be
maintained include application forms, health and medical records,
employment history (jobs held, promotions, transfers, lay-offs, etc.), seniority
lists, earnings and hours of work, details of leave of absence, turnover,
tardiness, and other employee data. Complete and vp-to-date records are
essential for most of the HRM functions.

Staff Communication

Communication is an exchange of information between various levels of
management. Effective staff communication is critical for the proper functioning of
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(iv)

v)

the organization. Regular and effective communication invites people to engage in
discussion and provides a two way feedback between management and employees,
departments, and colleagues, This, in turn, promotes not only a culture of sharing
ideas and knowledge, but also making things happen. Communication is carried out
by using both the informal and the formal channels.

Employee Development

The employee development function is a process of encouraging employees to
acquire new or advanced skills, knowledge, and view points, by providing learning
and training facilities, and avenues where new ideas can be applied. This
programme is basically to keep employees motivated towards the organisation as
well as to further their development and growth, For this purpose, the HRM plans
effective training and development programmes for the employees,

Employee Maintenance

Employee Maintenance refers to the personnel information about each employee of
an organization, All data related to personnel of each organization is maintained in
the employees’ master database and itis usually online. It allows the management of
employee data such as contact information, costs involved and share of compound
casts. The sum of monthly costs for an internal resource is broken down to an hourly
rate that is used to calculate costs on activities (project tasks, mcidents, etc,),

Thus far, the processes and procedures of HRM as practiced in the libraries have been
discussed. Different libraries devise their mechanism on the basis of standard theory
and practices of HREM and accordingly manage their human resources, For some
libraries, staffing and its structure are well defined. Though, these practices were
previously understond as Personnel Administration, however as its scope expanded
the term HRM got established in practice,

1.1.4.2 Staff Structure

Staff structures vary from library to library, Every public library has its own way of

providing information to the users, The State Central Library, District Library, Town
Library, and Rural Library are normally governed by the State Government, like the Delhi

Public Library comes under the Ministry of Culture. The staffing pattern is almost the same
across various libraries. The Chief librarian or Director holds the authority of the library
along with different professionals appointed in the different sections, which are namely:
the classifier, cataloguer, reference librarian, and the library attendant.

Anacademic library is divided into three major categories: School, College, and University
library. The school library is normally headed by the school librarian along with the trained
library staff, who helps the librarian in day to day activities. In the college library, besides
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college librarian, there is professional staff like Professional Assistant, Semi Professional
Assistant, and Junior Library Assistant. The multitasking staff takes care of the different
housekeeping jobs of the library.

The University library is headed by the University librarian. Besides these, there is a chief
librarian, Deputy Librarian and many assistant librarians at the managerial post. The
cataloguer, classifiers, reference librarian, circulation staff take care of the different
housckeeping job. In a special library, besides the librarian, there are staffs like translator,
subject specialist, bibliometrician appointed for the specialised library job.

The staff structure depends on the library activities. A library is like a growing organism, as
it grows old the staffing structure is reviewed and new staff is recruited for the smooth
running of the library.

Stack Maintenance

Stack maintenance inany library is one of the most important functions as it helps the users
of the library to locate the required books from their place on the shelves. Books are
arranged on the shelf according to their Call Number., Hence, for better shelving, it is
mandatory that the Call Numbers written on the spine of books should be visible. If the
spine is not thick enough to write the call number then it should be written on the left
bottom corner of the cover of the book.

Usually, the shelving work of libraries is assigned to lower grade staff, student workers,
sometimes even to the volunteers. Hence, it is highly recommended that these personnel
should be properly trained regarding sequencing of the Call Number and the preservation
aspects of books, Understanding of call number make the personnel capable of putting
books at their right place while knowledge about preservation aspect make them capable
of handling books carefully which extends the life of books. (Fig. 1.1.2)

Sound practices and precautions should be taken while shelving of library books:

(i)  Booksshould be put at their respective places as per the Call Number of the book.

{ii) Books on the shelf should not extend beyond the edge of the shelf. These should be
kept vertically straight instead of leaning,

(iii) Shelve books spine down, shelving spine up causes the text block to come loose from
the covers.

{iv) Booksupportor bookends which are made of wood, steel or any other hard materials
keep books vertically straight and keep them from bending. These should be put at
the end of row of a book wherever required.

(v) Books should notbe packed tightly on the shelves as taking out or putting them back
may damage the books.
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(vi) Books from the overcrowded shelf should be shifted to another shelf; if not possible,
then report to the supervisors should be given in order to make suitable
arrangements,

{vii) Inany case, the books should not be shelved in two rows in one shelf.

Apart from these, the shelving staff should remain vigilant to find any damaged books on
the shelves, Regular repair of books with minor damages saves the life of books; otherwise

itmay be damaged bevond repair.

Stock Verification

Stock verification is the systematic checking of the library's holdings to find out missing
items, Each library should conduct periodic inventories, that is, stock verification in order
to have an up-to-date record of librarv holdings, concrete data on rate of loss and to assess
strengths and weaknesses in the collection.

The term ‘stock verification' is referred to as 'stock taking!, 'physical verification or
checking!, stock inspections'; etc. Stock verification is the process of systematic checking
the holdings of the library to find out the missing items. It helps in restoration of misplaced
ar missing items, finding out torn or worn out items for repair or binding and provides
opportunity for cleaning and changing arrangement of documents. However, the main
abjective of stock verification process in a library is to find 'what has been lost in a given
period of time from the acquired library collection'. Knowledge of lost or missing books
and other library materials provide the library authorities an opportunity to take measures
to stop such loss and if essential, replace the lost materials with new acquisitions, The
various reasons for stock taking are discussed in the section below.

The stock verification activity is undertaken by a library according to guidelines provided

10



in the General Financial Rules (GFR), Government of India. Rule 194 of GFR 2005 provides
the guidelines regarding the stock verification of library books. The Rule says that
“complete physical verification of books should be done every year in case of libraries

having not more than 20000 volumes of books. For libraries having more than 20000
volumes and up to 50000 volumes of books, such verification should be done at least once
in three years, Sample physical verification at intervals of not more than three years should
be done in case of libraries having more than 50000 volumes books. In case such
verification reveals unusual or unreasonable shortages, complete verification shall be

done”

As the modern libraries have provided open access facility to their users, chances of losing
books are more. If we provide closed access to the library collection, then there would be
hardly any loss, but it would be against all the Five Laws of Library Science. Hence, a
certain level of loss of books or any other library materials has to be acceptable and
considered as the cost paid towards providing materials via open access to the readers,

The same GFR in its Rule 194 says that loss of five volumes per one thousand volumes of
books issued /consulted ina year may be taken as reasonable provided such losses are not
attributable to dishonesty or negligence, However, loss of a book of a value exceeding
21,000/~ (Rupees one thousand only) and rare books irrespective of value shall invariably
be investigated and appropriate action taken.

1.1.6.1 Advantages of Stock Verification

R. L. Mittal (1984) in his book entitled Library Administration: Theery and Practice' has

listed several advantages of stock verification. Those are:

(i} Ttrevealsthe lost books.

{ii}  Ttenables the Librarian to replace the lost books which are essential for the library.

(iii} 1t helps in the stock rectification because the misplaced books are restored to their
proper places.

(iv} It helps the library authorities in ascertaining the percentage of loss entailed by a
certainservice provided ina specific manner. If the loss of books in open access is less,
it would be a proper guide for the library authorities to introduce open access for
encouraging better use of the reading material.

(v) It provides adequate statistics which enables the library authorities to realize the
inevitability of loss of some percentage of books when these are put to use. If the
books change hands quickly, there s likelihood of bigger loss,

{vi} It also enables the library authorities to ascertain as to whether the library staff is
dishonest, negligent and careless or otherwise and it further enables authorities to
provide necessary remedies to check Future losses which may be serious in some
cases,

11
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{vii) It further enables the library authorities to judge the popularity of a particular subject
because generally books which are used more are stolen very often.

(viii} It enables the periodical shuffling and dusting of the books and ensures that no dust
and insects accumulate, which would otherwise be injurious to the books.

{ix) Ttprovides opportunity tosurvey the book stock and wornout, torn books and books
of older editions which are no longer in use can be withdrawn from the main
sequence,

(x}) Itfurther provides an opportunity to the staff members to acquaint themselves with
the stock of the library so thatthey can provide better reference service.

{xi) It helps updating the library catalogue and other records thereby helping in
providing better reservation and inter-library loan services.

(xii) It helps in knowing about the lost books thereby reducing irritation to library users
and staff members because answers to many unsolved queries are easily available
which are otherwise faced by Librarians of some best managed libraries,

1.1.6.2 Methods of Stock Verification

On the basis of various approaches, stock verification process can be put into three

categories. Thisincludes:

(i)  Accession Number Approach: In this approach, the staff checks the books onshelves
on the basis of accession number, Here, stock wverification is conducted by
(a} accession register, (b) using separate register with accession numbers, and
(c) preparing separate sheets which contain accession numbers consecutively.
In the first two methods, the library staff searches for the books on shelves, in
sequence of accession number, in a consecutive order. 1t is very difficult for the
library staff to find the books on shelves as books are shelved according to call
number. For finding books in this approach, the staff moves from shelf to shelf and
browses many books to find a particular book. Italso damages the Accession Register
of the library.
The third method is considered better than the previous two methods. In this
method, separate sheets are prepared with Accession Numbers and two staff
members are engaged. One stafl member reads out the accession number and other
simply strikes off that particular accession number, At the end of the process,
untraced accession numbers are checked with circulation record, binding and other
places where books may beavailable. ,

(ii) Callnumber approach: In this approach, books are checked on the basis of shelf list.
Libraries maintain shelf list according to Call Number, based on which the books are
alsoshelved. This method is easier and less iime consuming,

12
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(iii) Information and communication technology approach: In this approach, extensive
help of technology is taken depending upon automation level and the technology a
particular library uses. If a library is using barcode technology for operational
purposes, then with the help of data collection unit (e.g., bar code reader) data is
collected and putinto the library automation software. In the same way, if a library is
using RFID technology for operational purpose, then data collection unit meant for
collecting data from RFID tag is used for collecting data. In this way the accession
number is collected and directly compared with the ariginal data downloaded from
the library automation software.

pl=lo]S

Microchip

Fig 1.1.3: RFID (Radic Frequency Identification) Tag

Fig 1.1.4: RFID Reader

Once the data related to accession number is collected (whether using barcode technology
ar RFID}, it is downloaded into the library automation software. The software itself
compares the library stock with losses and prepares a final record. If a library has such

13
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AT

infrastructure, then the stock verification process become very easy and is less time
consuming.

But, all the management, housekeeping activities, collection development can go in vain if
the users are not well oriented, Therefore, user's education and orientation is an important
to promaote library service,

User Education

User educationis a continuous process of educating the library user for effective utilization
of ibrary resources and its services. User education is the process whereby potential users
of information are made aware of the value of information in specialized fields of activities.
User education is thus, 'the instruction given to readers to help them make the bestuse ofa
library', It may be any effort or programme which will guide and instruct existing and
potential users.

1.1.7.1 Objectives of User Education

The objectives of user education are:

{i)  Make users aware of the location of the library, its resources, procedures, and
services.

{ii}  Promote love for books and reading,

{iii} Provide basic skills for collecting information i.e., current, retrospective, data or facts,
etc.

{iv} Make usersaware of the different information holding agencies and their holdings.

(v} Make vsers skilled in information search techniques for searching information from
secondary and tertiary journals, reference sources, and other databases available
online and off-line.

{vi} Make users aware of relative merit and demerits of reading and using various
materials and reference tools.

{vii) Make users aware of information cycle, communication channels between authors
and users and time taken by the process of communication channels from author to
USer,

{viii} Providestrong foundation for the continued and life time self-education,

There are various types of libraries which have different resources and services to offer, It

is, therefore, not possible to design one or bwo methods of user education programmes,

which can be applied to all kinds of libraries. Hence, individual libraries design different

types of user education programme for different levels of users which are based on their

needs to achieve above mentioned objectives.

14



1.1.7.2 Types of User Education

The user education programmes are of four different categories, which are:

L]
-5
=5

-0

(@)

(b)

(d)

User awareness programme

Library Orientation programme

Interest Profiling Programme

Biblingraphic instruction programme

User Awareness Programme

The user awareness programime is about making the user community aware of the
existence and location of a library, its resources, and services available for the users.
This is done through marketing media and techniques like, organizing exhibitions,
cultural activities, seminars, and library visits,

Library Orientation Programme

Library orientation programme involves activities through which users are given
basic skills of using library and its resources, For example, when the library catalogue
of a library is automated, then, users are instructed about the use of OPAC, etc, The
main objectives of user orientation are; (i) a general orientation of available facilities
and resources within the library, (i) teaching of basic skills and strategies to find
required information from the resources of a particular library, (i) teaching of
organisation of the literature in various disciplines and basic reference tools in each
discipline, and (iv) inform users about basic searching tools as card catalogue, serial
list, OPAC, etc.,

Interest Profiling Programme

Interest profiling programmes is an activity to create profile of an individuoal or a
group of individuals working on a project or conducting a research. A profile consists
of keywords that collectively characterize the subject interests of the individual ora
group of researchers. In this process, users are given a performa (profile card) that is
filled and returned back to the library. On the basis of this card, the library creates
user profiles. This profiling provides the base for bibliographic instruction
praogramme,

Bibliographic Instruction programme

Bibliographic instruction programmes are meant for advanced users for serious
study. Tt is a programme of educating users in the systematic use of information
resources, [t helps the users in taking maximum advantage of ibrary resources to
meet their informational needs. Bibliographic instruction is the instruction to a user
about the information resources available in particular subject, discipline, and the
techniques of making use of those resources.
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Methods of User Education

Nowadays, libraries adopta number of methoeds to provide user education, A few of them

have been listed below:

(iy  Library tour or visit

{iiy Lecturemethod- may be formal/informal

(iii) Advertising- Paper, Journal, Posters, Pamphlets, papers, journals etc.

(iv) Workshops- Aboat the specialized collection, electronic resources, online services,
et

{v) Brochures - These are brought out by most of the libraries. Brochure may contain
history, use benefits, comparison, purchases, addressee in brochures and other
relevantinformation,

{vi) Newsletters

(vil) Demonstration method

{viii) Book exhibition

{ix) Displayof new arrivals

(x)  Mass media

Evaluation of User Education

Evaluation is one of the important aspects of user education. In this process, the difference
in the level of knowledge and skills of the users are evaluated before and after a particular
user education programme. It provides information and feedback on the impact of any
such programme and helps to form basis for further improvement or change, if necessary.
The techniques adopted for evaluation may differ from programme to programme but the
objective of evaluation remains the same,

Summary

According to the concept of trinity, a library is made of three fundamental components, viz.
books, users, and staff. All library resources are represented by the concept 'Book!. The
third component, that is, staff is important in the sense that it brings users and library
resources incontact er create environment where readercan find the required information.
Hence, the study of the management of library resources and human resources is
important.

Developing library resources is a continuous process. For this purpose, a collection
development programme is adopted. Collection development programme is a planned
process of building library resources while keeping in view the user requirements and the
available resources. For this purpose, a well-defined collection development policy is
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prepared, which works as guidelines for the resource selection committee and the library
stalf, during the process of selecting and acquiring library materials.

Human resources and their management is a complex and the most important process for
running any organization including a library. There are five functions of human resource
management, namely, (i) human resource planning, (i) staffing, (iii.) communication,
{iv.) employee develapment, and (v.) employee maintenance, The staffing pattern has been
specified by the government or organisations from time to time, butitis dynamic in nature.
National Knowledge Commission Working Group on Libraries has tried to define staffing
structure suitable in Indian enviromment, but changes in the working environment and
adoption of new technologies may lead to different patterns of staffing.

Stack maintenance is the process of maintaining library resources and placing them at their
proper place. Books are placed on shelves according to their call number and each book has
its unique place on the shelf. If books are not kept at proper place, it creates problem for the
users and leads to extra work load for the staff. Proper shelving of books and any other
library resource helps the library in providing effective and efficient services to the readers.
Proper shelving, care and maintenance of the books increase the life of books and make
them serviceable for longer period.

Stock verification is the process of verifying the stock of books and other library resources
periodically, to find the lost, misplaced and damaged books, if any.

User education is a process of providing knowledge and skills to the users of library
regarding the resources, facilities of the library, processes and procedures, and different
techniques of using library resources, Under the user education programme, users are also
trained in gaining skills of using information which will make them capable of carrying out
the learning process themselves throughout their whole life on their own,

Glossary

Collection Development: It is the process of mecting information needs of library users by
offering the right library items, replacing or repairing damaged or lost items and creating
policies and programs that involve the collection.

TFLA: The International Federation of Library Associations and Institutions.

Human Resources: The set of individuals who make up the workforce of an organization,
business sector, or econamy is known as human resources,

Information Sources: Any materials containing useful information, recorded in textual,
visual or audible or multimedia form in logically organised format, for knowledge
developmentor intellectual satisfaction.

IT: Information Technology
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Job Analysis: The systematic process of gathering and examining and interpreting data
regarding the specific taskscomprisingajob.

Library Orientation: Introducing new library members to library procedure, layout,
sources and services.

OM: Office Memorandum

OPAC: Online Public Access Catalogue

User Awareness: [tincreases awareness about library, its resources and services.
1.1.10 Exercise

Short Answer Questions

1 Why should libraries have a collections development policy?
2. Definedifferentlibrary collection.
3

Define human resource management (HEM).

4. Listthe functions of staffing in HRM in libraries.

5. Whatare thecategories of staff required in modern libraries?

o, Explain the need for stack maintenance.

7. Differentiate between the accession number and call number methods of stock

verification.

8. Write down the methods adopted by libraries for providing user education
prl.)grammeﬁ.

9. Whyisitimportant to evaluate the user education programmes?
Long Answer Questions
1. Discuss the need for library collection development policy.

2. Discuss the functions of human resource management,

3. Give an account of sound practices and precautions to be taken while shelving of
library books.
4, Describe the need and advantages of stock verificationin libraries.

5. Discuss various types of user education programmes,

6. Write an essay on 'User Education in libraries’.
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Introduction

Every library, irrespective of its size and type, acquires, processes, and makes available
library material for use by the library users. Based on the acquired material, libraries offer
various services to their respective users, A library needs a systematic organizational
structure to perform its functions, The function-based structure is a common form of any
library. It divides a library into functional divisions, sections, or units such as acquisition,
technical processing, circulation, reference, maintenance, and so on.

In a library, the activitics are grouped on the basis of job analysis into different sections,
and thus executed. Such jobs are logically distributed among different sections. Usually,
all kinds of libraries have seven basic departments and sections, which are; acquisition,
technical processing, circulation, reference, periodicals, maintenance; administration, and
accounts, Apart from these, depending upon the collection and services, some libraries
also have archives, electronic collection and other sections,

These sections are made up of several sub-sections or units, The distribution of the
activities under different sections varies from library to library. For example, some
libraries place maintenance section with circulation section while some place it with the
technical processing section. But, the technical processing section always has activities of
cataloguing and classification, In this unit, we will discuss some sections and their
functions, which are common to most of the libraries.

Acquisition Section

The acquisition section in the library is an important functional unit of collection
development. Tt acquires relevant reading materials or information sources, such as,
journals, books, electronic books, and periodicals, which are useful for the existing and
potential users. Information sources include books, manuscripts, serials, journals,
periodicals, newspapers, standards, specifications, patents, thesis, dissertations, maps,
atlas, globes, etc, which are deemed fit for serving the existing and potential users, Well-
planned acquisition should keep an account of the available funds, storing and shelving
area, technological infrastructure, and availability of the staff. Tt is impossible for a library
to buy each and every information source published in the world. So, the acquisition
should be planned in such a way that the best suitable material can be procured within
available resources so that the objectives of the library can be achieved.

The library also acquires information sources for preservation of intellectual heritage,
depending upon its scope, The scope of the library may be local, regional, national, and
global. For example, the National Library of India, situated in Kolkata has the
responsibility of preserving the intellectual heritage and relevant information sources of
the whole country, while a library of Kangra region of Himachal Pradesh may preserve the

information sources relevant to that region only,
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The types of information sources have witnessed a growth with the development of the
society, where the books are no longer the only sources for a library. In different epochs,
the Library and Information Science has used various terminologies, such as documents,

reading materials, library materials, ctc., wherein the information comtent of the material is
more important than its visual layout. Thus, the term information source has acquired a
wider coverage and meaning. Though, these terminologies have varying meanings, they
have become somewhat synonymous in the text of the Library and Information Science
subject. The information sources can be understood as any material, which contains useful
information, recorded in textual, visual, audible, or mullimedia form in logically
organised format, for the purpose of knowledge development of the present as well as
future generations,

1.2.2.1 Need and Purpose of Acquisition

The library has the responsibility to provide the best available information sources
depending on the available financial resources. But, at the same time, the library has its
limitations. A certain amount of fund is given to alibrary for acquiring specific information
sources, Hence, the task of acquiring materials and information sources has to be
accomplished within the imited resources.

The information boom has led to a tremendous increase in the volume and variety of the
information material published across the world. 1t is, thus, impossible for an individual
library to acquire all the desired available material. These publications range from general
books, textbooks, reference books, maps, atlases, globe, digital and multimedia based
materials, ete, Therefore, acquisition of library material needs to be planned in a proper
manner. A planned acquisition system is necessary to:

= achievetheobjectives of the library,

=  satisfy the needs of the users of the library,

=6  acquire bestavailable resources/ reading materials deemed fit for the library,

=t acquire materials of preservation value within the scope of the library, and

=  acquire material within the available resources (fund, space and staff).

To achieve the above mentioned purposes, a library requires a sound functional

acquisition system.

1.2.2.2 Functions of acquisition system
The acquisition system performs the following basic functions to complete the entire
acquisition process.

{i)  Selection, Ordering, Receivingof Documents
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Cancellation of Documents

Accession of Documerits,

Selection

The selection process of information sources is an important and responsible work.
The process of selection revolves around the users of the library. The users’
information needs may vary from library to library. As you already know, thereare
three categories of libraries namely public, academic, and special. Each category has
different objectives and caters to the needs of different user groups. Hence, there
should bea well-defined selection policy for each and every kind of library.

Itneeds judicious approach to select each and every information source or document
to be acquired. The library should always select those materials which can be useful
for a larger number of library members and can be required within the available
funds, For the purpose of acquisition, it is always recommended that the library
should have a written acquisition policy. The acquisition policy acts as a guiding tool
for the staff associated with the selechon process, as it helps to maintain standard
and consistency in the collection development programme of the library, The
acquisition policy should remain the guiding tool to acquire information sources for
the library to fulfil their stated objectives.

The selection aids are the tools which help library staff in selecting best materials for
the library. Users' demands, suggestions from the authority and different tools
(bibliographies, reviews published in review journals and newspapers, etc.) can be
used as selection aids, For assisting the library staff to select best reading materials
for the library, there is a selection committee. The selection committee is a group of
experts from different subject areas depending upon the nature of the library.

Selection in Public Libraries

The objectives of the public library have already been discussed. A publiclibrary has
awide range of users which may include children, adolescent, youth, and old aged
people. The need of the users may be based on their cconomic class (lower, middle
and higher), professional association, educational level, habitats (rural, urban, hilly
region, costal region, etc.), socio-cultural and linguistic background, ete. The library
is also expected to acquire the material relevant to the locality like, local history,
politics, economy, socio-cultural threading, weather conditions, available
professions, etc. As, a public library has the responsibility of serving the community
and preserving the relevant information of the region, its approach in material
selection is different from other kinds of libraries.

Selection in Academic Libraries

The academic library can be divided into three broad categories, viz. school, college



and university library. The guiding factors of the academic library are based on the
educational courses and the demands of the students, faculty members, and support
staff, The selection policy of a school and college library is usually around the

acquisition of textbooks, materials for general studies, personality development,
career choices, teaching and learning resources, materials for the support staff. Since,
the universities offer undergraduate, post graduate, and research programmes, the
selection of material must be done with proper care.

Selection in Special Libraries

A spedial library is meant to serve the information needs of the parent organization
of a library. Hence, the selection of information sources is based on the short term
and long term programmes of the parent organization. The lbrary selects the
materials exhaustively for short term objectives of the organization to meet its
programmes at hand. For example, if an organization takes up a research project on
life style of urban spaces of India, the relevant material should be selected to support
the programme, Considering the long term objectives, the library selects the
materials of wider scope of the organization and supports the collection
development of the core area as well as other relevant subject arcas of the
organization,

Selection process should always focus on the long term collechon development

programmes of the library. On the basis of the acquisition policy, the materials

should be scrutinized and lists prepared. Further approval of the selection
committee or the competent authority should be taken into account and the process
can be moved ahead to order the documents,

Selection Criteria and Types of Materials

The selection criteria for documentary sources are as follows;

(i}  Authority (Authenticity): The expertise and affiliation of the author regarding
the subject of writing should be assessed.

(ii) Accuracy: The content of the document should be accurate and authentic,
Wrong ormisleading infarmation can be disastrous in any documents.

(iil} Scope: The treatment of the subject, topic, or theme of the document should be
evaluated and correlated to the users of the library. The content should be
balanced in covering the extension and intention of the subject, topic, or the
theme of the book. In case of some shortage or limitation in the content, it
should be mentioned in the preface of the document,

{(iv) Organization: Information in the document should be organised on the basis
of some pre-established characteristics or logic, The consistency inwriting and
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developing from general to specific topic makes the reading interesting and
easy to understand. In the case of non-fiction books, an exhaustive index is
expected.

{v) TFormat (Graphics): The graphics illustrations are common in the documents
dealing with technical data. In this case, appropriate graphs, colour patterns,
sizes, ete,should beevaluated,

(vi) Bibliographies: Document should be supported by references in case of non-
fiction book. The format of bibliography should be standard and information
should be complete.

(vii) Users: While sclecting a document, prospective users should be identified and
ascertained that the material would be read by a large number of readers, The
documents should be categorized as scholarly, popular, fiction, non-fiction,
entertaining, introductory, advanced, ete,

(viii) Vocabulary: The vecabulary of the document should be at par with the level of
the users for whom ithas been written.

(ix) Textbook: The textbooks are mostly referred to by the students for knowledge
in a subject area. Hence, the textbooks should be complete in terms of syllabus
of the subject with accurate and authentic content. The organization of the
contentshould besuch that the students can understand easily,

(x) Fiction: In the case of a book of fiction, the author, title, style, theme, plot,
setting, characters, and reviews should be evaluated.

{xi) Multimedia: The documents in audio, video, animation, and multimedia
should be evaluated on the basis of their format. There are anumber of formats
for audio-videe material. For example, an audie file is identified as having
mp3, mid, wav, aif, etc,, a video file could be mpg, mov, wmy, etc, The file
formatshould be assessed on the basis of the equipment(s) that the library has,

(xii) Digital Material: It may be ensured that a database of library material, in all
formatsi.e. ... audio, video, multimedia, text, graphics or nermal documents is
made available in digital form. While selecting information materials in this
format, the criteria of that category of material should be applied, For example,
e-book should be evaluated on the basis of criteria of books. File format,
arrangement, hyper-links and search engines in case of databases, display
format, etc. area few aspects, that may be used to evaluate the digital content.

Selecton Aids

There are a number of selection aids available in the market to help and support the

selection of information materials for a library. Depending upon the nature of
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materials, aids could be selected to acquire a particular material for the library, Some
of the selection aids are listed below:

{i)  MNational bibliographies are a list of publications, published in a country or
relevant to a country if published abroad. For example, Indian National
Bibliography, published by National Library of India, Kolkata; British
National Bibliography, published by British Library, London, and so on.

(iiy Subjoct bibliographies- are a list of materials published in a particular
discipline or subject. Chemical is a subject bibliography, published by Elsevier
which covers the subject chemistry; PubMed deals in life sciences and is
published by National Library of Medicine, USA. Similarly, a number of
subject bibliographiesavailable for reference.

(iiiy Trade bibliographies- are published by publishers and distributers or
associations, or independent organizations to promote the sales of
publications, For example, Indian Books in Print, Whitaker's Books in Print,
and =0 on.

{iv) Book reviews- There are a number of periodicals, newspapers, and websites
which publish book reviews. These reviews are critical analysis made by
scholars of the subject. For example, Times Literary Supplement, Book Review
Digest, and soon.

(v} Bibliographic databases- are a list of publications in database format,
searchable online or distributed on CD-ROM, DVD, etc, for offline search. For
example, Ulrich's Periodical Directory, PubMed, etc. Some of the databases
provide links to the information sources even if they are downloadable.

Ordering
Once the selection process is complete, the ordering work begins. Before ordering
the materials for acquisition, pre-order search is conducted to avoid duplicity. The
materials are exhaustively searched in existing collection; in processing sections,
newly received materials and so on. After the process of pre-order search is
completed, a purchase order is generated and sent to the publisher directly or to an
approved vendor/supplier of the library. Generating reminders of pending orders
and cancellation of orders is also the part of ordering function,

Receiving
The receiving function begins when ordered materials are supplied by the vendor,
The materials come with bills or invoices, The supplied material and bills are tallied

with the corresponding order list, In the case of printed documents, author, title,
edition, publisher, price, and other details are matched with the order list. Itis also
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recommended that the physical condition of the material be checked while receiving
them. After a thorough check and verification of material, and subsequent tally with
the ordered list, an acknowledgement is issued to the supplier.

Accession

Every library maintainsits stack registerin which the details of the acquired material
are registered. This called Accession Register. The accession register has fourteen
columns for recoding the bibliographical details. The materials purchased, received
in exchange or gifts are also recorded in this register. An Accession number is a
unique number assigned to each document available in the library. Against this
number, all the details of the documents are recorded. A specimen of an accession
register has been given in the records maintenance section of Module 2, Unit 3 on
pages99and 100,

1.2.2.3 Mode of Acquisition

The method of acquisition of information sources is popularly known as ‘mode of
acquisition’, Traditionally, the three modes of acquisition are Purchase, Giftand Exchange,
In the recent imes, more methods have emerged and have established worldwide. These

are online and consortia based acquisition, which are particularly functional in the digital

environment. A brief description of these modes of acquisition is listed below:

®

L.

iii.

Purchase

Alibrary goes through a selection process, after which, the information material is
made available in the library, Selected materials can be purchased directly from the
publishers or their agents, distributors or any vendors depending upon the policy of
the library.

Gift

Non-commercial organizations, educational institutions and people who have
strong affinity with the libraries from time to time donate their collection or
information materials to libraries. Occasionally an author may also gift a personal
copy of his/her book to the library, Sometimes, a set of information material
becomes irrelevant for one institution, but it, can be relevant for another institution.
In such cases, the former can donate the material to the latter. Therefore, gifting is
also one of the established methods of acquiring materials,

Exchange

The library may acquire materials, especially the publications of other institutions in
exchange of its own publications. From time to time, libraries can exchange duplicate
copies of library material. As mentioned earlier, sometimes anirrelevant material for

one library may be relevant for the other one,

]
=



Online Acquisition

Online acquisition methed is more suitable for digital materials. In this process, a
library can download material from the publishers' or vendors' portal and make
payment online, For example, digital materials, print materials like books, reports,
andsoon,

Consortia Based Acquisition

In the contemporary scenario, the libraries come together, form a group and acquire
e-sources collectively to save funds. This helps in providing wider number of
information sources to the patron, which a single library cannot afford to acquire.
Such a group of libraries is called consortia. In consortia based acquisition system, a
member library pays only for its acquired resources but gets access to all the
resources acquired by the group collectively. For example, there isa consortia of five
libraries A, B, C, D and E, wherein library A pays for 50 e-books, B pays for 60 e-
books, C pays for 45 e-books, [ pays for 80 e-books and E pays for 70 E-books. So
together they pay for 305 e-books, After which, each library can get access to all the
305 e-books, as per terms and conditions, Therefore, the acquisition policy should
have clear cut guidelines regarding this emerging mode of acquisition.

Library Consortia

The term, 'Library consortia' indicates a group of libraries working together towards
acommon goal, whether to expand cooperation on traditional library services (such
as collection development) or electronic information services (such as digital library
or e-fournal consortia). Increase in user expectations for more services and gradual
decrease in budgetary provisions have encouraged libraries to cooperate and share
information and human resources. Consortia activities help libraries to provide
users unlimited access to a wider variety of information sources, enable individual
libraries to concentrate on specialized collection building of their area of concern,
improve interlibrary lending and document delivery services, facilitate cooperative
acquisition, control and sharing of systems, services and professional expertise.
Examples: UGC-INFONET Digital Library Consortium, INDEST-AICTE
Consortium, CS[R E-Journals Consortium, DRDO E-Journals Consortium, ICME E-
Consortia, [IM Consortium, Consortium for e-resources in Agriculture (CeRA),
Health Sciences Library Information Networks Consortium (HELINET), At the
international level, there is an informal group, currently comprising approximately
200 library consortia from around the world, called the International Coalition of
Library Consortia (ICOLC).
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1.2.2.4 Records Maintenance
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The acquisition section of library maintains records of different functions, It uses different
registers, files, forms and other stationary designed for different stages of its operations,
Depending upon the requirements of a particular library, the design of stationary may
vary but the accession register has a standard format,

Cataloguing Section

Cataloguing is the process of creating catalogue of the library holdings on the basis of
catalogue rules orcode adopted by a particular library. As mentioned earlier, a catalogue is
a list of the holdings of a library with all the bibliographic details. 1t is a tool which helps
users to search relevant materials on the basis of known information about a particular
book or its subject area. Different catalogue entries such as title, author, collaborator,
series, subjects, etc, are prepared for an casy availability of the library resource, Catalogue
of alibrary is known as the guide map of the library resources for users of the library.

There are a number of cataloguing codes which are practiced worldwide. In India, Anglo
American Cataloguing Rules (AACR) and Classified Cataloguing Code (CCC) are
practised. The AACR is more popular cataloguing code as it is compatible with the
International Standard Bibliographic Description (ISBD). In 1971, ISBD was
recommended by the Working Group, set up by the International Meeting of Cataloguing
Experts, Copenhagen, 1959, Tt was initially designed for monographic publications
{books) but, later, it was extended to serials and non-book materials as well. Hence, ISBD
has three formats now namely, ISBD (M) for monograph or book, ISBD (5) for serials and
ISBD (NEM) for non-book materials. The AACR accommodates the ISBD format in
cataloguing as it is more descriptive and is also easily adaptable in computerized
catalogue.

Currently, libraries are undergoing a transition; information technelogies are being
adopted in their operations to provide services to the users. Although, not all the Tibraries
of the world have not made this shift and a large number of libraries continue to operate
manually. The libraries which have adopted the technologies and created a computerised
catalogue are known as Online Public Access Catalogue {OPAC). They facilitate library
resources via the medium of online search. The OPAC searched with the help of internet by
any user from any given locale is called web-based OPAC, On the other hand, there are
libraries which haven't undergone a computerized process and continue to create
catalogue entries encards. They provide search facility to their members manually.

In the technological era, there are many bibliographic formats available, Qut of which,
Machine Readable Catalogue (MARC), APA designed, practiced and promated by
Library of Congress, USA and Common Communication Format (CCF) designed and
promated by UNESCO are most popularly practised. The MARC and the CCF, both are
used for cataloguing as well as exchanging bibliographic data among the libraries.



1.2.3.1 Functions of Cataloguing Seclion

The cataloguing section of a library is supposed to perform the following funchons:

(i}  Preparingcatalogue

(ii) Labellingand Fasting

(iii) Label Writingand Assigning Location Mark

(iv) Cards Checkingby Chief Cataloguer

(v} Filing Catalogue Cards

{vi) Preparationof Addition List

(vii) Transferring Catalogued Materials to Concerned Location

Preparing Catalogue

The cataloguer prepares different cards for books or any other material acquired by the
library. In the manual cataloguing system, main entry, added entries, reference entry, shelf
list card and book card are prepared on catalogue cards according to the cataloguing code
adopted by the library. In the computerised system, online catalogue for each and every
material is created. The cataloguer also creates different authority files wherever needed.
Authority files are usually created for author, collaborator, series, subject, publisher, etc,
Labelling and Pasting

The cataloguing department prepares books or any materials for service. For this purpose,
different types of labels as authority stamp, spine label, due date slip, book pocket, etc.are
prepared and pasted,

Label Writing and Assigning Location Mark

Different labels contain different data about the book and the library. Hence, under the
label writing work, call number, collection marks such as reference, circulation or any
ather collection name (closed reference, textbooks, etc.), accession number or any other
information are written,

Cards Checking by Chief Cataloguer

The quality of catalogue is very important as any mistake in catalogue will fail to provide
required information to the users or misguide the users, Hence, the checking of entries and
labels pasted on the books is carried out by the chief cataloguer. If needed, corrections are
done before releasing the catalogue cards for filing and the books orany other resources for
reading.

Filing Catalogue Cards

The cataloguing department files the catalogue cards as per the filing code adopted by the
library. According to the heading of the catalogue entry, a card is filed at its appropriate
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place in the card cabinet. Usoally, the catalogue cards are filed in alphabetical and
classified order. For filing the entries like author, title, subject, ete. dictionary formula is
usually adopted while the entries having numbers as heading are filed in numeric order.
The heading of the shelf list entry is always call number. The main entry of CCC also has
the call number as the heading, These cardsare thus filed innumeric order.

Shelf list is only prepared for administrative purposes; hence the cabinet of the shelf list is
usually kept locked all the time, The entries prepared for searching the library materials
are filed ina public catalogue cabinet.

Preparation of Addition List

The cataloguing department prepares the list of new additions to the library holdings for
informing the users of the library within a stipulated period. Depending upon the policy of
thelibrary, the additions listmay be released weekly, fortnightly, monthly, etc.

Transferring Catalogued Materials to Concerned Locations

Onece the catalogue cards of newly acquired material are filed in the public catalogue
cabinet, the material is transferred to its stipulated location. For example, books meant for
circulation are transferred to the circulation department, books meant for reference are
transferred to the reference department, etc.

Cataloguing Staff and Tools

Library cataloguing has to be carried out accurately and with concentration. The
department should be equipped with qualified statf with good hand writing and
supporting tools, In the case of computerised cataloguing, the staff should have very good
knowledge of computerised cataloguing format, different authority files and ability to
find data from the book and wherever needed from the cataloguing tools. The required
cataloguing tools are - different kinds of bibliographies, national bibliographies, trade
bibliographies, books in prints, directories of authors, publishers, and dictionaries of
names as Indian names, and so on. Presently, Internet can be very helpful and can replace
many cataloguing tools if the cataloguer has excellent searching skills. For example, from
the catalogue of Library of Congress, USA, proper name of the author, association and
affiliation of the author or collaborators, like wise many more aspects can be searched. The
chicf cataloguers should have suitable qualifications and experience to head the
departmentand maintain the quality of different functions of the section.

Circulation Section

Circulation is one of the most important services of libraries. It allows the users to issue
library books and satisfy their reading quest. [tis not possible for every member of a library
to use the library resources within the library, as they might have other professional and
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academic commitments. Hence, the library has the mechanism to lend books and other
library resources to its member for a certain period of time. This process is known as
circulation, The circulation function in libraries promotes maximum and productive use of

the library material,

1.2.4.1 Functions of Circulation Section

The functions of circulation sechion are listed below:

{i} Registration of Members

{if) Lendingof Resources

{iii) Renewal of Issued Material

(iv) Reservation of Issued Material

(v) Chargingof Overdue Fine

{vi) Lendingand Receiving Books onInter Library Loan

{vii) Maintenance of Records

{viii) Maintenance of Statistics

{ix) Miscellaneous Tasks

(i)  Registration of Members
Library resources are a public property and the librarian is the custodian of this
property. Therefore, it is necessary to maintain a record of the circulation of various
resources, The members are required to provide their personal and professional
details (name, date of birth, address, phone number, email address, profession,
subject/course and so on) to the circulation section for the maintenance of the
registration records. The registration details help the librarian to contact members
and the professional details or the areas of interest help to identify the subject areas
where the library collection has to be further developed.
The circulation section issues library cards to the registered members of the library.
The cards enable them to borrow books or any other material. The number of cards
issued to a member depends upon the policy of a particular library. The automated
libraries have the library automations software, which pre-defines the number of
documents to be issued to a particular member,

(ii} Lendingof Resources
The lending of library resources to the members of the library is the main function of
the circulation section (also referred to as the charging system). In this process, a
member brings the required book(s) or other material to the circulation counter
along with the library card(s). Against each library card one document is issued to
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(i)

(iii)

the concerned member and a gate pass is given for the issued material. The security
personnel check the issued material and keep the gate pass in the security file. Some
libraries, which do not have the gate pass system, check the document to ensure
whether it has been issued or not, In the automated system of circulation, documents
are issued with the help of the software and a gate pass is generated. The RFID (Radio
Frequency Identification) system allows members to go out of the library, only with
the issued material. In case, a member attempts to take along any unissued
documents, the RFID system automatically rings an alarm to alert the security and
the appropriate action may then be taken.

When a member returns a book, the librarian should match the call number and the
accession number on the book and the book cards. The book card of the retuned book
should be inserted into the book pocket of the same book. The member is then given
back his/ her library card. This process is known as the discharging system.

Renewal of Issued Material

At times, a library member may desire to retain the library material beyond the due
date. This may be due to several reasons and in such a case, the same material is
reissued to the member. The material is usually reissued to the member if it is not
required by any other member. This process is known as the renewal process, The
renewal is usually done when the member presents the material at the circulation
counter, or it may be requested over the telephone, through email, by post,
depending upon the library's policy.

Reservation of 1ssued Material

Sometime a particular book or other documents are notavailable for being borrowed
by the members. The reason may be that the book has been acquired by the library
but has not been processed, or has been issued to another member, oritis in binding
orotherwise unavailable. In such cases, the circulation section reserves the particular
book or any other document required by the wser and when that particular
documentis available for circulation, the member is informed aboutits availability.
For reservation purpose, there is a reservation card in the library on which name of
the member with membership number and details of the document are recorded. A
reservation slip is generated for the same document and put with the book card or
any other records of that particular document.

In the automated system, depending upon the provisions available in the software,
the materials are reserved for the members. The software automatically notifies the
administrator of the circulation section about the reservation. The concerned
member is informed accordingly. Nowadays, the library automation software also
sends a system generated SMS to the concerned member.
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(iv)

(v)

{vi)

(vii)

Charging of Overdue Fine

Most libraries have the policy to charge a fine, when an issued document is retained
by the member after its due date. For this period, a charge is levied {(on per day basis)
and collected from the member. A due receipt is given to the member for the paid
amount, Some libraries maintain an authenticated register given by the accounts
department of the library or parent organisation with signature of the member
against the collected money, The money is deposited in the accounts department

periodically, say weekly, fortnightly, orso on.

Lending and Receiving Books on Inter Library Loan

A library always tries its level best to acquire all the books and other material which
may be useful to its users. But, it is impossible to acquire all the material published
worldwide, This is due to two prominent reasons, which restrict maximum
acquisitions, i.e., funds and space. Another reason behind this is increase in number
of publications, Therefore, there is a system of resource sharing amongst libraries,
called Inter Library Loan (ILL). In this system, one library requests another library
for a particular book, requested by its member. As member cannot request the
holding library to issue a particular document as for this purpose, the person will
have to become the member of that library. Henee, the first library gets the document
on lean from the holding library and issues it to the concerned member, When the
member returns the document, the first library retums the decument to its holding
library, The whole process is known as Inter Library Loan, To putin simpler terms,
ILLis the system where one library issues a book / document to another library.

The circulation sections of both libraries perform this function and keep the records
of lending-receiving and issue-return to and by libraries, that is, by first library and
again getting returned by the holding library. In the process a large number of
records are generated and maintained by both,

Maintenance of Records

The records of circulation section are very important for different purposes. These
not only show the utilization of the library resources but also disclose the subject
areas which are most utilized by the members. The records also help the library to
build its collection and make other plans for future growth. The section maintains
the members' registration records, issue records, overdue, TLL, and so on,
Maintenance of Statistics

The circulation section maintains different statistics generated in the secton, such as,
the number of members registered, number of members withdrawn, number of
documents issued, overdue charges, and so on. These statistics help to prepare the
annual reportof the library and also catalyse the future plans for the library.
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(viii) Miscellaneous Tasks
Listed below are miscellaneous tasks performed by the circulation section:
{i)  Issueof remindersand recovery of overdue decuments
(i} Replacementor payment of lost documents orcards
(i) Allowingconsultation facilities
(iv) Providing lockers or carrels
(v} Taking measuresagainst mutilation and loss of documents
(vi) Issuingclearance certificate
Apart from the above, jobs requiring care and maintenance of creulation area,
reading room, transfer of books into the stack area, and many more, fall under the

circulation section.

1.2.5 Periodicals Section

Journals or serials are also referred to as periodicals. These are publications that are
published at regular intervals, that is, in series with certain frequency. The frequency may
beweckly, formightly, monthly, quarterly, etc. Modes of acquisition of periodicals include
subscription, gift and exchange. In the case of subscription, the payment of the
subscription period which is usually annual is made in advance to the publisher or
supplier. Hence, it needs a special management system, Libraries which subscribe to a
large number of periodicals have a separate secton dedicated to manage periodical
acquisition and services, called a periodical section, The functions of periodical section are
discussed as follows:

1.2.5.1 Functions of Periodical Section
{i}  Selection of Periodicals
{ii) Acquisitionof Periodicals
{iii) Receivingand Recording of Periodicals
{iv) Display of Periodicals
{v) Shelvingof Periodicals
{vi) Indexing, Abstracting and Documentation of Periodicals
{vii) Periodicals' Circulation
{viii) Administration of Periodicals
(i) Selection of Periodicals and Serials

Periodical selection is the process of deciding which periodicals are to be acquired by
a library. The selection of a periodical depends upon the collection development
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policy of a particular library. It is always recommended that a periodical selection
committee be constituted for selecting periodicals, The committee finalizes the list of
perindicals to be subscribed on the basis of the needs and objectives of the parent

organization, recommendations of the members and the available funds of the
library.

The Association for Information Management (ASLIB) has recommended the

fullowing criteria for selecting periodicals:

{a) Recommendation by specialists

(b} Recommendation by the members of the library

{(c)  Opinion of librarians of other institutions

(d)  Announcementsand reviews

fe)  Consultationoflist of most cited serials

(f)  Referencecounting

A number of tools are available for selecting periodicals, For example, Ulrich's

International Periodicals Directory, and likewise, many such directories of

periodicals may be referred to, Once, the list is ready for acquisition, the process of

acquisition is initiated.

Acquisition of Periodicals

There are four methods of acquiring periodicals. These are:

{(a) By subscription: In this method of acquisition, periodicals are subscribed
directly from the publisher or vendors, The subscription amount is paid in

advance (annually} to the publisher or vendor for a particular title, following
which, the library receives the periodical.

{b) Asa member of societies and institutions: The societies and institutions send
their periodicals free of cost, oncea library becomes their member.

() By giftt A number of organisations send their periodicals free of cost to
libraries, Hence, if a library wishes to acquire such journals then the publishing
organizations are to be requested to enrol the receiving libraries on their
mailing list. This enables the libraries to receive desired periodicals as gifts.

{d) By exchange: Acquiring periodicals by exchange is a method in which two
organisations exchange their periodicals and other publications with each
other (free of cost).

Receiving and Recording of Periodicals

As you already know, periodicals or serials are published in a series under the same

title with a definite frequency, A library receives the issues of periodicals by their
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frequency. For keeping track of the issues received or not received a library deploys

different recording mechanisms.

In the manual system, small libraries register the receipt of issues in an alphabetical
order, The bigger libraries may register periodicals in the ledger system. This system
allots a page to each periodical, according to the alphabetical order of the titles, Apart
from the register and ledger systems, one card and three card systems are very
popular amonyg the bigger libraries.

Inonecard system, the card is 67 X4” sized, bearing the following information:

NS ol tRE TIDIEEY L. uississisasisimsmsimrnisivimmissniptoissmmsais stsnessr EVOB D siiamhasiesssmmisinssbuas i
THE i FTEQUENCY Of Publication ...

Vol. No & Year Jan Feb Mar April May Like wise

v.12015

v.2 2016

Like wise

Verso of the Card

Vol. No & Year | Subscription| Bill Ne. | Voucher | Reminders | Bound | Remarks

Amt, & Date | No. & Sent unte.,
Date
v.12015
v.2 2016

Like wise

The three card system for periodical maintenance was designed by Dr. 5 R
Ranganathan. Each card is of 5"X 3" size. The first card is known as Register Card,
second Check Card and the third Classified Card. The specimen of cards is given

below.



Register Card

Title PAYMENT
Publisher

Vendor

Class number  Periodicity Orrder

number and date

Mote

Vol and | Date of | Date of | Vol and | Date of | Date of
Mo, MPub. riect. Mo, Mk, rect,

Mate: The columns for vol. and ne. date of publication and date of receipt
are repeated at the back of the register card

Fig 1.2.1; Register Cards

Check Card
TITLE PERIODICITY

Vol | Rem | L's Vol | Rem | L's Vol | Rem | L's Vol | Rem | L's
and | Date | init- | and | Date | init- | and | Date | init- | and | Date | init-
M, ials Nao, ials Mo, ials Mo, ials

MNote: The columns giving vol. and no., Rem date and L's initials are repeated
at the back of the check card.

Fig 1.2.2: Check card
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(iv)

)
(vi)

(vii)

Classified Index Card
Cl. No. Ans, Subs. Per.
Title
Vendor

Publishor
Vols. available
Indexes, ete,

Supplements, etc.

Fig 1.2.3: Classified card

Apart from these systems, many libraries follow other systems too devised by
individual libraries as per their convenience, These systems help in managing the
registration and recording the details of periodicals and their issues received by the
library.

In case of non-receipt of a particular issue, the library sends a reminder to the
publisher or vendor and the same issue is being sent to the library by the publisher or
vendor withoutcharging any additional cost,

Display of Periodicals

The periodicals are processed after receiving, arranged alphabetically and put upin
the display area. For displaying the issues of periodicals, special furniture is
available in the library. In case of bigger libraries which have a large number of
periodical, special furniture is kept for display and storage periodicals. A display of
the latest periodicals and storage facility referred to as a pigeon hole rack is found to
be most suitable in most of the librarics.

Binding and Shelving of Periodicals

After all the issues are received and a particular volume of a periodical is completed,
it can be bound and kept like books on shelves,

Indexing, Abstracting and Documentation of Periodicals

Some special libraries provide indexing and abstracting services or services based on
indexing and abstracting and documentation of periodical articles,

Periodical Circulation

Usually, periodicals are not for circulation among the members. But, some libraries
allow it. Henwce, there are certain methods of dirculating periodicals among the



members of the library. If the member group is very small then Routing Slip method is
used. In this method, name and designation of members are printed or written onaslip
and pasted on the title page. Ttis issued to the first member and thereafter itis passed on

to next member without returning to the library, After completion of whaole cycle, it
comes back to the library. Apart from this, there are other methods too according to
suitability of anindividual library through which perindicals are circulated,
{viii) Administration of Periodicals

Administration of periodical section involves organizing the periodical section in
such a way that maximum utility is derived from minimum expenditure. This
function involves allocation of funds and its distribution among the subject areas of
the library, allocation of staff, duty, correspondence with publisher and vendor,

display, binding, storage, and all other required work for a smooth running of the
sectionand providing services to the members,

1.2.6 Binding Section

Libraries have two major objectives, firstly, to satisfy the information needs of the users,
and secondly, to preserve the intellectual heritage of the society for posterity, Both the
objectives are guiding factors for keeping the library materials in good and serviceable
condition. Library materials which are paper-based need special care to keep them fit for
use and extend their life to serve the future generations. The library materials such as
books, periodicals, maps, ete, are printed on paper, hence they are prone to damage due to
excessive use, wear and tear, heat, dust, insects, pesticides, et

If a library collection is extensively used, wear and tear of the documents is bound to
happen. Binding helps in strengthening the physique of the books and increases their life.
Many large libraries have their own binderies but smaller ones have to get the books bound
by professional binders. Some of the reasons of having good and attractive bindings are as
follows:

{i)  Toreduce the risk of mishandling

{ii) Toguard against wearand tear

(1i1) Toavoid shabbiness

{iv) Tocreatenew-cover toappeal and attractreaders
{v) Topreserve perishable and frail materials

(vi) Toensureentiresatisfaction of users

Binding process is highly technical and requires lots of skills. There are eight processes
involved inbinding work:
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a)  Collation
b)  Sewing
c) Attaching covers
d)  Endpapers
¢}  Colouring edges
f)  Headbands
g)  Hollow backs
I  Finishing
Typesof Binding

Library binding is of various kinds:

(i)

(i)

(iii)

(iv)

Full Leather Binding: Full leather binding implies that the whole cardboard is
covered by leather, This kind of binding is recommended for expensive, rare and
reference books,

Half Leather Binding: Half leather binding implies that half of the card board is
covered with leather and rest half with cloth or buckram. The back and the corner of
the book are covered with leather as these portions suffer immense wear and tear.
This kind of binding is for the heavy materials like back volume set of periodicals,
newspapers and other serial publications.

Full Cloth Binding; Full cloth binding implies that the whole card board is covered
with cloth. Standards and text books are given such binding as these materials are
extensively used.

Half Cloth Binding: Half cloth binding implies that the spine and corners of the card

board are covered with cloth and rest with other cheaper materials such as paper or
other decorative materials, This kind of binding is usually given to cheaper books.

5. R. Ranganathan (1967) gave specifications for binding books for the first Hme or at the
time of rebinding as follows:

a)

b)

Collation: The book received by vendors for binding should be examined and
collated, and if found in imperfect or seriously damaged condition may be returned to
the library unbound. A periodical should be collated properly and the volume should
be bound in correct sequence along with the index at proper place. Wrappers and
advertisements in periodicals and books should be bound if the binder has been
instructed, otherwise they should not.

Sewing: Books printed on good quality paper should be sewn one sheet on (except
where thinness of paper makes it necessary to sew bwo sheets on) with unbleached
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thread of suitable thickness over unbleached linen tapes. Straight-line machine
stitching is notacceptable.

c)  End Papers: End papers should be of good quality, opaque paper with There should
be at leastone plain white leaf between each of them and the printed matter.

d}  Cutting Edge: The binder should aveid cutting the edges of books unless it is really
essential. Evenif cutting of edges is required, the binder should leave margins as wide
as possible,

e) Forwarding: Books should have Frenchjoints and tight or close flexible backs.

f) Lettering: Lettering or printing on cover should beimpressed in gold colour,

There are a number of measures given by him and these measures have been incorporated
in the standards prepared by Bureau of Indian Standards (previously known as Indian
Standards Institute). This standard is “15: 3050-1965: Code of practice for reinforced binding
of library books and periodicals”. It was again reaffirmed in 1997. For a better
understanding of specifications and ty pes of bindings, the standard should be referred.

Preservation Section

Books and other documentary sources of information printed on paper are prone to
damage duoe to several reasons which reduce their shelf life, Libraries of the world face the
challenge of keeping printed library materials as books, periodicals, pamphiets,
newspapers, and other materials, in sound condition to extend their lives and provide
services to present and future generations, Hence, preservation is an important function of
every library.

Preservation involves activities which reduce the chances of damaging printed library
materials to extend their shelf life and concomitantly it's utility. The reasons of damaging
printed library materials may be listed as:

{i)  Environmental or Climatic Factors

(ii)  Biological Factors

(iii) Chemical Factors

{iv) Human Factors, and

{v) Disasters

Environmental or Climatic Factors

The damaging agents present in environments are i) light, ii) heat, iii) humidity and
moisture, iv) dust and dirt, v) water which damages the library materials and reduce their

lives. Let us see how these factors damage the printed library materials.
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iii.

V.

Light: Natural or artificial, both types of light damages the paper. When paper is
exposed to sun light, the ultraviolet radiation reacts with the paper in presence of
oxygen which is in the air. The cellulose of paper gets oxidized into oxycellulose, the
cellulose chains are broken and the paper becomes weak and brittle. Some of the
artificial light as fluorescent tube light also produces high percentage of ultraviolet
radiation and damage the paper in the same way as natural sun light. Sometimes the
paper gets exposed to light while photocopying and it gets damaged because of
ultravialet radiation and heat, The level of damage because of light depends on
duration of exposure, intensity of light and distance from the source of light.

Heat: Atmospheric temperature is a damaging agent of paper, The fluctuations in the
temperatureis also responsible for the damage. High temperature with low humidity
causes dehydration of cellulose fibres and the paper becomes brittle, Due to this, the
paper loses its flexibility to such an extent that it tends to crumble on touch. On the
other hand, high temperature with high humidity creates the condition for the
growth of moulds. Besides atmospheric temperature, electric bulbs, used for lighting

purpose also increases room temperature and becomes the damaging agent,

Humidity and Moisture: Water content, thatis, moisture available in the atmosphere
is known as humidity. Certain level of humidity is needed for flexibility of paper but
high and low, both levels of humidity damage paper. Paper is made of pulp which has
tendency to absorb water from the atmosphere. [f there is high humidity, paper
absorbs more water and thereby becomes soggy. Because of sogginess, adhesive gets
weak and binding becomes loose, It also increases the size of the paper which causes
spreading of ink, Sometimes, pages get stuck together and cause wear and tear,
Besides these damages, fungus grows in moisture and damages paper,

Dust and Dirt: Dust is composed of soil, tar, metallic substances, fungus spores and
moisture among other things. [t is air borne and it settles down on any surface of the
object. When mixed with high humidity, it gets transformed into dirt and if this dirt
sticks to the surface of the paper, it becomes difficult to remove. Dustalso increases
water absorbing capacity of paper which leads to growth of fungus and chemical
reactions which ultimately damage paper.

Water: Water acts as a physical agent of deterioration by causing hygroscopic
materials to undergo dimensional changes, Water may come from any sources like
natural calamities, human negligence, from leaking roofs, defective plumbing or
through open windows at the time of raining. Excessive water can damage any
printed document as paper becomes sogpy, Even small quantity of water may
damage paper as we have studied above,
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Biological Factors:

Micro-organisms, insects and rodents are different types of biological agents which
damage paper and other components of printed materials such as leather, textiles or straw
board used for binding. Micro-organisms include fungus or moulds, bacteria, etc, Fungus
is a large heterogencous group of plant organism that remains in dormant state for long
periods but grows in 63-100% humidity and 15-35'C temperature. In libraries, fungal
growthis known as mould or mildew and they appear as brown/ black vegetative growth
on paper, leather and textiles, Fungus consumes cellulose and also thrives on nutrients in
leather, glues, pastes, binding threads, etc. Due to this, different components of printed
material gets disoriented and damaged. Other than fungus, bacteria have the tendency to
decompose cellulosein paper and binding materials.

There are certain types of insects which damage paper and binding materials of printed
documents. The damaging insects are i) silverfish, ii) cockroaches, iii) booklice,
iv)bookworms  v) white ants and termites, vi) rodents.

i. Silverfish: These insects hide in the day time and come out at night. The starch, glue
and gelatine which are used in paper as sizing materials attracts this insect. It is silver
or pearl grey in colour and about8 to 10 mm in length. The insecteats the surface of the
paper and adhesive used for pasting bindings and makes holes in paper, prints,
photographs, catalogue cards and cardboard boxes,

ii.  Cockroaches: Cockroaches damage books and other print materials in darkness,
They eat paper leaves, bookbinding, fabrics and other organic materials. They usually
liveindamp and dark places.

iii ~ Book worms: Bookworms or the larva of beetle eat the paper and bindings of library
materials by making pinholes,

iv. Book lice: Book lice are grey or white coloured insects which eat paste, glue and
fungus formed between the edges of inner cover of the books,

V. White Ants or Termites: White Ants or Termites are insects that can eat wood, paper,
cardboard, leather or any constituents of library materials. Once they start destroying
the books, they can do irreparable damage in a short period. They are of two
categories, viz. earth dwelling termites and wood dwelling termites. Earth dwelling
termites live in the soil and their mod tunnels on the walls, book cases and furniture,
Wood dwelling termites live above the ground and enter the building through cracks
and openings.

vi. Rodents: Rodents include mice, rats, squirrels and other similar species. Mice and
rats are mainly found in libraries. They eat and destroy material made up of paper,
cloth, leather, glue, etc,
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Chemical Factors

Different types of chemicals like, alum, rosin, ete,, are used in the process of manufacturing
paper. Certain chemical compounds which have acidic effects are available in the ink used
for printing. In the long run, the chemicals become agents of chemical deterioration, and
damage paperand other components of printed materials.

Besides the chemicals used in paper manufacturing and printing, a number of chemicals
like carbon oxide, sulphur oxide, nitrogen and hydrogen sulphides are present in the
atmosphere. These chemicals react with paper in the presence of oxygen and moisture
present in the atmosphere and create acidic compounds, which weaken paper and its
constituents, The yellow and brittle edges of old books are caused by sulphur dioxide.
Similarly, nitric acid damages the colour of ink, paper, leather and cloth.

Certain chemicals either available in paper, printing ink or in other components of books,
like leather, cardboard, adhesive or in atmosphere have acidic characteristics, which overa
period of time damage the components of books and other printed materials,

Human Factors

Apart from biological, chemical and atmospheric reasons, human beings too might act as
damaging agents. Duc to unawareness, negligence or ignorance, on the part of the library
staff and library users, the printed library materials often get damaged. For example, while
processing books, several stamping and pasting jobs are performed by the staff, during
which, books might be damaged. Books might get damaged while being transferred from
the stack area to the circulation counter or technical processing section. This may happen
due to several reasons, the most probable being, over loading of a trolley. Books should
always be shelved vertically, If a book is placed horizontally it might get damaged. Sharp
edged furniture is another damaging agent as it becomes the reason for the wear and tear of
books,

In the open access system, users are allowed to go to the shelving arca and browse the
library collection. Sometimes they might drop the baoks or place them improperly. Some
readers have the habit of using saliva for turning the pages of books while reading. These
are the factors which damage the books and other reading material.

Improper storage, faulty repairs, rough handling, deliberate abuse, folding the fore-edges
af pages as a mark of reading, marking by pencil/pen, mutilation, vandalism are all
examples of human beings damage the library resources,

Disaster

Disaster is never expected, but it occurs everywhere in the world. It can be both natural and
man-made. Natural disasters like flood, earthquake, cyclone, tsunami, etc. damage the

library material. Man-made disasters like fire, war and invasion, and so on damage the



library material too. For example, the great library of Nalanda University, of ancient India,

was completely destroyed because of warand invasion,

Preventive Measures

Itis the function of the preservation section to prevent the deterioration and damage of the

printed material in a library. The preservation section should prepare an action plan and

various other programmes to be executed in a time bound manner, Preservation is a

continuous process, hence needs proper and perpetual attention, For each category of

damaging factors, the requisite preventive measures should be taken,

Preventive Measures for Environmental Factors

(i)

(i)

(iii)

(iv)

v

(vi)

{vii)

Protection from light Library materials should not be exposed to sunlight or
powerful florescent electric light. In order to save them from sunlight, ultraviolet
filter or coloured window screens should be used, Using green or lemon coloured
window panes may also stop the ultraviolet rays, The standard electric light should
be used in a library while reading. Tt is recommended to use LED bulbs which
generate less heat and ultraviolet rays.

Temperature: The temperature of a library should be maintained at around room
temperature. Ideal temperature range fora library is considered to be 20°C to 25°C,

Humidity: The relative humidity inside a library should be kept between 30%-40%.,
For this purpose, humidifiers or dehumidifiers may be used to control the humidity
level.

Ventilation: Ventilation is needed for both the library materials and the people
presentina library. However, it should be controlled as uncentrolled ventilation may
disturb the relative humidity, temperature and pollution level inside the library,

Pollution: It is always recommended that the site of a library should be in a less
polluted area, where both air and sound pollution is under control. But, libraries are
usuaily near human settlements or industries where pollution can't be avoided.
Hence, it is recommended that trees and herbs should be grown around libraries. The
walls should be madesound proof if the noise level is very high.

Dust: Doors, windows, ventilators or any other source, which allows the passage of
dust, should be kept under a check. The books and other library materfals should be
kept free from dust and proper dusting should be done on a regular basis. For this
purpose, sand blaster or vacuum cleaner may be used.

Photocopier: Exposing the pages of books to photocopying machine should be
reduced, asmuch as possible, because it damages the spine of books.
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Preventive Measures for Biological Factors

Insects, fungus and all kinds of biclogical pests grow in dark, damp and dingy places in
libraries. The first prevention is to stop the growth of such pests, For this purpose, the house
keeping work in every library should be maintained. Provision of cross ventilation and air
circulation inside the library is essential. A distance of at least 15 cm should be maintained
between the book racks and the wall. There should be no cracks in the walls, floor and
ceiling, as they might act as a breeding place for insects, Eating and drinking should be
avoided inside the library because food stulf attracts insects. Insecticidal powder or
solution like lindane, should be sprayed in the dark corners, beneath bookracks and inside
cupboards, periodically.

Naphthalene balls or bricks, dry neem leaves or seeds or powder and camphor tablets in
muslin bags may also be used to keep pests away. Library may also use different methods of
pest control for keeping insects growth in check.

Preventive Measures for Chemical Faclors

It is always recommended that libraries should prefer to purchase library edition of books
as papaer, ink, binding and other materials used in the publication of these editions are made
of less damaging chemicals. Tt is very difficult to put a check on the damaging chemicals
present in the air. The only selution is to have a system of air conditioning, which would
work round the clock. Tf this is not possible, then the library should keep its valuable
material in cloth wraps or in cupboards, Adhesive, glue, paste, tapes, etc. of good quality
should be used as they also contain damaging chemicals. Paint used for painting rack,
cupboards or any library fumiture should not have chemicals which can damage the
printed material,

Preventive Measures for Human Factors

The human factors are the most important factor as far as preservation is concerned. Every
library should organise awareness programmes for the staff and vsers. The staff should be
trained in care and handling of library material. Proper shelving, use of trolleys for
transporting books, care at the time of processing and other sound practices should be
followed by staff members, Incase of minor damage, like loose binding, the wear and tear of
pages should be repaired immediately,

The users should be made sensitive toward care and maintenance of books. They should be
informed that dropping books, keeping books in improper position, folding the
corners/ edges of pages, using saliva for turning pages, and so on damage the books or any
printed material and reduce its life. Users should not put any sharp object on books and
they should avoid underlining the text by ink or pencil,
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Preventive Measures for Disaster

Disaster may occur any time in any library. Hence, precautionary measures can reduce the
extent of damage, For preventing fire inside a library, the electric wires and cables of
recommended quality should be used. A library should also have fire extinguishers. Any
kind of fire or open flame should be prohibited inside the library.

For preventing other disasters, standard measures should be taken, A library building
should be earthquake resistant, Libraries in the flood prone areas should be on the first floor
or second floor of the building. Likewise as much as possible, preventive measures should
be taken to minimise damage.

Conservation

Conservation is the process of reviving damaged artefacts or any library material into a
form in which they can be used again. Once any library material gets damaged, the
concerned library should have a programme of conservation to bring it back to life through
different treatments,

Maintenance Section

This section is responsible for shelving, re-shelving, maintaining orderly arrangement of
the collection and taking care of all types of library material and associated equipment. In
fact, the ultimate success of all other sections of a library such as acquisition, classification,
cataloguing and circulation are dependent upon the efficiency of this section. If the library
collection is not maintained and displayed properly it will not attract the library users and
thereby the library collection will notbe putto maximum use,

This section performs the following functions:

=t Shelvingand Display of the library material
=  Maintenance of the collection

£ Preservation of the library collection

Shelving and Display of the Library Material

The arrangement of books and other material on the brary shelves is carried out by the
maintenance section. Work involves shelving of new books received after processing, re-
shelving of borrowed books returned by the members and books and other material left on
the reading tables by the readers after use,

The section is also responsible for displaying current issues of periodicals as well as
newspapers in the reading room and the shelving and maintenance of non-print media like
films, audio cassettes, CD-ROM, DVDs, etc. The non-print media is stored away from the
open book stack area. This media is usually kept in a media room or computer room, where
the equipment for playing these particular media items is available.
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Maintenance of Collection

Tasks relating to maintenance of collection are also handled by this section. It involves
continuous monitoring of the stack rooms and display areas. Shelving and re-shelving the
material, keeping the collection in order, taking out books which are not in order and re-
shelving them in proper place, identifying and removing the books needing repair, regular
cleaning and dusting the area and protecting the collection from dust, heat, direct sunlight,
moisture, insects and pest infestation. This section is also responsible for maintenance,
checking and rectification of all sign boards and library display guides.

Preservation of Library Collection

The activities related to preservation of the library material are carried out at various levels
and by various departments in a library, The Maintenance Section's role in preservation is
to handle the library material carefully, keep the enviromment in stack rooms and storage
area clean (free from dust, insect and pest manifestations), and protect the material from
direct sunlight.

1.2.9 Summary
A library executes its functons through different sections. Most of the libraries have eight
sections, viz. acquisition, technical processing, circulation, reference, periodical, binding,
care and maintenance and administration and accounts department. Apart from these
sections, depending upon the nature of the collection and services, libraries may have an
archive, slides, electronic collection and other departments as well, This unit has discussed
acquisition, cataloguing, circulation, periodical, binding, preservation and maintenance.

The main funchon of acquisition section is to acquire information resources, especially
books for the library. For this purpose, the section executes four functions, namely,
selection, ordering, receiving and accession. The Catalogue section is responsible for
creating library catalogue as per the cataloguing rules adopted by the library. In the
automated system, the section creates and maintains a catalogue database. The circulation
section provides the means of borrowing material to the members of a library, For this
purpose, the section maintains members' database or records, organises books on shelves
and keeps issue-return and various other records. The Periodical section selects periodical
titles, subscribes, receives different issues and displays them. The Binding section is
responsible for the binding of books, periodicals or any other material acquired by the
library, which requires binding. The Preservation section is responsible for preserving
books or any other printed material. Its duty is to minimise the damage that can be possibly
caused to any document. In case of any damage to the library material, the section
undertakes the conservation work and revives the damaged material to a usable condition
through different treatments. Lastly, the Maintenance section is responsible for shelving,
re-shelving, maintaining orderly arrangement of the collection and taking care of all types
of thelibrary material and associated equipment.
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Bindery: The department where loose issues are sent to be bound into volumes.
Blocking: To line up the spines of the books with the edge of the shelf.
Book Shelving: The act of putting books in their proper places on the shelves of a library.

Book Supports: Book supperts are used to hold books upright and uniformly packed ona
shelf.

Drisplay: Putting the library material on shelves in such a way that the face of the document
is visible to the user.

Maintenance: The Maintenance of library materials means continuous monitoring of the
library's stack room, display of new books and arrangement of books on racks after use.

Rack: The shelves used for display of periodicals are called racks,

Set: A set consists of all the issues of periodicals belonging to a volume or a year, put
together in the proper order,

Stacks: The rows of books that house the library's collection

Stock verification: The checking of library's holdings for finding out missing items in the
collection.

Weeding: Theact of removing books, which are notof any further use in the library,

Exercise

Short Answer Questions

List the functions of acquisition system,

Enumerate the various modes of library acquisition.

What are the advantages of library consortia based acquisition?
Which are the functions to be performed by the cataloguing section?
What is the need for filing catalogue cards?

Why is the reservation of library materials carried out?
Explain the conceptof Inter Library Loan.

List the miscellaneous tasks performed by the circulation section.

SR AL R

Describe the need for having a separate periodicals section.

i
2

List the criteria for selecting periodicals as recommended by ASLIB,

-
b

Why does the library collection need binding?

=
ra

Give the reasons that lead to damage of printed library materials.
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13, How dohuman beings actas a damaging agent of the library material?

14, Why is a maintenance section needed for every library?

Long Answer Questions

1 Explain the need and purpose of acquisition of the library material,

2 Discuss the selectioncriteria for documentary sources,

3. Discuss the functions of cataloguing section.

4 Explain the various methods of acquiring periodicals.

5. Discuss the three card system for periodical maintenance as designed by
Dr.SR Ranganathan,

B. Discuss various kinds of library binding.

7. Writeadetailed account of care, handling and repair of documents.

8. Giveabrief overview of the binding process required for library books.

9. Describe various preventive measures adopted by librarics against environmental

factors.

10, What are the ways in which printed library material is damaged? Describe any two
with appropriate examples,
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Module-2 ‘ Organization of Library Resources: Advanced

Unit-1: Library Classification

Afterstudying this Unit, students will be able to:

=% Knoir the conceplof Main Class
=o  Understand the concept of Fundamental Categories
= Explmn the APUPA Pattern
= Develop practical approach for classification
-
Classification (DDC) Schemes
Contents
211  Introduction
21.2 MainClass
2121 Facetsof a Main Class
21.3 Conceptof PMEST (Fundamental Category)
2131 Time
2132 Space
2133 Energy
2134 Matter
2135 Personality
214 APUPA pattern
2.1.5 Stepsin Library Classification
21.6 Classification by CC & DDC
21.6.1 Classification by CC
2162 Classification by DDC
21.7 Summary
218 Glossary
21.9 Exercise

Gain knowledge abont practical classification from the Colon Classification (CC) and Dewey Decimal
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2.1.1 Introduction

21.2

Inour daily life, we use classification to put similar things together. Similarly, libraries may
have hundreds, thousands or even lakhs of documents, which include not only books, but
various other kinds of documents as well, If we do not keep these books/ documents ina
systematic order, it becomes difficult to locate the document(s) required by the users.
Without a proper system of classification, it will be very difficult to find a particular
documentamongst the hundreds or thousands of documentsavailable in a library.

Library Classification is a technique, which helps in the proper organization and
arrangement of documents and information in asystematic manner, so that the user can use
sources of information effectively. The whole universe of knowledge is divided into several
subject areas which are multidimensional in nature. Each classification scheme divides the
universe of knowledge into different classes denoted by specific notations, symbols,
numbers, and so o, The library classification helps in the following ways:-

i.  Shelfarrangement of documents

ii.  Subjectanalysis of documents

i,  Addsautomated and semi-automated informationretrieval system,
iv, Aidsdataorinformation retrieval, and

v, Specifies the location of a particular document

Main Class

The library classification of a document consists of two steps, First, the "aboutness” of the
material is ascertained, and second, a class number, based on the classification scheme,
which is used in a particular library, is assigned to the material using the notation of the
system. Inlibrary classification systems, each document can be placed only under one class,
referred to as the main class, This is done for shelving purposes because a book can have
only one physical place.

Dr. Ranganathan (1967) defined the Main Class as “the fairly homogenous conventional
regions of knowledge, which together form the first order array of classes which are
mutually exclusive and totally exhaustive of the field of knowledge”.

The main classes in all the schemes of classification may not be the same. The classes which
appear as the major divisions of the universe of knowledge are the main classes in that
classified scheme. Onee the knowledge is organized into a number of main classes, the next
step is to mark the facets of each main class, derived from the main classes. These reflect the

specific component of a subject.

o
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2.1.2.1 Facets of a Main Class

Let us first understand what are facets and isolates in the context of library classification.

21.3

Facetisa generic term used to denote the components of a basic subject, i.e., basic facetor an
isolate facet of a compound subject. An isolate is any idea or idea complex to form a
component of a subject, but not deemed singularly to be a subject. Isolates are of two kinds -
common isolates and special isolates,

When we divide the universe of knowledge up to the stage of the Main Class, facets donot
appear. But when we have to divide a Main Class, the concept of facets appears in the case
of some main classes. The purpose of facets is to divide a main class into its possible
divisional aspects, As the Main Class contains a number of smaller units of ideas or entities
withinit, onemethod of their divisionis to group them all into one consecutive sequence,
Another possible method for the division of a main class is to divide it first into its possible
tacets. The process can be termed as recognition of categories under a class. Theretore, any
class enumerated in the first order array of a scheme of classification of the universe of
knowledge is categorised as a main class.

Concept of PMEST (Fundamental Category)

The Colon Classification scheme contains both, the basic subjects and their facets (which
contain isolates), A basic subject can stand alone but in contrast an isolate is a term that
mediates a basic subject. To create a class number, the basic subject is named first. The
isolates follow, entered according to a facet formula. This formula states that every isolate
in every facet is a manifestation of one of the five fundamental categories — persenality,
matter, energy, space, and time. Personality is the distinguishing characteristic of a subject.
Matter is the physical material of which a subject may be composed. Energy is any action
that occurs with respect to the subject. Space is the geographic component of the location of
asubject, And time is the period associated with a subject.

As mentioned above, there are five fundamental categories into which a subject or main
classis divided. Theseare the five aspects of asubject.

Main Class

Personality Matter Energy Space Time

Fig 2.1.1: The five aspects of a subjecl
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Dr. Ranganathan named the five fundamental categories as PMEST, which is, Personality,
Matter, Energy, Space and Time, A subject may have a Personality aspect, a Matter aspect,
an Energy aspect, a Space aspect, and a Time aspect.

21.3.1 Time
According to Mills, the fundamental category, Time “is usually embodied in periods”.
According to Dr. Ranganathan, “The fundamental category time occurs in cvery subject
forming a local description of local history of any subject”. Time indicates that the entities
under different subjects must change in its structure, meaning, history development, with
the progress of times.

Example: History of the 18" century is different from that of the 15" century,

2.1.3.2 Space
According to Dr. Ranganathan, “the surface of the earth is a manifestation of the category
'Space’. It occurs inevery subject forming a local description or local history of any subject.”
Most of the subjects, if not all, get manifested in relation with continents, countries and their
subdivisions.
In CC (Celon Classification), there is a schedule of Geographical Divisions which can be
attached to a subject. In DDC (Dewey decimal classification), there is a space facet
applicable under the class History, and throughout the scheme the facet is available under
the directon divide, like 940-999,
Example: Inthe following examples, the term denoting space is given in brackets.
i, Agriculturein (India) brought up to 1990
ii.  Historyof educationin (India)

2.1.3.3 Energy

According to Mills, the fundamental category, Energy is, “a category of facets which
characterize the exercise of energy, i.e, activities, operations, processes, problems, etc.”
Palmer and Wells feel that Energy “usually presents itself as a problem to be solved, ora
mode of work or appraach.” Dr. Ranganathan, in his Colen Classification, calls the facet
based on the characteristic Energy, the problem facet. Thus, the fundamental Energy covers
the problems, action including methods, functioning, and etc. aspects of a main class, Many
main classes will have certain units which deal with the problems in the subject. These
problems are generally applicable to all the organs of the class.

Inthe class Agriculture, certain processes and actions like sowing and harvesting also come
under Botany; units like physiology, and pathology are noticed in Zoology and Medicine,
which deal with functioning. Isolates, which make the category Energy, are generally
important actions in the subject and commend a greater influence on the subject from two
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directions, One is when they are in general reference to the class and the second when they
refer to the organs of the subjectindividually.

Dr. Ranganathan postulates that the energy aspect in a main class may manifest itself in
different rounds of energy, thatis, 2E= second round of energy after 1E; 3E= third round of
energy after 2E and so on, In Agriculture, the energy focus 'manuring’ needs to be followed
by ancther energy facet consisting of foci (facet) such as collection, grading and application.
Another example is from Medicine. Pathology or disease is a problem and therefore it is
[1E] of the subject treatment and surgery, etc. are for actions on diseases themselves, and
therefore, they are the [2E] of the subject.

Matter

Dr. Ranganathan postulates matter as a fundamental category capable of manifesting itself
as the 'constituent of a whole'. However, Mills argues, “Matter is the category of facets
which reflect substances, materials, etc. [tis manifested clearly in most technologies and in
many of the natural sciences; and itis generally absent from theoretical disciplines like Law,
Economics, Literature, ote.” Vikery feels that * Matter comprises constituent materials of all
kinds.”

The Matter facet is inherent in many subjects falling within a main subject, The ones
enumerated in CC are: Library Science, Engineering, Sculpture, Painting and Music. The 7"
edition of the Colon Classification has given large scope to the Matter facet. There are three
groups of “Matter” viz. Matter Material, Matter Property and Matter Method,

For Example: In the Main class of Library Science, Matter figures as the reading material. In
the class Painting, Matter figures as the materials used for painting. In the class Music,
Matter figures as the musical instruments, and so on,

Dr. Ranganathan was convinced that the facet "Matter” should be expended into three
groups and many isolates from the facet "Energy” be shunted to “Matter Praperty”™. The
three groups of Matterare;

1.  Matter Property [MP]

Ex. MainSubject MP
Biology Morphology
Physiology
Education Thinking
Reasoning

2. Matter Method [MM]

Ex. MainSubject mr
Chemistry Physical Method
Fluid Method
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3. Matter Material [MM]

Ex. Main Subject Mr
Technology Product
Biology Substance

2.1.3.5 Personality

The fundamental category 'Personality'is most concrete and the category Time' is the most
abstract or the least concrete sector. The Personality facet indicates the core point of the
subject at hand. According to Palmer and Wells, 'the term personality is used for the
wholeness of any subject. Personality inheres in the subject itself and gives colour to the
ather fundamental concepts transtorming them into concrete things.!

The Personality facet is of prime importance in many subjects, belonging to different
classes, and it is the most recognizable facet for the specialists of a class. Personality is the
first facetin many subjects and itis often experienced that the other facets work as attributes
of personality for its further subdivision. Matter, Energy, Space, and Time are often
required in relation with the personality facet. The other facets are required in lesser degree
in relation to the main class. Without Personality there can be no organ, constituent,
attribute, action, etc.

According to Dr. Ranganathan, if a concept cannot easily fit into the other four categories
then itis probably a Personality facet. He further adds that Personality is only recognizable
by elimination. After separating out the manifestation of Time, Space, Energy and Matter in
the subject, the residue often turns out to be a personality facet. This may be called the
Principle of Residue,

Within the Personality facet, we find a number of levels into which the whole persomality is
spread. These are known as levels of personality facet, P1, P2, P3, P4 and so on. The different
levels are arranged with the help of the principles of helpful sequence.

Example, Personality facet

Main class " P2 P P4
Literature Language Form Author work

The following example enumerates how the fundamental category, personality, is used in
DDCand CC respectively:

Main class Personality facet DDC cc
Psychology Abnormal psychology 137 Si
Zoology Vertebrate 596 K9

The fundamental category and the connecting symbols used to distinguish them in a class
numberare as indicated below:
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Persomality :  Theconnecting symbol is comma ()

Matter : Theconnecting symbol is semi-colon ()
Energy £ The connecting symbol is colon (1)

Space 2 The comnecting symbol is period ()

Time 3 The connecting symbol is inverted comma (7))
APUFA pattern

Dr. Ranganathan revolutionized classification in the early 20th century by proposing a
dynamic and nuanced system, which could easily adapt to new subjects and incorporate
more details and sub-categories. One of his ideas was the Alien-Penumbral-Umbral-
Penumbral-Alien, or APUPA system/ pattern. It classifies material, based upon, how
closely they relate to a specific topic. He created the APUPA pattern as a method of
classifying books and documents based on their relevance to the searcher.

As per this method, documents are classified into three categories, thatis, Alien, Penumbral
and Umbral. Here, an Umbral document implies a relevant document, which is of main
interest to the members of a library, A Penumbral document is meant for the marginal
interests of the readers. This type is partially relevant and in some way or the other related
to an Umbral document, An Alien document is non- relevant and thus, not required by the
reader. So, we can recognize the pattern which indicates that every helpful sequence of
book is Alien- Penumbral- Umbral- Penumbral- Alien, i.e,, the APUPA arrangement.

The APUPA pattern, thus, arranges the most relevant documents at the center, documents
of marginal relevance on both sides of the relevant document and the totally disconnected
documents are far from the center. This is the best way to maintain filiatory sequence, The
filiatory sequence implies the placement of all the entities of a field of knowledge in a
definite sequence, in one ling, according to the degree of their mutual affinities. A helpful
sequence therefore, is said to be the one which follows the APUPA pattern. APUPA
patterns are dynamic. Any book er other resource within a classification scheme can be an
Umbral source and any resource can also be Penumbral or Alien, depending upon the
subject,

Asmentioned above, this sequence puts the most relevant records in the centre. The records
which are connected with it are placed before and after it; and those which are totally
disconnected are put at a distance from the Umbral. It is this kind of an APUPA
arrangement, which gives the reader great satisfaction. If it manages to do so, then itis said
tobe in full conformity with all the Five Laws of Library Science.
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Penumbral Alien

Fig 2.1.2: APUPA Arrangement

Example: If a user is seeking a book on 'growing oranges', that book is the Umbral source,
Books about 'packing and transporting oranges'; a related topic but not exactly the same are
Penumbral sources. Books about setting up industry for bottling orange juice would be
Alien, orunrelated sources,

21.5 Stepsin Library Classification

Dr. Ranganathan has prescribed a procedure involving nine successive steps for translating
the title of the document; for analysing the title of a specific subject into facets, and for
giving it anappropriate class number. The steps are as given below.

Step : Write down the Raw Title (= Title as found in the document).

Step 1: Full title (= Title expressing each of the relevant basic and isolate ideas in the
subject of the document, arrived at by filling upall the ellipses in the Raw title). Deriving
the Expressive Title from the Raw Title by filling up ellipsis such as basic class or any
other facet implied in the Raw Title. This is done by breaking down composite terms
into their fundamental constituent terms, according to a principle which sets a limit to
the semantic depth of the fundamental terms.

Step 2: Kernel Title (= Full title except the auxiliary or apparatus words and each
composite term denotes a composite idea replaced by the fundamental constituent
terms, which denote its fundamental constituent ideas),

Step & Analysed title (= Kernel Title with each kernel term marked by a symbol, which
denotes the fundamental category of which the ideas denoted by the term is a
manifestation and also the round and the level to which it is assigned in conformity to
the postulates of classification). This is done essentially with the help of wall picture-
principle, taking two kernel terms ata time.

Step 4: Transformed Title (= Analytical Title with the kernel terms rearranged according
to the symbolsof analysis attached to them).

Step 5: Title in standard terms (= Transformed title with the Kernel terms replaced,
wherever necessary by their respective equivalents as given in the appropriate
schedules).




Step 6: Title in Facet Numbers (= Title in standard terms with the kernel terms replaced
by their equivalent numbers), Deriving the title in Facet Number from the title in
standard terms by translating the Basic Class Facet and every other facet into its Basic
Class Number or the [solate Number, as the case may be. This is done with the aid of the

classification schedules, When any isolate is new, that is, not available in the schedule,
its isolate numberis constructed with the aid of the principles.

Step 7: Class number (got by removing the symbols of analysis and inserting the
appropriate connecting symbols between the facet numbers in accordance with the
Rules).

Step 8: Translate the synthesized class number into natural language by way of
verification. In this step, carry out facet analysis of the Class Number, giving a digit by
digitinterpretation and verifying the correctness of the number,

Steps 0 to 4 deal with the work in the idea plane. Step 5 deals with the work in the verbal
plane. Step 6 and 7 are concerned with the notational plane. Step 8 involves the examination
of work in all the planes. Step { shows the title as it appears on the document. Under Step 1,
adding the name of the main subject, if it isnotincluded in the title and break the compound
terms into their constituent terms. Under Step 2, it shows only those terms which denate
kernel idea by removing other meaningless words like the auxiliary words - of, in, for, ete.
The words that are used in a natural language do not require translation in the artificial
language, and are omitted. InStep 3, the Kernel ideas represented by their respective terms
are analysed into categories (finding out whao is what). They are branded according to the
postulates, Under Step 4, these terms are arranged in a sequence of concrete to abstract,
about which the postulate exists. Under Step 5, the non-standard terms are replaced by the
terms adopted in the scheme of classification. Under Step 6, each term is translated into
numbers. In Step 7, the various isolate numbers are conmected with each other by the
symbols prescribed by the postulates, Lastly, Step 8§ examines the entire process in the light
of the postulates.
Example: Feedingof Cattle in India
Step 0: Raw Title

Feeding of Cattle inIndia
Step 1. Full title

Feeding of Cattle inIndiain Animal Husbandry
Asthename of the mainclass was missing in the raw title, it has beenadded under this step.
Step2: Kerncl Title

Feeding Cattle India Animal Husbandry
The waords 'of and 'in' are auxiliary words. They are not necessary for depicting the specific
subjectof the document. Hence, they are omitted.
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Step 3: Analysed title

Feeding [MP] cattle [P] India [S] Animal Husbandry (BC)
Feeding is a property, hence the manifestation of Matter Property; Cattle is a group of
animals, hence the manifestation of Personality, India is a geographical unit, hence the
manifestation of Space; Animal Husbandry is a recognized basicclass.
Step 4: Transformed Title

Animal Husbandry (BC) Cattle [P] Feeding [MP] India [5]
The postulates prescribe that the BC will come first of all and the sequence of facets will be
PMEST. As [E] and [T] are absent the sequence maintained is [P] [M] [S].
Step 5: Titlein standard form Animal Husbandry (BC) cattle (P) feeding (MP) India (S)
All the terms used are standard terms, Therefore, thereis noneed for replacing them.
Step6: Titlein Numbers

From CC(6"ed.) KX(BC)2[P)1[E]44(5]

From DDC 636(BC)2(P) 084 (E) 1954 (5)
Step 7: Synthesised Number

CC(h"ed.) KX 2: 1044

DDpC 636.205 40954

In CC, colon (1) was used to connect 1 of [E] and period () was used to connect 44 of [S]. In
DDC, dot () is used toconnect 2 {P) and 0 (zero) is used to connect 954 of (S). In 7" edition of
CC semi colon () has been used to connect [MP) and period (1) is used toconnect [S).

Step 8: Verification by reverse translation CC (6™ed.)

KX is Basic Class

2 is Personality facet
1 is Energy facet

e is Space facet

Meaning thereby Feeding of cattle in India’

DDC
636 is Basicclass
2 is Personality facet for cattle
084 is Problem facet for feeding
0954 is Space facet

Meaning thereby 'Feeding of cattle in India’,
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2.1.6 Classification by CCand DDC

2.1.6.1 Classification by Colon Classification (6"ed.)

The sixth edition of Colon Classification is divided into three parts, namely Part 1: Rules,
Part 2: Schedules of Classification and Part 3; Schedules of Classics and Sacred Books with
Special Names. Part 1 and Part 2 will be used for practical classification in this syllabus.

The entire universe of knowledge is divided into the following Main classes:

z Generalia A Spiritual experience and mysticism
T Universe of knowledge MZ Humanities and social science
2. Library Science MZA Humanities

3. BookScience N Fine Arts

4, Journalism NX Literature and language
A Natural Science O Literature

AZ  Mathematical Science P Linguistics

B Mathematics Q Religion

BZ  Physical Sciences R Philosophy

€ Physics S Psychology

D Engineering b Social Science

E  Chemistry T Education

F Technology U Geography

G Biology V' History

H Geology W Political Science

Hx  Mining X Economics

I Botany Y  Sociology

] Agriculture Yxo Social Work

K Zoology Z Law

Kx  Animal husbandry

L Medicine [Mlustrative

LX  Pharmocognosy {:g)  Criticism technique

M Useful Arts {P) Conference technique

(r)  Administration report technique
(") Communication theory

(X} Management
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Part 2 contains different units dedicated for Conmmon Isolate, Time Tsolate, Space Tsolate,
Language Isolate and different relations,

Each main class is started with the Facet formula and then facet numbers for each isolate of
different fundamental categories are provided. Each main class has rules, for constructing
the numbers, given in the 1" part of the Rules section,

Toclassify the documents /titles, we should know the steps for classification,
Practical Examples

Following examples show the synthesis of numbers:

1.  Chemistry
The facet formula for the main class 'Chemistry' is E[P], [P2]: [E][2P]
Where, Fociin|P) = Substance
Fociin[P2] = Combination
Fociin|E][2P] = Problem

Title: Halogen derivative of Methane
Class Number: EA11,1

Where, E = Chemistry (M.C))
Eell = Chemistry (M.C.) Methane [P]
E611,1 = Chemistry (M.C.), Methane [P],

Halogen Derivative [P2]

2. Engineering
The facet formula for the class 'D Engineering' is D[P, [P2]: [E]|2P)
Fociin [P] = Work
Fociin|P2]
Fociin [E][2P]

Part (forall work facetexcept D)

Prablem

Title: Design of steel window shutters
Class number: D38, 78: 4

Where,
D = Engineering (M.C.)
D38 = Engineering (M.C.), Steel [P
D38,78 = Engineering(M.C.),Steel [P],
Window shutter [P2]
62



D 38784 = Enginecring (M.C.), steel [P],
Window shelter [P2], Design [E]

3. Physics
Dr. Ranganathan has divided the main Class 'C Physics' into the following canonical
divisions:
€1 Fundamentals
C2  Properties of matter
C3  Sound
C4  Heat
5 LightRadiation
C6b  Electricity
C7  Magnetism
CR  Cosmic hypothesis
Each Canonical Division has its own facet formula.
C3 sound; the facet formula for this class is C3 [P): [E]| 2P|
Where, Fociin[P] =  Wavelength
Fociin[E][2P] = Problem

Title: Analysis of ultra sound

Class number: C 35: 38

Where,
= = Physics(M.C)
3 = Physics (M.C.)}, Sound (C.C.)
35 = Physics (M.C.), Sound (C.C.) Ultra sound [P)
(3538 = Physics (M.C.}, Sound (C.C.) Ultra sound [P],

Analysis [E]

4. Mathematics
The main class, mathematics, has been divided into the following canonical classes:
Bl Arithmetic

B2  Algebra

B3 Analysis

B4 Other Methods
B5  Trigonometry

63



Lilwary and

infoPmaton
. Sclence

B&é  Geometry
B7  Mechanics
B8  FPhysio Mathematics
B9 Astronomy
The facet formula for B6 Geometry is B6 [P]: [E][2P]
Where, Foci in |[P)=Space
Fociin [E][2P] = Method
Title: Differential methods in three dimensional geometry
Class number: Ba3:3

Where
B = Mathematics (M.C.)
B = Mathematics MC) Geometry (C.C)
B63 = Mathematics (M.C.), Geometry (C.C),
Three Dimensions [P]
B63:3 = Mathematics (M.C.}, Geometry (C.C)),

Three Dimensions [P], Dafferential [E]

5. Medicine
The facet formula for the class medicineis L |P): [E]|2F)

Where, Fociin[P] = Organ
Fociin[E] = Problem
Fociin[2P] = Cause(ford Discaseof [E])

Title: Treatment of tropical Diseases
Class Number: L 9H: 4:6

Where
L = Medicine (M.C.)
L9H = Medicine (M.C.), Tropical {special facet)
LoH:4 = Medicine (M.C.), Tropical (special facet),
Discasc [E|
L9H:4:6 = Medicine (M.C.), Tropical (special facet),

Disease [E], Treatment [2E]




Literature
The facet formula for the class Literatureis O[P], [P]), [P3], [P4]

Where, Fociin|P] =  Language
Fociin[P2] = Form
Fociin[P3] = Author
Fociin[P4] =  Work
Title: Hamlet (written by Shakespeare, Author bornin1564)
Class Number: O11L, 264
Where,
0 = Literature (M.C.)
0111 = Literature (M.C.), English [P]
0111, 2 = Literature (M.C.), English [P] (taken from language
Isolate schedule), Drama[P2]
01112164 = Literature {M.C.), English [P]itaken from language
Isolate schedule), Drama [P2], Author name [P3]
{got by chronological Device)
7. Economics
The Facetformula for the class Economicsis  X[P]: [E][2P]
Where, Fociin|P] = DBusiness
Fociin[E][2P] =  Problem
Title: Value of Paper money
Class number: X61;4:7
Where,
X - Economics (M.C.)
X6l = Economics (M.C.), Money [P]
Xol:4 = Economics (M.C.), Money [P]Paper [M]
X61:4.7 = Econemics (M.C.), Maney [P]Paper [M], value [E]

2.1.6.2 Classification of documents using DDC 19" edition

Inva library, various documents including books and other reading material are arranged
by their subjects. For arranging books, a classification systemhas tobe adopted. The Dewey
Decimal Classification (DDC) is the most popular classification system used all over the
world. The 19" edition of DDC, published in 1979, has three volumes, Understanding of all
three volumes is very essential for classifying documents efficiently. For classifying the

documents, the following tasks have to be performed:
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i.  Todetermine the specific subject of the documents to be classified, and
il.  Toassignappropriate notation from the schedules and tables to the specific subject.
Structure of DDC (19" edition)
The 19" edition of DDC has three volumes:

Yolume 1: Introduction and Tables

Volume 2: Schedules

Volume 3; Relative Index
Volume 1: Introduction and Tables
The editors' “ Introduction” explains in detail, the structure of the scheme, its various plans,
its features and provides full instructions on its wse. It also provides guidance for
determining the subject and subsequently, locating the appropriate class number, The 2%
part of Volume 1 has seven Auxiliary Tables. These are: 1. Standard Subdivision, 2. Areas, 3.
Subdivision of individual languages, 5, Racial, Ethnic, National groups, 6. Languages, and
7. Persons.
Lastly, the three outlines of the scheme are given in the order of their increasing details. The
First Summary, also called the Ten Main Classes, provides a broad outline of the division of
the entire universe of knowledge as per this system. Each of these ten main classes is further
divided into ten branches called divisions. Hence, there are 100 divisions in all. This is
called the Second Summary or the 100 Division of DDC Furthermore, cach of these 100
divisions are divided into ten parts called sections. Hence, there are 1000 sections in all. This
iscalled the Third Summary.
First Summary:

000 Generalities

100 Philosophy and related disciplines

200 Religion

300 SocialScience

400 Langage

500 PureSciences

600 Technology (Applied Science)

700 The Arts

800 Literature

900 General Geography and History



Second summary of the main class 300, social sciences, is as follows:
310 Statistics
320 Political Science
330 Economics
340 Law
350 Public Administration
360 Sodial Problems and Services

370 Education

380 Commerce

390 Customs, Etiquette, Folklore
Third summary of the division 330, economics is as follows:

330 Economics

331 Labour Economics

332 Financial Economics

333 Land Economics

334 Cooperatives

335 Sodalismand related Systems

336  Public Finance

337  International Economics

338 Production

339 Macroeconomics and related Topics.
Volume 2: Schedules
This volume contains the division of subjects, arranged in a sequence of decimal fraction
numbers from 001-999. The numbers are given in numerical order and show hierarchical
relations of subjects. To understand the correct and efficient use of the schedules, it is
necessary to understand the various notes and instructions provided under various entries.
Any number enclosed in square brackets is no more in use. Hence, such a number is not to
be used.
Example: [309] Social situation and condition

[306] Unassigned ete.

While assigning the class number, transcription of class number is required:

=2 Noclass numberconsists of less than three digits, e.g., 500,530, etc.
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3.6.2.1

= Whenaclass number extends beyvond three digits a period (1) is put between the third
and fourth digits, e.g., 324.3.

*¢  To break the monotony of lengthy numbers and to aid memaory a period () is used
after the third digit.

=>  Ifaclass number extends beyond six digits then after every third digits, a space is left.
In ather words, after the sixth digit the remaining digits are transcribed in 'group of
three'leaving a space between bwo groups,

Example: 621.38800287 is actually transcribed as:

621.388 00287

Volume 3: Relative Index

Volume 3 of DDC is the Relative Index. It is a kind of index which not only arranges the
concepts and their terms in an alphabetical sequence but alse shows the relationship
between the terms and the context inwhich the subjects appear in the schedule. It makes an
independent approach toclassification,

Assigning class numbers with the help of tables and schedules;

There are seven auxiliary tables, which support the schedules for the formation of class
numbers of documents. The schedule contains main classes and their divisions. Various
instructions are provided in the schedules to build appropriate class numbers,

Tables

Tables are found in the first volume of DDC. The tables are explained with the worked out
examples given below:

i, Table 1: Standard Subdivisions

Table 1is of Standard Subdivisions. The hyphen (=) preceding each number indicates
that it never stands alone. The hyphen () is omitted when vou add a specific number
from Table 1 to the base number from the schedule. The numbers from this
subdivision are added directly to the base number from the schedule,

Example:
Title: History of Philosophy
Analysis:
100- Philosophy (fromschedule)
-09 (Table1) - History
Synthesis
100+-09
1+-09=109
Class Number: 109




ifi.

Table 2: Area

Table 2 includes areas, regions, places in general (-1), which include physiographical
features, population clusters, political and economic groups. “ Add to” instruction is
used at several places in the tables and schedules for the use of area subdivisions from
Table 2 to the base number,

Example;
Title: Elementary education in India
Analysis:
372 Elementary education (from schedule)
37291-99 Geographical treatment
{Add “ Areas” notation 1-9 from Table 2 to base number
3729)
{from schedule)
-54 India (from Table 2)
Synthesis:
3729+ -54=372954
Class Number: 372.954

Add 09 from Table 1 to add area from Table 2, if Geographical treatment {i.e., add
'Area' instruction) instruction isnot given in the schedule of the base number.

Example;

Title: Buddhist religion sects and reform moments in Japan

Analysis:
294.39 Buddhist sects and reform movement
{from schedule)
-9 Historical and geographical treatment {from Table 1)
-52 Japan (from Table 2)
Synthesis:
294 39 + -09 +- 52 =204 3090652
Class Number: 294.390952

Table 3: Subdivisions of Individual Literature
The notation from Table 3 is never used alone but may be used as required with the
base number for individual literature identified by *under 810-8%0({schedule). Table 3

is supplemented by Table 3A which provides additional elements for building
numbers with Table 3.
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Example:
Title; Idealism in English Poetry
Analysis:

820 English Literature (from schedule)

-1 Poetry (from table 3)

-13 Idealism {from table 34)

Synthesis:
Dropped
B20+-1+13
B2+-1+13=321.13

Class Number: 821.13

Table4: Subdivisions of Individual Languages

Table 4 subdivisions of individual languages is never used as required with the base

numbers for individual languages identified by * asterisk under 420-490 in the

schedule,
Example:
Title: French Grammar
Analysis:
440 = French Language
(from schedule)
-5 = Grammar (Table4)
Synthesis:
Dropped
0 +-5
44 +-5=445
Class number: 445
v.  Table5: Racial, Ethnic, National Groups

The nationin this table is never used alone but may be used as required either directly

orwith * Add to” instruction or through the interposition of notation - 089 from Table
1, withany number from schedule

Example:

Title: Japanese Cooking
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Analysis:
641.592

-956
Synthesis:

Ethnic Cooking
{fromschedule)

(Add “Racial, Ethnic, National Groups” notation
03 - 99 from

Table 5 to base number 641,592)

= Japanese (Table5)

641,592 +-956 = 641592956
Class Number: 641.592956

Table 6: Language

The names of languages are never used alone, but may be used with the numbers
from the classifier from Table . The use of this table is mostly in relation to the main

classes, 400 language and 800 literature,

Example:

Analysis:
305.7

9149

Synthesis:

Title: Social Status of Nepali's

= Social status of language groups

(Add "languages” notation 1-9 from table 6 to base
number 35.7)

(fromschedule)

MNepali (Table-6)

1}

305.7 +-9149=305.791 49
Class Number: 305.791 49

Table 7: Persons

The notation from Table 7 persons is never used alone, but may be used as required
with any appropriate number from the schedules with “Add to” instruction or

through interposition of notation - 024 from Table 1,

Example:

Title: Psychology books for teachers

Analysis:
150

= Psychology (fromschedule)
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-024 = Works for specific types of users (from table T)
{Add “persons” notations 03-99 from table 7 to the
base number -124)
-372 = Teacher (from table 7)
Synthesis:
150 +-024 +-372
15+-024+-372=150.24372
Class Number: 150.243.72

3.6.2.2 Schedules (2* Volume of DDC)

Ttcontains Main Classes and their divisions,

L.

ii.

Generalities 000

The schedule of this main class deals with discplines/subjects such as bibliography
010, library & information science 020, musuo!ogy 060, Journalism, Publishing
Newspapers 070, Books rarities 090, ete.

Example:

Title: Classification of Botany

Analysis:
025.46 = (lassification of specific disciplines and subjects
{fromschedule)
{Add 001-999 to base number 025.46)
581 = Botany (fromschedule)
Synthesis:

012546 + 581 = (125.465 81
Class Number: 025.46581
Philosophy and Related Discipline 100
The schedule of this main class deals with disciplines/ subjects such as philosophy
and psychology. The other subjects are Metaphysics, Epistemology, Logic, Ethics, et

Example:
Title: Hindu Philosophy
Analysis:
181 = Oriental Philosophy

{from schedule)
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181.04-.09 = Based on specific religions

{from schedule)

{Add to base number 181,04 the number following
29 is 294 -299)

294.5 = Hinduism
(fromschedule)
Synthesis:
181.0 +294.5

1581.0+4.5=181.045
Class Number: 181.045
Religion 200

The main class Religion is mostly devoted to Christianity {i.e., from 210 -289). Other
major religions of the world are listed at 292 - 299,

Example:
Title: Hindu Religions Group
Analysis:
2945 = Hinduism
29456-.57 =  Leader organisations, activities
(Add to base number 294.5 the number following
2915 291.6-291.7)
(fromschedule)
291.61 = Religions Group
Synthesis:
294.5 + 291.61
294.5+-.61=294.561
Class Number: 294.561

Social Sciences 300

The schedule of this main class deals with all the important disciplines in the social
sciences. Some of the disciplines such as psychology, history and geography are listed
under 150 and 900. At several places in the schedule for sodal sciences, there are
special tables. The notation from these tables is to be applied to the divisions
identified by an asterisk.
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Example:

Title: Election law of India

Analysis:
342 = Consttutional and administrative law
342.3-9 = specificjurisdicions and area
(Add “ Area” natation 3 - 9 from table 2 to base
number 342)
{from schedule)
-54 = India {from table 2)
342.07 = Election Law
Synthesis:

342 +-54+342.07
342 +-54+ 07 =342.5407

Example:

Title: Admission Procedure in elementary schools

Analysis:
372 = Elementary education
3F211-.18 = Organizationand Administration
{Add to base number 3721 the number following
371in371.1-371.8)
371216 = Admission Procedure
{from schedule)
Synthesis:

3721 +371.216
3721+ 216=3721216

v.  Language400

The schedule of this main class includes important languages of the world, Various
aspects of languages such as etymology, dictionaries, structural system, etc, are
linked under Table 4 subdivisions of individual languages. Individual languages
identified by an (*) asterisk in the schedules are linked under 420 - 490, They are
further expanded by taking notation from Table 4,
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Example:
Title: English - Telugu Dictionary
Analysis:
420 = EnglishLanguage
{from schedule)
-32to - 39 bilingual dictionaries
(Add “language” notation 2-9 from Table 6 to-3)
(from Table4)
94827 = Telugu (from Table 6)
Synthesis:
420 +-3+-94827
42 +-3+- 94827 =423 94827
Class Number: 423,948 27

Pure Sciences 500

The schedule of this main class covers different branches of pure sciences such as
Mathematics, Astrology, Physics, Chemistry, Geology, Biclogy, Botany and Zoology.
Special tables are also provided at certain places to achieve a synthesis for number

building.

Example:

Title: Pathology of rose Plants

Analysis:
583372 = *Roses
(Add toinstructed under 5382 -589)
04 = General Principles
(listed under 582 - 589)
{Add to 04 the number following 581 in581.1 - 581.5)
581.2 = Pathology
Synthesis:

583372+ (4 +581.2
583372+ +2=583.372042
Class Number: 583,372 042
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vii.

viii.

Technology (Applied Science) 600

The schedule of this main class covers important subject fields such as Medical
Sciences, Engincering, Agriculture, Home Economics, Management Chemical
Engineering, Manufacturing and Buildings. Special tables are also available at
different places.

Example:
Title: Treatmentof gastric ulcers
Analysis:
6/6334 = “*Gastriculcers
{Add aginstructed under 616.1 -616.9)
06 = therapy (listed under 616.1-616.9)
{from schedule)
Synthesis:
616.334 + 06=616.334 06
Class Number: 616.334 06
The Arts 700

The schedule of this main class covers important branches of fine arts viz. Civic Art,
Architecture, Plastic Arts, Drawing Arts, Painting, Graphic Arts, Photography, Music
and Recreational Arts, Under each art, different aspects like description, critical
appraisal, techniques, procedures, apparatus equipment's and materials are listed.
The fine arts have been broadly grouped under fine, decorative, literary, performing
and recreational arts.

Example:
Title: Violinconcerts and recitals
Analysis:
7871 = Violin
(Add asinstructed under 787 - 789)
{(from schedule)
073 = Concerts and recitals
(Listed under 787-789)
Synthesis:
7871 +073=787.1073




Literature 800

The schedule of this main class includes literature of the word incduding literary

forms such as poetry, drama, fiction, essays etc. The basic arrangement is first by
language followed by forms and period. This is supported by Table 3, Table 3A and
Table 6 for specific languages. Indian literature is listed under 891 and 894.

Example:
Title: English Short Stories

Analysis:
820 = EnglishLiterature
-301 = ShortStories (Table3)
Synthesis:
820 +-301

82 +-301=823.01

Class Number: 823.01

General Geography and History 900

The schedule of this main class includes important subjects such as Geography,
History and Biography. There are also special tables available at fow places of
schedules.

Example:
Title: Geography of Brazil
Analysis:
918 = *Geography of south America
(*Add as instructed under 4 - 9 from table 2 to bas
number 91)
{from schedule)
-81 = Brazil
Synthesis:
918 +-81
91+-81=9181
Class Number: 918.1
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21.7 Summary

218

In this unit, the concept of library classification, concept of main classes, PMEST, steps to
classify documents and the APUPA pattern have been covered. The five fundamental
categories- PMEST, that is, Personality, Matter, Energy, Space and Time have been
discussed in detail. The Colon Classification {CC) and the Dewey Decimal Classification
(DDC) schemes have also been explained. The various aspects related to classification of
documents have been demonstrated with the help of suitable examples. You have been
introduced to the process of synthesis in the DDC. The given examples have clearly
demonstrated the synthesis for classification of subjects. There are many situations and
provisions in the DDC where you will have to use the “add to” operations more than once
on the same base number. All seven tables and ten main classes (i.e., first summary) have
been explained,

Glossary
APUPA: An arrangement in which subjects are in the sequence: alien, penumbral, umbral,

penumbral, and alien.

Book Number: The Ordinal number, which fixes the position of a document in a library,
relative to the other documents having the same ultimate class,

Call Number: Call number of a book is the symbaol used to fix its position relatively to the
other books, Itis acombination of classification number and collection number,

Classification: Anorderly arrangement of entities in logical division of a subject by means
of trains of characteristics, An artificial language of ordinal numbers designed to
mechanize this arrangement.,

Classificationist: One, who designs or devises a scheme of classification.

Classifier: One, who classifies a library book.

Class Number: An ordinal number representing the position of a class in a scheme of
classification,

Collection Number: A symbol denoting any special characteristic (size, physical form, or
class of users etc)) of a group of books, which because of this characteristic must be
separately located,

Facet: One side of something that has many sides. In the context of faceted subject analysis,
a facetis one of the many aspects of a subject.

Facet analysis: Examination of the various aspects of a subject to identify the basic
characteristics by which it can be divided into sub-classes; the first step in developing a
faceted classification system,
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Main Class: A fairly homogeneous region of the universe of knowledge given by scheme of

classification as a focusin its first orderarray of the universe of knowledge.

PMEST: The five main facets in 5.R. Ranganathan's Colon Classificetion: Personality, Matter,
Energy, Spaceand Time,

Wall Picture Principle: If two facets A and B of a subject are such that the concept behind B
will not be operative unless the conceptbehind A is conceded, even as a mural picture is not
possible unless the wall exists to draw upon, then the facet A should procede the facet B

Exercise

Short Answer Questions
1. Whatis Library Classification?

2. Define 'Main Class' according to Dr. SR Ranganathan.

3. Whatarefacetsand isolates in the contextof library classification?

4. Whatis PMEST?

5. Whichare the three groups of the fundamental category "Matter'.

6. Describe inbrief the fundamental category Personality’,

7. Whatistheimportance of AFUPA pattern in library classification?

8 Inhowmany partsis the 6" edition of the Colon Classification divided?
9. Listthemainclasses in DDC.

10.  MNameall the velumes of the 19" edition of DDC.

Long Answer Questions

1. Explainthe conceptof main class and its facets,
2, Explainthe fundamental categoriesin library classification,
3. Explainthe APUPA Pattern?

Discuss thesteps tobe followed for classification of documents?

Whatare the different tasks that have to be performed whileclassifying documents?
Describe briefly the Colon Classification, 6" edition,

Givea brief account of the Structure of DDC (19" edition),

NS T T I

Explain the role of tables in the DDC.
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Module-2 ‘ Organization of Library Resources: Advanced

Unit-2: Library Cataloguing

After studying His section, students will be able fo

= Explain the concept of Catalogieing

Enumerate the methods of Catalogiig

Explain the process of Cataloguing

Demonstrate the MARC 21

Learn the process of Cataloguing Hirough AACR ITand MARC 21

LI I

Contents

221 Introduction

222 Cataloguing Rules
2221 Need
2222 ISBDY
2223 AACR-2
2224 MARC21

223 Cataloguing Format
22351 AACR-2
2232 MARC21

224 Summary

225 Glossary

2.2.6 Exercise

221 Introduction

Cataloguingis the process by which we create and maintain the database of books, journals,
audio-visual materials, etc, thatare owned by a library, Cataloguing is alse anartof making
or maintaining library holdings. It involves careful examination of different details of
documents being catalogued and to record, describe and index itina systematic manner. It
is equally important to arrange, maintain and present the catalogue ina uniform manner.
These are the spheres of activities that come under the operation that is called cataloguing,

The information contained in the library catalogue provides many access points needed for
the library users, who are looking for specific documents in the library, Traditionally, the
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222

2221

2222

library card catalogue provided access by the author's name, the title of a document, and
the subject(s) covered in the item. Other points of access were additional authors, names of
series, illustrators, and sometimes the titles of contents. Presently, computer catalogues can

provide access to any part of the information contained in the record for a documentin the
library. This unit will discuss AACR-2 and MARC 21, the two, widely used cataloguing
method for making the catalogue entries.

Cataloguing Rules

Cataloguing rules is a set of instructions for determining the information requirements of a
library catalogue. These rules have gone through many changes over time, but the basic
function of cataloguing rules is to answer the following questions:

¢ Which information from a bibliographic item is to be included in the entry?

= How isthis information tobe presented ona catalogue entry or in a cataloguing record?

=  How should the entries should be sorted in the cataloguce?

Need

Library catalogue is a tool that provides a better accessibility of library holdings. An
efficient catalogue is almost like a key to the documents of the library. It helps users and
support-staff to locate a document within a minimum time. The better the access, the more
use the collecton receives, and the more satisfied the wser is in his or her search for
information in the library.

ISBD

For a larger collection, more elaborate cataloguing rules are required, Users do not want to
examine hundreds of catalogue entries or dozens of library items to find a single library
holding, Currently, most cataloging rules are similar to, or even based on, the International
Standard Bibliographic Description (ISBD), a set of rules produced by the International
Federation of Library Associations and Institutions (IFLA) to describe a wide range of
library materials. IFLA's ISBD Review Group is responsible for maintaining the 1SBD. It
helps to create a bibliographic description in a standard, human-readable form, especially
tor use ina bibliography ora library catalogue. The chief purpose of the ISBD s to providea
standard form of bibliographic description that could be used to exchange records
internationally, These rules organize the bibliographic description of an item in the

followingareas:

1)  Title and statement of responsibility (author or editor)
2} Edition

3}  Material specific details (for example, the scale of a map)
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4)  Publication and distribution

5)  Physical description {for example, number of pages)
)  Scries

7} MNotes, and

8}  Standard Number (ISBN}

Each book, while, being enlisted in the catalogue has to be described individually. This
description is called a record of the document, An entry is a single record of a document,
Entries are prepared by different cataloguing Rules/ Methods/ Codes. Two methods used
by mostof the libraries in the world are:

= AACR-2

= MARC21

The most commonly used set of cataloguing rules in the English speaking world are the
Anglo-American Cataloguing Rules, 2nd Edition, or AACR-2 for shaort,

AACR-2

The Anglo-American Cataloguing Rules prepared by the American Library Association, the
British Library, the Canadian Committee on Cataloguing, the Library Association and the
Library of Congress, AACR was published for the first imein 1967, In 1978, the second edition
was published as AACR-2which wasagain revised in 1988 and is knownas AACR-ZR.
AMNCR-2 provides three levels of description for different areas for a document depending
upon the nature and size of the library. According to the needs of a particular document or
library, the different levels of descriptioncan be used. The first level provides the minimum
information which is necessary to identify a given document. The second level provides all
the data which may be considered necessary for description of documents forming part of
the main collection of medium to large libraries in the context of libraries in developed
countries, The third level provides information covering every descriptive element
described in the AACR Code.

Thethree level of description are as follows:

First Level of Description

Minimum elements are taken for the first level of description. The general rules 118, 1.1F,
1.28, 1.3, 14D, 1.4F, 1.5B, 1.7 and 1.88 of AACR-2 may be used for this purposc. The
following specification may be given under the firstlevel of description:

Title proper/ first statement of responsibility, if different from main entry heading in form
or number or if there is no main entry heading. - Edition statement. - Material {or type of
publication) specific details. - First place of Publication: First Publisher, etc., date of
Publication, etc. - Extent of item. - Note(s).-Standard number,



Second Level of Description

The elements covered in the 2 level of description are as follows:

Title proper [GMD|=parallel title: other title information/ first statement of responsibility, -
Edition statement,/ first statement of responsibility relating to the edition. - Material (or
type of Publication) specific details. - First place of Publication, etc.: first Publisher, etc,,
Date of Publication, etc. - Extent of item: other physical details: dimensions. - (title proper of
series/ statement of responsibility relating to series, ISSN of series: numbering within the
series. Title of sub-series, 1S5N of sub-series; numbering within sub-series). -Note(s). -
Standard number,

Third Level of Description

Third level includes every possible clement given in the rules that can be used in the
cataloguing through AACR-2,

Position for Different Element in the Entry

The following rules for positions for the different elements in the catalogue entry should be

observed:

1) Call Number containing Class Number, Book Number and Collection Number, if
any, may be written on the upper left corner of the entry. Class Number will be written
on the 4" line from the top of the card and from the left edge of the card. Book Number
will be written just a line below of the Class Number. If the Class Number consists of
maore than 8 digits, it will be written on the 3" line from the top of the card and may
continue beyond the firstand second indention.

2} The head line will be used for either 1* Author or Title chosen for main entry. Tt will
start from 1st indention and continue from the third imaginary indention, But when
the book is entered under title, it begins from the first indention and continues from
the 2" indention. This type of transcription of the entry is known as hanging
indention.

3} The title will start from the 2V indention, on a line below the head line and continue
from the1” indention.

4)  The title and statement of responsibility area, the edition area, the material or type of
publication, specific details area, and the publication, distribution, ete. area will form
asingle paragraph.

5)  The physical description area will start from the 2™ indention and continue from the

1" indention. Tt will include the series area also, Both these clements will form a
separate paragraph.
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#)  The note area will start from the 2™ indention and continue from 1" indention. If there
is more than one note, those may be gi\.ren in separate paragraph.

2224 MARC21
MARC (Machine-Readable Cataloging) standards are a set of digital formats for the
description of items catalogued by libraries {such as books). Tt was developed by the US
Library of Congress during the 1960z to create records that could be used by computers,
and to share those records among libraries. By 1971, MARC formats had become the
national standard for dissemination of bibliographic data in the United States, and the
international standard by 1973, There are several versions of MARC in use around the
world, the most predominant being MARC 21, created in 1999 as a result of the
harmonization of U.5. and Canadian MARC formats, and UNIMARC, widely used in
Europe. The MARC 21 family of standards now includes formats for authority records,
holdings records, classification schedules, and community information, in addition to the
format for bibliographic records.
MARC 21 Formal for Bibliographic Dafa is designed to be a carrier for bibliographic
information about printed and manuscript textual materials, computer files, maps, music,
continuing resources, visual materials, and mixed materials. Bibliographic data commonly
includes titles, names, subjects, notes, publication data, and information about the physical
description of an item. As its name suggests the formataims to meet the challenge of the 217
century,
AMARC record involves three elements: the record structure, the content designation, and
the datacontent of the record. These are described below:
Record Structure: The structure of MARC records is an implementation of national and
international standards, .., Information interchange format (ANSI Z39.2) and format for
information exchange (IS0 2709),
Content Designation: Content designation, the codes and conventions established to
identify explicitly and characterize further the data elements within a record and to
support the manipulation of those data, is defined in the MARC 21 formats,
Data Content: The content of most data clements is defined by standards outside the
formats, e.g., Anglo-American Cataloguing Rules, Library of Congress Subject MHeading,
and National Library of Medicine Classification.
AMARC 21 format is a set of codes and content designators defined for encoding machine-
readable records. Formats are defined for five types of data; bibliographic, holdings,
authority, classification, and community information,
Bibliographic Data Format: It contains format for encoding data elements needed to
describe, retrieve and control various forms of bibliographic material. It is defined for

books, serials, computer files, maps, music, visual materials and mixed material,

84



Bibliographic format blocks

Oxx=Control information, numbers, codes
Txx=Mainentry
2xx=Title, edition, imprint
3xx=Physical description, ete.
$xx=5eries statements
Sxx=Notes
Gxx=Subject access fields
7xx=Name, etc. added entries or series
Sxx=5eries added entries; holding and locations
9xx=Reserved for local implementation
Holding Data Format: It contains format specification for encoding data elements
pertinent to holding and location data for all forms of material,
Holding format block
Dxx= Control information, numbers, codes
Txx=Not defined
2= Not defined
Jxx=Not defined
4= Not defined
Sux=Notes
fxx=Not defined
7xx=Not defined
Sxx=Holdings and location data, notes
D= Reserved for local implementation,
Authority Data format: It contains format specification for encoding data elements that
identify or control the content related to authority control.
Authority formal blocks
Oxx=Control information, numbers, codes
Ixx=Heading
2xx=Complex see references
Jxx=Complex see also references

4wx="5ce from tracing
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Sxx=5ee also from tracing

bxx= Reference notes, treatment, notes, etc,

7xx=Heading linking entries

Sxx=MNot defined

Sx=Reserved for local implementation
Classification Data format: It contains format specification for encoding data elements
related to classification numbers and caption associated with them.,

Classification format blocks

x=Control information, numbers, codes

Txx=Classification numbers and terms

2xx=Complex see references

3xwx=Complex see also references

$xx=Invalid number tracing

Sxx= Valid number tracin

tox= Notes

7xx=Index terms and number building fields

Sxx=Miscellaneous

o= Reserved for local implementation
Community Information Format: It provides format specification for records containing
information about events, programs, services, etc. so that this information can be
integrated into other public access catalogues as data in other record types.

Community information format blocks

Oxx=Control information, Numbers, Codes

Txx=Primary names

Zxx="Titles, Addresses

3xx=Thysical information, etc,

4xx=Series information

Sxx=MNotes

fxx=Subject access fields

7xx= Added entries other than subject

Bxx=Miscellaneous

Ixx=Reserved for local implementation



Organization of the Record

A MARC record consists of three main sections: the leader, the directory and the variable
fields.

The Leader

It consists of data elements containing coded information and it is identified by relative
character position. The leader is fixed in length in a string of 24 characters, 00 to 23. It occurs
in the beginning of each MARC record.

The Directory

It contains the tag, starting location, and length of each field within the record. It serves as
road map of the data contents area. Directory information is dynamically gathered and
stored in a place between the Leader and the Data contents sections. The Directory is
generated programmatically by computer for locating data fields with the help of their
address, which is a string of 12 numeric characters, The size of directory area varies
depending on the number of times the address repeats in the directory, The directory ends
with a field terminator character.

Variable fields/Data Content

The data content of a record is divided into variable fields. MARC 21 format describe two
types of variable fields, viz. variable control fields and variable data fields, Control and
data fields are distinguished only by structure. The data fields are separated by the ficld
terminator which is a pre-determined special character such #, @, cte, The data content
resides in the final section of a Record, and ends with the Record Terminator.

Variable fields and Tags
*¢  The data in a MARC record is organized into fields, each identified by a three -
character tag.

= The MARC 21 formats use only numeric tags.
=¢  Thetagisstored in the directory entry for the field, notin the field itself

= Variable fields are grouped inte blocks or according to the first character of the tag,
which identifies the functon of the data within a record, e.g., mainentry, added entry,
subject entry, The type of information in the field, e.g, personal name, corporate
name, or title, is identified by the remainder of the tag.

Variable control field

= The(0xfield in the MARC21 formats are variable control field.

=t [t consists of data and field terminator, It does not contain indicators and sub-field
codes,
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= It contains either a single data element or a series of fixed-length data elements
identified by relative character position.

Variable data field

st All fields except 00k are variable data fields.

= Following four levels of content designation are provided for variable data fields in
ANS] 239.2:

. A three character tag, stored in directory entry
. Indicators stored in the beginning of each variable data field
. Sub-field codes preceding each data element

. A field terminator following the last data element in the field

2.2.3 Formatof AACR-2 and MARC21
2.2.3.1 Formatof AACR-2

A library catalogue is a useful search tool for the effective use of a library. A library
catalogue can just meet any one type of user approach like author approach, title approach,
etc. Format provides the output in an internationally standard acceptable manner.
Catalogue card of a standard size 12.5cm x 7.5 cm, is one of a physical forms of catalogue.

1" Indention 2" Indention Main Line
iﬂjﬁﬁm Lancaster, F W
Technology and management in library and
information services,/
F.W. Lancaster and Beth Bandore. - Urbana
Champaign: University of Tllinois, 1997,
43316 322p.; 24 cm,
ISBN 087-8450-9951
1. Library Services. 2. Library Science. 1. Sandore,
Beth. 11 Title
Q

Puncj hole

Fig 2.2.1: Catalogue Card {12.5cm x 7.5 cin)



The indention lines are drawn mainly to maintain clarity and to distinguish one line from
another line while recording the details of a document in the form of a catalogue entry. Each
paragraph starts from 2" indention and continues from 1" indention in the description. The

heading section// leading section starts from 17 indention and continues from 2™ indention,

AACR- 2 R never prescribes any indentions in the form of rules in the code except as a
suggestion.

The structure of a main entry with the eight parts and the paragraph and elements there inis
described as under:

IL

Heading
A} Author orother person or Corporate Body chosen as mainentry,
B)Y  Title,if (A)canbe ascribed
Body of the Entry (First paragraph)
A} Title and Statement of responsibility area
(i}  Title proper [1'ncludingaltcrnativc title, if any)
(ii}  General Material Designation (GMDY}
{iii)  Parallel title(s) ather title information, if any
{iv) Statement{s) of responsibility
By  Editionarea
(i)  Edifionstatement (named, numbered or a combination of both)
(i) Statementof responsibility relating to the edition, butnot to all editions
C)  Material (or type of publication) specific details area
{iy  ForCartographic materials, statements of scale and projection
{ii}  ForSerial Publication, numerical and/ or alphabetical designation
D) Publication, distribution, etc. area

(i) Place of Publication, distribution, etc.
(i) Name of Publisher, distributor, etc.

(iii) Statement of function of publisher, distributor, etc. (e.g., production
company)

{iv) Dateof publication, distribution, etc. including copyright date

(v)  Place of manufacture, name of manufacturers, date of manufacture, if
name of publisheris unknown.
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IIL

v.

vl

VIL

VIIL

IX.

Physical Description Area (Second Paragraph)

(i) Extentofitem (e.g,, number of pages, velumes, etc.)
(i)  Other Physical details (e, g, playing speed, etc.)

(iti) Dimension{e.g., heightdiameter)

(iv) Accompanying materials (e.g., teacher's guide)

Series Area, if any (following physical description area as continuation of second
Paragraph)

(i) Title properof series, parallel title (s), and other title information

(i)  Statement(s) of responsibility relating to series

(iii) ISSN of series

(iv) MNumbering withinseries

(v} Sub-series

(vi) Secondand followingseries, eachinits own setof parentheses

Note area (each note is a separate paragraph)

Mecessary data that cannotbe incorporated in the section,

Standard Number and Terms of Availability Area (Paragraph following last note)
(i)  Standard number {e.g., ISBN, ISSN}

(ii) Key-titleof aserial

(iii) Termsof availability (¢.g.. price)

Tracing (Separate paragraph)

(i) Subject Heading

(ii)  Added entries forjoint authors, editors, etc,

(iii) Title added entry or entries

(iv) Seriesadded entry orentries.

Call Number {formatted in upper left corner of entry or on line following tracing.)
(i)  Classification number

(if) CutterNumber and work mark, if any

Accession Number can also be included as part of the main entry

The place of above parts ina catalogue card is shown below.
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Call Number
(VII)

Heading

Section (1)

Acc. No, (IX)

Body of The Entry (11}
Physical Description (I1I)
(Series) (TV)

Nates Area (V)

ISEN (VI)

Tracing (VII)
o

Outline for a main entry and an added entry for a dictionary catalogue according to

Fig 2.2.2: Catalogue card

ANCR-2
Main Entry
Title proper (GMD).= Parallel title: Other
title / statement of responsibility, —-Edition
/ Statement of responsibility relating to
edition, - Place of publication, distribution:
Acc. No.

Publisher, date of publication,

Extent of item: other physical details:
dimensions + accompanying Material -
{series; number),

Mokes,

ISBN.

1. Subject heading. 2, Subject heading,

I Added Entry 11 Added Entry 111 Title 1V
Series

O

If the main line is not sufficient to record this information, the main entry will
continue in the heading after leaving two letter spaces from the second indention,
This imaginary line which is 16 spaces from left margin of the card is known as third
indention. In the tracing section, in between the items numbered in Arabic numerals

Fig 2.2.3: Catalogue card

and in Roman numerals two letter spaces are to be left.
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Outline of Added Entry - Unit Card Method,

Main Entry Added entry

Call No. Heading (Second line added entry, if necessary)

Title. .. /Statement.... - Edition ...
/Statement ... - Place...: Publisher, date of
Publication.

Ace. No. Extent of item ....-(series; number).
Notes.
ISBN.
Subject heading......
©)

Fig 2.2.4: Catalogue card

When the main entry is under the title of the work as per rule, the outline entry is as
follow:

Call No.

Title ....... /Statement of responsibility,
—edition.... - place of Publication:
publisher, date.
Extent... - (Series; no.).
Notes
ISBN
Subject heading, 2..... 1....
o

Fig 2.2.5; Catalogue card

The title statement starts from the 1" indention of the main line and continues from the
2" indention, tll the completion of the body of the entry. From the second line
onwards the body of the entry 'hangs on' to the second indention. This type of
indention is knownas 'hanging indention’.

2.2.3.2 MARC?21 Format

MARC Format involves the logical record structure, the content designation and the data
content, Content designators, field tag, Indicator 1 and 2, and sub-field code, all contribute
toa computer's performance in reading the content of a bibliographic record meaningfully.

Field Tag: The Field Tag is a three digit code meant for a particular type of data. For
example, Tag 100 stands for main author,
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Indicators: There are two Indicators, viz, Indicator 1 and Indicator 2, These provide some

supplementary information about the field content. Each indicator holds single - character
code, The code may be a numeric or a lowercase alphabetic character or a blank space. Use

of a blank (#) indicator is inconsistent.

Subfield Code: It identifies data elements within a field for enabling the computer to
manipulate each one separately, It is composed of a sub-field delimiter and a Data Element
identifier. A delimiter's function ends with passing a signal to computer predicting the
presence of a Data Element [dentifier, while Data Element Identifieris a Code:

Example

Examples of sub-field codes with Dollar Sign as subfield delimiter.

E Title Statement

Title Proper/Short title
Remainder of title

Designation of Vol./Issue and/or date
Medium
Linkage

Variable Control Fields

The first block of fields is made under tag 00X that, contains Variable Control Ficlds, e.g.,

007 is control number,

Variable Data Field

All fields except 00X are variable data fields. These fields consist of indicators, one or more
sub-field codes, Variable data and a field terminator. The primary groupings of variable

fields are as follows:

OXX
1XX
2XX
XX
XX
XX
XX
TXX
BXX
OXX

Controlinformation, numbers, Codes
Main entry

Titles, edition, imprint

Physical description, etc.

Series Statements

Notes

Subject access fields

Name, etc, added entries or series, linking
Series added entries; holding and location
Reserved for local implementation
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All fields are not required by every library. Therefore, a policy may be formed to
concentrate on a set of relevant fields, indicators, subfields. The minimum required fields
forbock cataloguing may look something like the following:

020 ISBN

040 Cataloguing Source

09X Local call number

100 Personal Name - Mainentry

110 Corporate Name - Main Entry

130 Uniform Title - Main entry

240 Uniform Title

245 Title of the work

246 Varying form of title

250 Edition Statement

260 Imprint, Publication, Distribution

300 Physical Description

440 Series Statement /Series Title Added entry

500 General Note

504 Biblingraphic Note

505 Formatted contents Note

520 Summary Note (abstracts, etc.)

59X Local Notes

600 Subject Added entry - Personal

630 Subject Added Entry - Uniform Title

650 Subject Added Entry - Topical

651 Subject Added Entry - Geographic

69X Local Subject Access field

700 Personal Names - Addition Access Point

710 Corporate Name - Addition Access Point

730 Uniform Title - Addition Access Point

XX Local data Elements

Example: (1)
010 91-12500/ Ac
020 (45201067 6: # C$9.95 ($12.99 cm)
082 00822.33
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225

100 1 Woestall, Robert

245 14 Thekingdomby thesea/ #c[by] Robert westall
250 1" Americaned,

260 New York: # b Farrar Straus Girousx, # ¢ 1992, ¢ 1990
300 175 #c21cm

520 During World War II, twelve year old Harry and a stray dog travel through
war-torn England in search of safety

630 1 World war, 1939-1945 # ZEngland # v Fiction
650 1 Dogs#V fiction

Summary

This unit has discussed the concept, methods and process of library cataloguing, The
cataloguing rules covered in this unit are similar to, or based on, the International Standard
Bibliographic Description (ISBD). The two types of cataloguing rules, viz. AACR-2 and
MARC 21 have been dealt in detail. It also discusses three levels of description of a

document through AACR 2. An outline of the main entry and an added entry is also
described.

MARC21 format has been discussed in detail. MARC stands for Machine Readable
Cataloguing. MARC comprises a detailed scheme or a pattern for allocation of all
biblingraphic and allied elements, for example, title, author, language, etc. in an electronic
file. It serves as a system of biblingraphic information interchange, that is, forimporting one
or many records from another MARC compliant online catalogue located anywhere in the
world, or exporting records to other on demand.

Glossary

AACR -2: Anglo-American Cataloguing Rules

Accession Number: The number given to a book from the Accession Register. It may also
be a number given to anarticle in a periodical, or other documents which are indexed by the
uniterm concept co-ordination system,

Author: The term used for the writer of a book, as distinguished from the translator, editor,
etc.

Catalogue Card: A plain or ruled card which is generally of standard size 553 inch. Ttis used
for making a single entry or reference in a card catalogue.

Catalogue Code: A set of rules for guidance of cataloguers in preparing entries for
catalogues soas to ensure uniformity in treatment.
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Cataloguer: Refers to a library professional, who determines the forms of entry and
prepares the bibliographical descriptions for a catalogue, and in many libraries classifies
the books and provides subject heading

IFLA: International Federation of Library Associations and Institutions

Indention: Refers to the distance from the left edge of a catalogue card at which the various

parts of the entry begin. The purpose of indention is to differentiate and emphasize the
various groups of information,

ISBN: International Standard Book Number
Main Card: Refers to the catalogue card which indicates the Main Entry.
MARC: Machine Readable Cataloguing

Tracing: Refers to the indication on the front or back of a main entry catalogue card which
indicates the additional headings under which added entries appear.

2.2.6 Exercise

Short Answer Questions

1. Whatisthe need of having cataloguing rules?

Enumerate the eightareas of bibliographic description according to ISBD.
Describe the second level of description in AACR-2,

List the items instructure of a mainentry in AACR-2,

Explain briefly the importance of MARC 21 Format for Bibliographic Data,

DM WM

What are the rules for positions for the different elements in the catalogue entry in
AACR-27

7. Explain the term 'Hanging Indention'.

8. Draw theputlines of an added entry in Unit Card System,

9.  Giveanexampleof Subfield codein MARC 21,

Long Answer Questions

1. Discussthe role of ISBD in library cataloguing,

2. Statethestructure of AACR-2,

3. Write schematicillustration of 2" level of description described in AACR2.
4. Explain the elements that describe a MARC record format,

5. Enumerate and explain different types of data format in MARC 21.

6. Describe the different parts of a main entry of AACRZ.
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Module-2 ‘ Organization of Library Resources: Advanced

Unit-3: Technical Processing of Documents

Afterstudying this Unit, students will be able to:
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Explain Hie need of technical processing of library waterial

Knomw the importance of record maintenace in libraries

Explain Call Nuniber and its componenis

Learin to prepare Class Nuntber, Book Niunber and Collection Number for library hooks
Describe the use of preparing a catalogue of the library material

Lnderstand the need for physical processing of libvary dociments
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231

232

2.3.2.1

Introduction

The resources in a library are procured to facilitate the teaching-learning process and to
satisfy the needs of the users of alibrary. The documents must be processed and organized
to not only make them available to the readers but to ensure an easy access too, In other
words, we can say that before shelving all the decuments in the library stack and making

themavailable for circulation in the library, they need to be physically prepared.

Technical Processing

The preparation of documents for use in the library is called technical processing; and is
done by the technical staff of the library. In technical processing, the following steps are
followed:

= Accessioning (i.e,, Record maintenance)

Classification of documents

Assigning Call Number

Cataloguing

2 3 2

Physical Processing

*  Inspection {checking), stamping property mark and labelling for circulation
. Due date slips

. Plastic covers, laminates or cases to protect material

. Barcodes (inautomated libraries)

*  Pastingstripesorslips

Purpose of technical processing

Before items are shelved and circulated from the library, they need to be physically
prepared. The library matenal goes through processing so that it can be located, used, and
returned to the library, Each item in the library must go through a thorough physical
processing before it reaches the library stacks or the users.

The steps involved in technical processing varies in each library. The processing steps vary
by the type of library too as different types of material is processed in different sections in
different ways. For example, a public library would probably reinforce fiction paperbacks
with vinyl book tape and protect book jackets with a vinyl laminate, Academic libraries do
not usually retain the commercial book jacket because it may not be durable, Besides this,
special binding by the library helps in the identification of books owned by thelibrary.
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2331

2332

The libraries that have automated their dreulation system need revised and streamlined

processing procedures. These libraries also require Hme saving material such as pressure
sensitive labels and book jackets that can simplify processing. In order to make processing
efficient in terms of time and money, librarics need to regularly evaluate their processing
methods, When all processing steps are completed, the material is separated by subject or
departmentorarea and sentout for shelving, which s also called classification.

Record Maintenance

A permanent record should be maintained by the library staff for documents acquired by
the library. As per the government order, necessary records should be maintained in the
Accession Register. The process is explained inthe following steps:

Accessioning

Each document in the library should be uniquely distinguished from every other
document. Recording the details of a document in the register (commonly known as
Accession Register) is called accessioning, The accession register is an essential and
permanent record of a library. Maintenance of an accession register is also a requirement
according to the Government of India decision vide Rule 113 of General Financial Rules.

Assignment of Accession Numbers

An accession register is similar to a stock register, in which every book of the library is
assigned a specific number. Each item in the library should be uniquely distinguished from
every other item. This helps in the process of identifying whether a given copy of an item
has been returned. Tralso aids the inventory process of the collection,

ACCESSION REGISTER

Fig 2.3.1: Accession Register



Fig 2.3.2: Information in Accession register

2.3.3.2.1 Accession numbers in manual circulation systems

In libraries with manual systems, the accession number and date should be written or

stamped on the:

=0 Title page, last page of the book and on the confidential page, in the space provided in
the ownership stamp affixed atall these three places in the book, space in the due- date
slip and space in the book card.

= Circulation card and/or pocket - if it is done on both, it must be ensured that the
correct card is placed in the correct item,

=& Shelf listcard - this is done for the inventory purposes

Accession numbers must have a unique sequence of numbers. To ensure that the numbers
are not duplicated, most libraries use an accession numbering machine. The machines are
available through library supply vendors. The numbering machine is a stamp that can be
setto provide unique incremental sequences of numbers, By pressing a lever, onecan adjust
the machine to indicate the number of times that the same accession number will be
repeated. The machine is then stamped on each place where the number will appear. For
the nextitem, the machine automatically advances to the nextsequential number.

Many libraries use the first 2 digits to indicate the year that an item was added to the
collection and the remainder of the digits as inventory control counts for the year (e.g., 15-
214, 15-215, 15-216, and 15-217). Here, "15' indicates the year 2015 and the subsequent
numbers, viz, 214, 215, 216...... indicate the sequence number of decuments added in the
year 2015, Other libraries simply take note of the accession number at the beginning of the
year and at the end of the year, This gives them the total number of processed items.
Libraries which donot use accession numbers based on the date often stamp the date on the
new item. This helps to indicate, when the item was acquired and can be helpful in weeding
and inventory control,
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2.3.3.2.2 Accession numbers in automated circulation system

In libraries with automated circulation systems, barcodes are used to provide a unique
accession number for an item. Barcode labels are specific to an item. Each item in the
collection is assigned a unique barcode number by the automated system, usually during
the cataloguing or acquisition process, During barcode label production, the computer
program associates the appropriate call number and copy number with each barcode,
When the barcode labels are printed, the call number and title of each item is included on
the barcode label, For the case of application during processing, the barcodes are usually
printed in their call number order,

025.02
Koz2L
151394

Planning Commission Library

Fig 2.3.3: Barcode label

Barcodelabels are puton the library material in the following locations:

=¢  Inside the front or back cover - this protects the barcode label from being damaged
but it adds an additional job at the circulation desk as the book has to be opened to
read the barcode.

=2 On the [ront or back cover - this makes it easier to circulate the item because the book
does nothave to be opened butthe label may not be desirable,

s> Onboth - this gives more options but increases the processing costs,

Whatever location ischosen, it should be uniform in practice. Barcode labels are applied:

= Whenitemsare received and accessed

= During cataloguing, when the locationis added

= Whenacall number is assigned toan item.

Libraries can either purchase barcode labels or create labels in-house, using a laser or
barcode printer, Purchased labels are usually photocomposed. This is done by a computer
controlled graphic process which forms original images within photosensitive paper.
Photocomposed labels are very durable and can stand the abrasion of repeated scanning
very well. Laser printer produced labels are less durable because the barcode is printed
only on the surface. Repeated scanning, dirt, abrasion and grease damages the labels,
therefore, they should be protected with a clear plastic label protector.
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2341

Classification of Documents

The main purpose of library classification is to facilitate the use of reading material, Library
classification confirms the exact location of a document in the library and it also helps to
arrange documents in the most convenient order, The two main functions of library
classification are shell arrangement and notation. The details related to classification of
documents have already been discussed in Unit 4 of the previous book and Unit 3 of this
book.

MNotation is defined as artificially ordained numbers that represent the classes (subjects) ina
library classification scheme. Tt is essential in every scheme of classification, as itserves as a
symbol for a subject. As notation makes up the class number, it can be described as the
standard abbreviation of a classification scheme.

Call Number

Besides the notation in a classification scheme, library material should alse include an
author indicator, i.e. the first three alphabets of an author's surname, Some libraries may
also add a title indicator, date of publication, and/or a copy number. All these elements
together, forma Call Number.

The purpose of the call number is to provide the address for an item acquired by the library.
This address is where the staff will shelve the item, and where the user can look for the item.
The call number also allows a user to browse the collection, to find the available items on
any given topic. The idea of creating the call number for each item in the library is that each
item can have a unique address. 1t is the cataloguer's job to determine the specific focus of
the item being catalogued, and group the various material dealing with the same topic
together. It, thus, creates an organized and accessible collection,

The callnumber of a document consists of three parts

{i}  Classification Number/ Class Number

(it}  Book Number

{iii) Collection Number

Therefore, wecan say

Call Number = Class Number + Book Number + Collecton Mumber

2.3.4.1.1 Class Number

The class number of a document is an ordinal number representing the position of a class in
a scheme of classification used in a library and also represents the subject matter of the
document. The purpose of classification is to bring related items together in a helpful
sequence from the general to the specific. There are several schemes of library classification
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available. The one used most widely in the libraries is the Dewey Decimal Classification
(DDC). A classification scheme of Indian origin, is the Colon Classification.

2.3.4.1.2 Book Number

A book number is the ordinal number which fixes the position of a document in a library,
relative to the other documents belonging to the same class. The book number adds a
further detail to the book. Ttis usually constituted from the author's name.

2.3.4.1.3 Collection Number

The collection number is a symbol denoting any special characteristics (size, physical form,
or class of users, and so on.} of a group of books, with which the books may be separately
located. In other words, the mark added to the class number and book number of a book to
indicate a collection, is called the collection number. The following is a sample schedule for
Collection Number;

Mature of Collection Collection Number
Under-size Underline book number
Oversize Over line book number
Rare Book RB
Reading Rook RR
Text Book TC
Film Strip FS

Class Number

Book Number

Accession Number

Fig 2.3.4; Call Nuwmber {Collection Number is nat prentioned)
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Examples

A book entitled, A Texthook of Physics by A. K. Kapoor, will have the following call
numberaccording to the Dewey decimal classification:

D

530

KAP
Here, [ = Collection Number for main collection of lending section. It denotes the
lending restrictions.

530 =  Class Number for Physics

KAP = Book Number from first three alphabets of the author's surname

A book entitled, Elenientary Education by C, M. Anand, published in 1992 will have the
following call number according to the Colon Classification.

TISN92TD

Here,

T = Educaton

T15 =  Class Number for Elementary Education

N92 =  Book Numberaccording to the year of publication, i.e, 1992

TD = Collection Number, indicating that the book belongs to the Education

Department (as pera table given in Colon Classification Schedules)

23.5 Cataloguing

For providing access to the collection of a library, an index or list of the material available in
the library has to be maintained. This index or list of the available material is called a
catalogue. A library catalogue is defined as, ‘A list of books, maps, stamps, sound
recordings or any reading materials that constitute a library collection. Its main purpose is
torecord, describe and index the holdings of any library collection.”

Cataloguing is the process of preparing a catalogue, or preparing the bibliographic records,
which reflect the various details of a lbrary item. An example of a catalogue card, with
items to be written at different places, is given below:
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Main Entry

Call Number Heading
Title proper (GMD).= Parallel title: Other title /
statement of responsibility. -Edition / Statement of
responsibility relating to edition. - Place of
publication, distribution; Publisher, date of
publication.
Ace. No.

Extent of itern: other physical details: dimensions
+accompanying Material. - (series; number),
Notes,

ISBN.

1. Subject heading,. 2. Subject heading, T Added

Entry 11 Added Entry ITI Title [V Series
@]

23.6

2.3.6.1

2.3.6.2

Fig 2.3.5: Catalogue card

The other details related to catalogue and cataloguing of documents have already been
discussed inUnit 5 of the previous book and Unit4 of this book.

Physical Processing

Alllibrary documents go through the technical processing, So, whenever required, they can
be easily located, and be used and returned to the library. The steps involved in the
processing of a library document may vary from library to library, depending on whethera
library is using a manual or an automated circulation system. Physical processing covers
inspection, stamping the property mark and labelling,

Inspection

The documents received from the suppliers should be examined for any physical defects
such as damaged covers or folded pages, Tf the purchased document is found damaged, it
may be returned to the supplier, But it can be returned only if it has not been processed by
thelibrary, These are usually replaced by the suppliers promptly.

Stamping

Most libraries, label their documents with some form of permanent identification that
provides the name of the library and its address. Stamping is one of the identification marks
of the library. It is done to stop theft and ensure that lost documents are returned to the
library. Theownership stamps are usually putat the following places in a book:
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= Onthetitle page/back of the title page
=¢  Atthetop/bottom of the confidential page chosen by the library; and
=+ Atthelast page of the book.

It can be done with a rubber stamp. Instead of a stamp, some libraries use special book
plates, pasted on the inner side of the front cover,

Library Manual

e w
& w e

1513513
Wil

ERISHAN KUMAR
Poepreerei o Librsiry v smaition Tcirrs
N irerat f O

WikAS FUBLISHING HOUST PVT LTD

Fig 2.3.6: Stamping with @ rubber stanmp on the Tifle page and on the last page of the book

2.3.6.3 Labelling

Labelling is the process in which the following labels are pasted on the precured
documents:

For Manual Circulation:

=t  Book plate/Ownershipslip - Spine Label
=t [DueDateslip - Book Card
= Book Pocket

For Automated Circulation:

=+ Book plate/ Ownership slip
s Spine Label

=>  Barcode Label
-

Electromagnetic tape (if the library uses an electromagnetic security system)
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=2 RFIDlabel (if the library is fully automated)

A Book plate, which is the prominent mark of ownership, is pasted on the inner side of the
frontcover,

After completing the process of classification and cataloguing, the Barcode labels and
Spine labels are printed, the call number of each item is included on both the labels. The
Spine label may be placed on the spine of the book (44 inch above the bottom), The label can
be cut along the right side and the bottom, if necessary, to make it fit. If the book is too thin
for putting the label on the spine, it should be placed on the upper left corner of the front
cover (¥ inch from thespine).

Government of India

PLANNING COMMISSION
LIBRARY

Ciass No. 823
fokNo. __SRIBF

Fig 2.3.7: Book Plate / Ownership Shp

A Barcode label may have the call number, accession number and the name of the library. It
may be pasted below the due-date slip or on the inner side of the front or back cover of the
books, However, whatever location is chosen, it should be consistently used, so that, the
circulation staff does not have to look for the barcode while checking the items, Repeated
use of the document, dirt, and so on may damage the label. Therefore, itshould be protected
with aclear cellophane label protector.

025.42
C397L
151892

LT

Planning Commission Library

342.0662
P985D
152275

Fig 2.3.8: Spine label
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The Due-Date Slip may be pasted on the last page of the book. Only the upper edge of the
slip is pasted. Tt is placed on the library documents as a courtesy aid to the reader. Tt can be
used by the reader to determine when the documents should be returned to the library,

DATE DUE

THIS ITEM MUST BE RETURNED ON OR
BEFORE THE LAST DATE STAMPED
BELOW.

Fig 2.3.9: Due-Date Shp

Book cards are a key component in the manual circulation system, where they are used for
identifying the borrowing member of a document and its date of retumn. It contains, the
name of the library; call number; accession number; the author; and the title of the book.

The above mentioned information is given on the upper section of the card and the lower
section of the card is used for recording the borrower's information and due date, when the
document is issued. It comes in a wide variety of colours, papers and sizes. The common

sizeis 3" =57,

151 8as

Acc. No.

Class Nﬂ-m Baook 2
Auther _ < £ ¢ £

Title g {. %’,?:;J' .ﬁ:{ég_'rajn’!_i:!m

Borrower's .“r L4 RO Fave e }

g Crate

NG wier Erais Mo

= i .

Fig 2.3.10: Book Card
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A Book Pocket also known as the book card cover, is pasted on the bottom of inner side of
the back cover of the book. Tt contains the name of the library and some important library
rules,

Fig 2.3.11: Book Pocket

Electromagnetic Tape is available in different shapes and sizes. For the library books the
tape is most common. [t can beaffixed toa book, CD or DVD. During check out, if an item
has not been deactivated, the electronically active gate of the library detects the strip and
rings an alarm. When the items are returned, the strip is reactivated. The electromagnetic
strip is usually pasted inside the books; between pages. So, the members cannot find it
casily,

RFID tag is the heart of a fully automated library system. These tags are pasted on the inner
side of a book's back cover or on CDs and DVDs. The RFID tag consists of a chip and an
antennae. The tag can be divided into three different categories, namely, Read Only,
WORM (Write One Read Many), and Read/ Write tags.

Most libraries use the high frequency Read / Write tag.

Summary

Every library has a technical services department/division/section. This department
handles acquisition, dassification, cataloguing, physical processing, preservation, and
maintenance of the material in the library. The manner of organising this material is called
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2.3.8

technical processing. It includes their classification and cataloguing. The technical
processing of books has been explained in this unit. The journey of a book, from
procurement shelyes has been discussed. The components of the call number have also
been explained,

The library material in all formats - books, periodicals, videos, microfilms, sound
recordings, CD- ROMs, etc. - have to be physically processed before they are 'shelf-ready’,
This may entail, adding spine labels, due-date slips, drculation cards and pockets, bar
codes and security strips, ownership markings, protective cases and covers and/or
reinforcements. Physical processing makes the material ready for circulation and proelongs
itsshelflife.

Glossary

Accession Register: The chief record of the books added to a library, Books are numbered
incrementally as they are added to thestock and entered in the register.

Barcode: A machine-readable code in the form of numbers and a pattern of parallel lines of
varying widths, printed on library books and used espedally forsecurity and stock control.

Book Number: The combination of alphabets or alphabets and numbers, used to indicate
an individual work in the library. The book number may consist of several parts: an
indicator for the anthor (i.e., author's last name); an indicator for the title (when an author
has published more than one work in the same subject area); the date of publication {i.e.,
2014); a copy number if there is more than one copy of this particular work in the collection
{i.e, copy2).

Call Number: This is the location or address of an item on the library shelves. The call
number is made up of the notation (the number indicating the subject of the book) and the
book number {indicating the author and information about that particular copy). There
should be a unique call number for each item in a library collection. This can be done
through the use of indicators for the title, date and copy number in the book number. In
short, itconsists of the class number, book number and collection number of a book.

Notation: The number, or the alphabet and number combination, developed using the
information given in aclassification system (i.e., the schedules and tables of the DDC).

Physical Processing: The library materials in all formats have to be physically processed
before they are "shelf-ready.” Physical processing makes the material ready for circulation
and prolongs their shelf life.

Technical Processing: The preparation of documents for use in the library is called
technical processing,

RFID: Radio Frequency Identification System
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Exercise

Short Answer Questions

o Wk =

i R

State the need for technical processing of library material.

List the steps involved in technical processing of ibrary material.
Excplain the role of barcodes in automated circulation systems.
Whatis the main purpose of library classification?

Writea brief note onrole of notationin library classification.

What does a call number consist of?

Define book number,

Explain the need for having collection number.

Draw acatalogue card indicating various items to be written at different places,
Enumerate the various aspects of physical processing of documents.
Why should library books be inspected before processing?

Givea listof varions labels to be pasted on library books.

List the various items of information on a book card,

Long Answer Questions

1.
2
3

=

Explain the need, purpose and steps of technical processing.

Write in brief note about Accession Register,

Give a comparative account of the assignment of accession numbers in manual and
autemated circulation system.

Whatisa Call Number? Explain the different parts of Call Number,
Discuss the process of physical processing of a document

Discuss the need for having various labels for library documents.
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Moﬂule-3 ‘ Library and Information Services

Unit-1: Traditional Library and Information Services

Afterstudying this unit, students will be able to:

= LUinderstand the need and role of information services

= Learnabout Hie nature and funetions of information seretces
= Studyabout varions types of informntion services

=0 Lnderstand responsive and anticipatory information services
= Learnabout valueadded information services

Contents

311 Introduction

31.2 Information Services: Need and Role
3121 Referenceand InformationServices

3.1.3 Users' Approach toinformation

314 Typesof informationservices
3141  Responsive Information Services
3142  Anticipatory Information Services

3.1.5 Valueadded Information Services

31.6 Summary

317 Glossary

3.1.8 Exercise

3.1.1 Introduction

Animportant need for human development is to seek information, and today libraries have
become more than the information centres. Libraries may also be considered as service
centres. Libraries have evolved from being a closed store house of documents {data~centric)
to being an open destination where users are catered with information according to their
needs (user-centric). Over the years, the task of the librarian has transformed from being a
caretaker of information to being an information professional, who manages a system of
information in multiple formats. This information is disseminated through specifically
designed services as per the users' demands,
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3.1.21

One of the prime objectives of any library is to satisfy the needs of its users and library and
information services are designed to achieve this. The obligation of a library to its users is to
provide information services to support their educational and recreational needs. This

demands well-planned information services and proper implementation. There are
basically three categories of information sources, primary, secondary, and tertiary. The
method of dissemination of information is also variable. The basic methods are of two
types, one is to provide information to the user in response to an expressed demand (on
demand or responsive services) and the other one is to anticipate user's needs and provide
them the right information {(anticipatory services). The main focus of this unit would be to
focus on basic categories of information their, services, needs, functions and role of
information service.

Information Services: Need and Role

Libraries fulfil the needs of the user communities by acquiring a wide variety of
information sources of diverse nature and formats, storing and preserving these sources at
a suitable location, and adding value to them by organizing for easy access. The next step is
to connect the users with the resources by providing direct assistance to them. Libraries
provide users with information resources and in some cases leads or refers them to other
information sources. The difference between a source and a resource is that a source isa raw
material whereas a resource is a processed product. Sources become resources when they
become relevant for the user. 1t should be verified and the content should be enriched with
proper storage and easy retrieval. The development of a system or mechanism to acquire
required sources, providing uninterrupted access to users, managing it in an organized
way and customizing the resources and providing information services as per the needs of
the users are the basic functions carried out successfully by any well-managed library or
information centre. Information services in a library are also focused on marketing its
products to the potential user or the one who demands, Making the information products
marketable is a challenge before any modern library. The trends in the information required
by the users of different educational, economic, and social backgrounds are to be conducted
in order to decide the nature and scope of information services a library or information
centre intends to provide.

Reference and Information Services

To mectinformational needs of the users, libraries provide a range of services referred to as
Reference and Information Services. Reference service are concerned with direct personal
assistance to the users seeking information. They cover services such as assistance to the
users in the use of the library and its tools, assistance in searching and locating documents,
ready reference, and long range reference service, literature search and compilation of

bibliography.
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3.1.3

3.14

On the other hand, information services are provided inanticipation of various needs of the
users of libraries. The current awareness services, indexing, and abstracting service are
included in this category. These services are provided to users when they ask for it. The
factors which affect the nature of services depend on the information-secking behaviour,
the information needs, and the service expectations of the targeted community. Thereare a
number of ways by which a library can provide information services including direct
personal assistance or reference service and referral services where the user is directed to
the source, reader's advisory services, document delivery services and many other services
designed in anticipation of user needs such as current awareness services, Selective
Dissemination of Information (SDI), ete. There are value added information services like
information repackaging (particularly in the field of business and science), subject analysis
and information analysis, citation analysis, abstracting, translation, etc.

Users' Approach to Information

The nature and functions of an information service depends on the information and
requirements of the end user. A user needs information for accomplishing certain
objectives. We may classify a user'sapproach toinformation as below:

i.  Everyday Approach: This approach satisfies the daily information needs of the users,
Forexample, Data on the property of asubstance like colour of a substance.

g

Comprehensive or Exhaustive Approach: The purpose may be to identify a research
area or to formulate a research proposal of a given subject by the users. This approach
facilitates a detailed study on the field of interest,

iii. Current Approach: This is the most essential approach to information for
professionals and researchers. The user tries to keep abreast of what is being
published from time to time in his/her area of specialization and in areas closely
related to it, The knowledge about the latest advancements in the field of interest to
keeps a professional up-to-date and also helps a researcher in avoiding duplication in
research.

Alibrary may device information services that are adequate to provide right information
within the shortest time limit, keeping in mind the above approaches of information.

Types of Information Services

The variety and number of information services and products provided by modemn
libraries and information centres are quite large in the present era of information and
knowledge explosion. The surge in knowledge creation and consumption happens in basic
and interdisciplinary fields of technology, development, industry, marketing, trade and
research and calls for an increase in personalized services,
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Library and information services may be categorized as:

i.  Responsiveservices or services on demand, and
il.  Anticipatory services

Responsive information services, also known as passive information services, are
provided in response to the requests from the library users. Anticipatory information
services, also known as active information services are provided in anticipation of the

needs of the library users,

The following features and some of the important information services provided by

libraries under these categoriesare discussed in the following sections

Responsive Information services

Aninformation service provided in response toan expressed demand by the user is called a
responsive or on demand information service. Here, the user requests an information
professional to search and find out the specific information that he/she needs. A brief
description of important responsive information services provided by a library is given
below.

.

1. Reference Services

The concept of reference service was formulated in 15876 by Samuel Swett Green,
librarian of Worcester Free Public Library in Massachusetts, In an article published in
Library Journal, he advocated personal assistance and service by librarians to library
readers. The purpose of reference service is to facilitate access to information. Thisis a
highly personalized service, where the librarian interacts with the users in a one-to-
one manner and provides access to the information. According to Dr. 5. R
Ranganathan, “reference service is the establishing of contact between reader and
book by personal service”. The concept will get clearer when we understand the role
of the library professional or the reference librarian, who delivers the reference
service, Green's original paper suggested a reference librarian as the one who teaches
people how to use the library resources, answers reader's questions, aids the reader in
the selection of good books and promotes the library within the community,

Joan M. Reitz, in her “Dictionary of Library and Information Science” defined
reference service as, "including but not imited to answering substantive questions,
instructing users in the selection of appropriate tools and techniques for finding
information, conducting searches on behalf of the patron, directing users to the
location of library resources, assisting in the evaluation of information, referring
patrons to resources outside the library when appropriate, keeping reference
statistics, and participatingin the development of the reference collection.”

Reference services delivered by a library depend on the local situation, traditions,
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kind of users, size, resources and the organizational and administrative philosophy
followed by the library. The nature of service also varies from one type to another type
of library. The reference services may be divided into three categories.

A.  Basic services: There are several essential and minimum reference services that

alibrary should perform, These include:

a)

b)
c)

d)
el

Provision of general information {e.g., queries like "where is periodical
sechon?”)

Provision of specificinformation (consulting the documents)

Assistance in the location and searching of documents {locating on the
shelf and if not available, then searching in other places)

Assistance in the use of library catalogue

Assistance in the consultation of reference books, etc,

B.  Services performed onregular basis: The reference services usually performed
inalibrary are:

a)

b)

<)

d)

Readers' advisory service: This is the process of recommending sources to
library users based on their needs/queries, The reference librarian
chooses a source which may be a book, journal, database, or website based
on his /her skills, expertise and the nature of user's query.

Inter-library loan and document delivery: Inter-library loan is the
process of sharing materials between libraries. The libraries under a
consortium or a mutual agreement may loan a physical item in original or
a partial copy of it and deliver the same to the requesting library for a
specific period of time based on certain established codes and copyright
guidelines.

Reservation of documents: This service allows a user to reserve an item of
the library that has been loaned out to another user. When the item is
returned, the user who reserved the same is informed and allowed to
horrow it.

User Education (instruction): User education deals with educating the
user about the use of library facilities and services. Tnother words, thisisa
methodical approach to teach the users as to how to use the library
effectively. There may be user education programmes on the general use
of library and the use of library tools like catalogue, bibliographies,
reference books, etc. Library orientation, which is given in the beginning
(initiation of a freshman), is also a part of user education. But, user
educationis treated as a continuous service.
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h)

i)

k)

h

m})

n)

Compilation of Bibliographies: This service may be on demand or in
anticipation. This service will significantly help students and researchers.
Bibliographic verification and citations: This is the process of reading,
identifying, and interpreting citations to information sources, including
books, manuscripts, journals, theses, web pages, or any other form of
publication. During this process of verification, the reference librarian
frequently finds other reference sources that cite the same publication,
correcterrors, and determines where to find the preferred information.
Indexing and abstracting services: This service is mostly pertormed by
special libraries. The abstracts and indexes of acquired publications may
b prepared locally at the library The intended users can refer to these
services to find the required information.

Subject specialists: Subject specialist reference librarians are now
common in large and special libraries. They are specialists in specific
subject fields or disciplines who select material for the collection as well as
assist users with specialized research requirements, These service
providers work closely with researchers and handle wery complex
questions.

Ready reference: This service is particularly important for public libraries,
where factual answers to highly specific queries are provided, {e.g., “What
isthe population of New Delhi?”).

Library Tour: This is a reference service given to a library visitor or a new
member to understand the resources and services. The member is taken
around the library under the guidance of a professional / instructor.
Holding of library exhibitions: Exhibitions and displays are important
services to attract users' attention towards new additions or previously
unknown resources,

Issue of permils for library use: This involves issuing of permits to non-
membersof the library to use the library for a certain period of time.

Maintenance of clippings and vertical files: Clippings prepared from
newspapers, magazines and pamphlets and vertical files containing
pamphlets, prospectuses, reports, press clippings, etc., are sources of
information having special importance,

Preparation of library publications: Bringing out publications like
handbooks, user guides/manuals, newsletters, bibliographies, indexing
and abstracting documents, etc., and assisting other departments in their
publishing activitics, isanimportant reference service,
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C,  Services performed sometimes

These are information services not always provided by the library but only

when the users demand. They are:

a)  Display/ listof current periodicals

b)  Maintenance of special files

¢)  Reproduction of documents (Photocopying, CD/DVD writing,
microfilming, etc.)

d)  Translation service: Translation is a process of transforming precisely the
information contents of the text from one language into another language,

Referral Service

Referral service is referred to a prospective user of information source, The Concise
Dictionary of Library and Information Science defines referral service as a “service
which, if unable to provide the information required, refers the enquirer to another
potential source or service”. The distinction between a reference service and a referral
serviceis that, inthe former, the user is actually provided with the required document
or information but in the latter (referral) the user is directed (referred to) the sources
such as secondary publications, professional organizations, information units,
research organizations or individual specialists. A referral service guides a user
where to search for a resource which is presently notavailable in the library.

Literature Search Services

Literature search service is an extension of reference service, The process of literature
search starts with the library professional first understanding the nature, scope,
depth and exact area of enquiry of the user by a user interview. Assessment of these
indicators decides whether the search is for specific information, or for a few select
references or for a comprehensive bibliographic information (mainly for rescarch).
This is followed by the formulation of a search strategy for searching different
information sources. Knowledge of the subject area of search is beneficial for the
librarian here. Traditionally, books, journals, theses, cte. and in modern parlance
online databases, CD-ROM databases and web sites are considered as the most

important sources for literature search service,

3.1.4.2 Anticipatory information Services

An information service provided for anticipating a user's needs is called an anticipatory

information service. Theimportant services under this category are given below:

1.

Current Awareness Services (CAS)

The meaning of the term “current awareness” is the knowledge regarding recent
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developments in a subject area of special interest to an individual. The process of

current awareness function includes the reviewing of newly available resources
relevant to the user community or pertinent to the programme of the organization
and the selection and organization of individual items which must be brought to the
attention of the user. The means for delivering this service varies depending upon the
type of library. This service is concerned with the dissemination of latest information
toaspecialist to keep him,/ her up to date and well informed,

Finding relevant information has become more and more difficult for a professional,

particularly in the field of science and technology. The exponential growth of

scientific and technical information makes it impessible for the users to examine the
information comprehensively. The need and relevance of CAS comes into effect at
this point. The CAS enables the researchers to keep them up-to date and well
informed. The information products delivered periodically by the libraries under

CAS keep the researchers abreast of the recent developments in their field of study or

work and save their valuable time, This is a perfect example of an anticipatory

information service which draws a user's attention to latest trends / developments ina
specificarea of interest.

Current Awareness Services have two categories:

a.  CAS directed towards individuals or group of users: This type of CASincludes
communication of information to individuals or groups through informal
conversation or by telephone or mobile phone; through electronic messages
(SMS), messages sent on notification form, selective dissemination of
information (SDT), selective dissemination of documents, routing of documents
{periodicals), etc.

b.  CAS directed towards all users of the services: This includes accession lists
{new arrivals), bibliographies, indexing and abstracting services, literature
surveys, bibliographic surveys, table of contents of periodicals, etc. The end
products are current awareness bulletins which may incdude all the above
elements.

The systematic ways to delivera CAS are:

(i) reviewing or scanning of decuments regularly and focusing on a desired
subject.

(i) selectinginformation and recording individual documents, and

(lii) sending notification to the users about items of information of their interest,

The selected information is recorded and delivered by suitable means, such as (i)
telephone calls or personal visit by the library professional; (i) Written messages sent
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on notification forms or post to call at the reference desk; (iif) routing of periodicals,
selective dissemination of documents and users; (iv) preparation and publishing of
library bulleting; (v) display, and (vi) view data,

Selective Dissemination of Information (SDT)

The concept of Selective Dissemination of Information was originally given by Hans
Peter Luhn in 1958, Selective Dissemination of Information (SDI) is a highly
personalized service, 1tis a method of supplying each user or a group of users with
references of documents or abstracts relating to their pre-defined areas of interest
selected from documents published recently / received during the period in question.
This service saves the user the effort and time of having to scan through a number of
publications, and to choose the documents of interest to him. The basic concept
behind SDT is the matching of information/ documents with the profile of each user or
group of users with same interest, A user profile and document profile are two
important components of the SDI service, Then the matching items are brought to the
attention of the user, The same activity can be performed effectively with the help of a
computer. Commercial mechanized SDI services are available in highly information
rich fields like science and technology.

During the process of 5D, the “user profile’ which comprises of a set of "key words'
organised as meticulously as the 'system’ permits, describe the subject of interest, in
accordance with the keywords that appear on the documents. A document is selected
when two key words coincide. Tn an automated environment, once a search profile of
the user is created and saved, relevant informaton is sent to the researcher
automatically {and the selected databases/catalogues are updated). The effectiveness
of an SDI service depends on the completeness or comprehensiveness of the user
profiles and the relevance of the information; which are to be matched with each
other. The 5DI is considered as one of the best current awareness services available at
present,

3.1.5 Value-added Information Services

'Value-added' information services are those services which have an added value to the
ariginal, in order to make them more useful for the users. These are the services or products
that are provided in a collated, refined and convenient form to make them readily usable by
the users, These are different from services offered in routine manner and are treated as
special.

Taylor suggested three advantages of value addition to the information services, These are:

i

il.

Making choice easier, by labelling information and reducing noise;

Classifyinga situation by providinga new structure to information;



ili.  Increasing the possibilities of better decisions by providing better quality, better
formatted, and more precise information, adapted to the problem or situation.

Value added information services can be organised into the following groups:

i. Selection and packaging: This is the process of selection and integration of
information from different sources (internal and external) and of varied kinds
(biblingraphic and numeric/ factual or formal and informal) to get an enriched end
product with an added value.

ii.  Subject analysis: The added value by this service is based on the intellectual input of
the analysis {by means of indexing, classifying, cataloguing, abstracting, etc.) makes
the information easily accessible and more comprehensible,

iii. Information analysis: Information analysis is done for improving the authenticity
and usability of information, This is done by specialists in the concerned subject areas,
keeping in view the requirements of the potential users of the information. The
process of information analysis includes selection, evaluation, validation,
standardization, summarization and synthesis.

iv. The user interface: User interfaces are mechanisms built into information systems
and services to enable the users to utilise these services in an effective manner. For

example, user interfaces inan online bibliographic information retrieval system.

v.  Contextsetting: Context setting, by its very nature, implies a particular contextand a
particular user need. This service is most relevant for inter-disciplinary areas where
the significarce and inter-relation among individual pieces of data are assessed. This
data will beconverted into information,

vi. Information for innovation: Innovation gives a winning edge to an organization. It is
based on new ideas and new combination or interpretation of old ideas. The quality of
processed information by an organization and information activities within it make
theirinnovations fruitful,

vii. Information rich environment: This will keep communication among individuals

and groups more relevant and accurate. Every time access to quality information
supports good decision making and better management.

The main disadvantage of a value added information system or a service is its high cost of
praductionand delivery, which may not be affordable to all users.

The advancements in the field of Information Technology have initiated a large number of
online and digital information services. Many traditional information services may become
non-refevant in future doe to the exponential growth of new technologies and toals, We
will discuss in detail the new trends in the field of information services in the nextunit.
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3.1.6

3.1.7

Summary

The primary objective of a library as a service organization is to satisfy the information
needs of users, and the information services are designed to achieve this objective, The
nature and scope of any information service depends on the user's approach to information.
Information services are basically categorized into responsive or on-demand services and
anticipatory services. Responsive services are provided in response to the demand by the
user. Major responsive information services include, reference services, referral services,
and literature search. Reference services may be categorized into; (i) basic services (e.g.,
Provision of general and specific information, assistance in Jocating the document,
searching the library catalogue and using a reference source), (if) services performed
usually (e.g., readers' advisory service, inter-library loan and document delivery,
reservation of documents, user education, compilation of bibliographies, bibliographic
verification and citation, indexing and abstracting, subject specialists, ready reference,
library tour, exhibitions, issue of ibrary use permits, maintenance of clippings and vertical
files, preparation of library publications, etc.), and {iii) services performed sometimes (e.g.,
display of current periodicals, special files, reproduction of documents, translation service,
etc.). Referral services refer a user to the right source, An information service provided by
anficipating a user's needs is called an anticipatory information service, Examples are:
current awareness and Selective Dissemination of Information (SD1), Value added services
are different from routine services, with the addition of something special which makes
them more useful. The sudden growth of technology has changed the nature of library and
information services tremendously, but their role in providing the right information to the
needy users remains unquestioned.

Glossary

Abstracting services: Short summaries of articles of periodicals, collected and organized
and brought out periodically for access.

Active service: Library staff provides the service in anticipation to keep the user well-
informed.

CD-ROM: Compact Disc Read Only Memory,

Indexing services: Providing access to journal articles and such other documents through
organized arrangement of entries of subject headings.

Passive service: Library staff waits for the user to approach them and make a demand.

Referral Service: A service which directs enquirers to an appropriate source for the
information or data required.

Reference Service: A service that is concerned with direct personal assistance to the user
seeking information.
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Special Libraries: The libraries that are attached to R&D organizations to serve the
specialists of the R&D organization, who are actively engaged in research in a particular
subject or discipline,

User Education: Imparting formal training to users for using library and its resources,

Exercise

Short Answer Questions

1. Name the two basic types of information services,

2. Name the three basic categories of reference services,

3. What are the factors on which reference services provided by a library should
depend?

4. Whatisananticipatory information service?

Distinguish between Every day approach, Comprehensive approach and Current
approach to information.

6. Whatisa responsive information service?

7. Define areference service.

8. Distinguish between library orientation and user education.

9.  Writeashortnote on 'referral services”.

10, Write ashort note on'Current Awareness Service',

11.  How arethe valueadded information services categorized?

12, Compare the advantages and disadvantages of value added information services.

13.  Name the two types of Current Awareness Services,

14, Whosetforth the conceptof Selective Dissemination of Information?

15.  Whatare 'value-added information services'?

Long Answer Questions
Explain the role and need of library information services,

2 How do the user approaches to information affect the information services? Discuss,
What is a responsive information service? Describe the major services under the
category.

4. What is the role and importance of anticipatory information services in a library?
Describe different by pes of Current Awareness Services.

5. Discussabout the value added information services and how are they categorized?
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Module-3 Library and Information Services

Unit-2: Modern Library and Information Services

Afterstudying this unit, students will be able to:

= Linderstand the nature and scope of changes in the area of Library and Information Services
= Knooabout the conponents of information and Commmunication Technologies (ICTs)
= Know the mpactof ICTs on Library and hiformation services
*¢  Study about the application of ICTs o delivering effective fnfornution sevvices, viz. traditional and
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3.21

32.2

Introduction

The advent of technology in the last few decades, especially the revolutionary changes that
have happened in the field of Information and Communication Technologies (1CTs) have
reshaped the entire system of libraries and information centres. Application of computers
in libraries, which began in late 19605, followed by the universalization of library
automation, marked the beginning of the trend of modermization in library and information
management, Although, the primary function of alibrary or information centre remains the
same, Le, to acquire, organize and provide access to information to the user, the ways
through which these tasks have been carried out have changed tremendously. The first
decade of 217 century witnessed the emergence of internet as the most popular source of
information, whereas the present decade sees a surge in the number of people accessing it,
particularly using handheld devices. The role of a library has now been transformed from
the sole authority and provider of stored information to a system which facilitates access to
information available in any format from any internal and external source. Newer tools,
technologies and concepts which enable access to and disseminate information have
emerged. Thelr incorporation to provide better resources and services to the users has
become the hallmark of library modernization. Integration of web 2.0 tools and the
emergence of concepts like hybrid library, library commons, open data, etc. are some of the
trends in this direction. The mvolvement of today's wsers in the creation of new
information/ content through various channels demands more open information platforms
and library systems, Libraries have been developing or inventing new services as per the
needs of the highly demanding present generation users. In the following sections of this
unit, the impact of Information and Communication Technologies on library user services
and the relevance of modern trends in the field are discussed along with a brief study on the
changing roles of library professionals,

Impact of 1CT's on Library and Information Science

Historically, the industrial revolution in the second half of the twentieth century
spearheaded the transformation towards a technologically advanced society. Development
of such a society needed unrestricted access to information, the most valuable resource and
commodity, Creation, organization and access to information became the most important
activity of nations who were cager to prosper. The research in the field of Information and
Communication Technologies or ICTs resulted in the development of more products and
services in all spheres of human life. The impact is more evident in service oriented sectors
suchas health, banking, education, transportation and libraries,

Let us primarily understand the two rather interchangeably used concepts, Information
Technology (IT) and Information and Communication Technologies (ICTs) by studying
two definitions, The first broader definition is by UNESCQ whereas the second ong,
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oriented towards Library and Information Scence, is by the American Library Association
{ALA).

UNESCO defines Information and Communication Technologies (ICTs) as “the hardware
and software that enable society to create, consolidate and communicate information in
multimedia formats and for various purposes”, It means, ICTs include both networks
(fixed, wireless, satellite and broadcasting) and applications (internet, database
management systems and multimedia tools).

The American Library Association (1983) defines Information Technology (IT) as “the
application of computers and other technologies to the acquisition, organization, storage,
retrieval and dissemination of information. The computers are used to process and store
data, while telecommunications technology provides information communication tools,
which make it possible for users to access databases and link them to other computer

networks at different locations.”

The impact of the ICT's on libraries and information centres is most felt by fwo basic fields,
Theseare:

i Management of information resources (library housekeeping operations), and

ii. Delivery of library and information services.

The execution of library housekeeping operations such as acquisition, cataloguing,
circulation, serials control, ete. are now enabled by or based on a number of information
and communication technologies. The most important one is the Integrated Library
Management System (TLM's), Modem libraries now function in a completely networked
and automated environment where every aperation is done with the help of one or many of
information or communication based tools or technologies.

When we think about the delivery of library and information services, it is nearly
impaossible to carry them out without the help of ICTs. Internet has become the most visible
and dependable information gatherer and disseminator for a researcher as well as a
layman. A user can now access information atany given time from any corner of the globe
with the help of a number of devices and technologies. More and more libraries are
redesigning their traditional services and devising new or innovative strategies to live up to
the expectations of the users. Incorporation of new ICT based user services helps them to
realize these efforts.

Application of ICTs in libraries is beneficial becauseit:

i. Facilitates effective control in libraries over the collection, in-house work flow and
delivery of user services through Integrated Library Management System (ILM's).

ii.  Providesspeedy, round the clock and easy access to information in digital formats to

HSETS,



iii.  Enables remote and flexible access to customized information to users as per their
individual needs.

iv. Facilitates access to unlimited sources of information through networking and
consortia,

3.2.2.1 Components of ICTs in Libraries

The information and communication technologies used in libraries may be categorized

as below:

i,  Computer Technology

ii.  Communication Technology, and

iii.  Reprographic, micrographic and printing technologies

Computer technology and its applications in libraries will be discussed in detail in later

units, Some of the ICT's technelogies thathave direct or indirect applications in libraries are
listed in Table 1.

Table 1: 1CTs in Libraries

Computer Technologies Communication Reprographic,

Technologies Micrographic and

Printing Technologies

Hardware: Aundio Reprographic
Personal Computers Video Micrographic
Mini/Mainframe/Super Audio-visual Printing (traditional and
Computers Radic modern)
Handheld devices Cable Talevision 3D Printing
Storage: CD/DVD Film Scanners
Tele-text
Softvare: Video-text
System Eﬁnfl’waﬂ: and Telephione
Application Software
Cell/Muobile phone
Integrated Library
Management System P
Digital Library Software Fax (Telefacsimile)
Digitization Software Telecondprearing

elearning Software Networking (LAN,WAN)
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Artificial Intelligence Satellite
Cloud Computing Barcode
Storage: Smartcard
ACD, VCD, DVD-ROM RFID
Flash Drives Wireless
E-Resources Internet

e-books Email, Voice mail
e-Journals Instant Messaging (Chat})
Databases (Bibliographic, Web 2.0/Social Media
Full text and multimedia) (Social Networking,
e-learning resources Blogging, etc.)

Electronic Thesis and Voice Over Internet

Dissertations (ETD)

Protocol (VOIP)

Library Consortia

3.2.2.2 Impactof ICTs on Traditional Library Services

To understand the impact of ICTs on library and information services, let us first discuss
some traditional or conventional library operations and services where the application of
ICTs is predominant and hasnow become indispensable.

i. Integrated Library Management System

An Integrated Library Management System (ILMS) is also called as an Integrated
Library System (ILS). An ILMS is an automated system to facilitate technical
functions of a library These functions generally include circulation, acquisitions,
serials control, cataloguing, etc. An TLMS usually consists of a relational database,
software tointeract with that database, and two graphical user interfaces, one each for
staff and another for users, In most ILMSs, separate software functions into separate
modules, each of them integrated with a unified interface. An ILMS improves the
efficiency of internal library operations, facilitates interoperability of information
systems and provides users with easy access to library resources and services. Some
of the ILMs from India and abroad are LibSys, KOHA, Evergreen, VTLS, SOUL, ¢
Cranthalaya, Sanjay, NewGenlLib, etc,

ii.  Online Public Access Catalogue (OPAC)

Online Public Access Catalogue (OPAC) is an online database of library resources
which can be searched by the user to locate resources in a library or on the network of
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a group of libraries. The early attempts to develop online library catalogues were
made by the Ohio State University in 1975 and the Dallas Public Library in 1978,
which gradually replaced the card catalogues. Later, the OPAC got included as an

important module in the advanced Library Management Systems. OPAC is the
primary user interface of an TLMS, where the user can search the entire library
catalogue, easily and quickly, using one or more search criteria (e.g., author, title, key
waords, class number, subject, etc.), The results are displayed in various formats such
as AACR-2 and MARC. An OPAC can also be accessed from a remote computer
which is onanetwork (LAN/WAN), When a library OPAC is provided oninternet, it
is called Web OPAC, where the remote user can access the catalogue and avail certain
services like online renewal, reservations, loan requests, etc, from anywhere in the
world witha proper internet connectivity.

Reference Service

Reference service is considered as one of the most important functions of any kind of
library. In-person, by post and by phone are the three most conventionally followed
methods for providing reference services. The impact of ICTs on reference service is
apparent in the way it is delivered to users, ICT enabled reference services are
primarily computer mediated online communication between the users and the
library professionals and are popularly known as “virtual reference” or “digital
reference”. American Library Association defines virtual reference as a “reference
service initiated electronically, often in real-time, where patrons employ computers
or other Internet technologies to communicate with reference staff, without being
physically present”. They are of two types, (i) synchronous, or real-time
communication, like online chat using Instant Messaging (IM), Voice over IP, co-
browsing and videoconferencing, and (if) asynchronous, where the communication
is send and received at different times, like e-mail, (e.g. Ask a Librarian e-mail
reference), web-forms and text messaging (SMS). There are virtual reference software
packages which offer customized reference services as per individual library policies,
Example: Question Point software by Online Computer Library Centre {OCLC).

Current Awareness Service (CAS)

Current Awareness Service keep the users up-to-date in their areas of concern, This
may be any online or offline resources or services that provide regular updates to
users on current literature in a research field of interest. Traditional CAS includes
publication of current awareness bulletins and circulation of tables of contents,
Internet and the proliferation of electronic databases initiated a number of ICT
enabled CAS resources and services. Libraries and database or e-content

producers/ distributers have developed many services which include, (i) e-
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newsletters or online newsletters /bulleting, (ii) e-mail alerts, (iif) Citation indexes,
(iv) RSS (Rich Site Summary) feeds from websites and online databases, (v) Saved
database searches (using pre-defined search strategies as per user needs), (vi) Online
peer networks (e.g. ProQuest's Community of Science), (vii) List serves, (viii)
Webzines/e-zines, and (ix) Weblogs/ Blogs.

Selective Dissemination of Information (SDI)

SDTisa type of current awareness service which involves screening of documents and
the selection of the exact information, tailored to meet the specific information needs
of a user or a group of users in their area of specialization, and supply of it in a
personalized form. Although the concept of SDI originated in 1950s, the service
became more popular in the TCT era, where it is delivered with the help of computer
programmes which match the pre-designed 'user profile’ with the
‘document/resource profile’, The SDT service is delivered the same way as CAS is
provided.

Bibliographic Service

Bibliographies are essentially lists of books or other material that can be organized by
author, title or subject. They are used to identify and locate a document, and to select
material for developing a collection. Manual compilation of a bibliography 15 a
tedious task and requires continuous efforts to keep it up-to-date. Bibliographic
databases available online or in electronic form on CD-ROMs elude these issues and
offer more search options and display formats to the users. Conventional
bibliographies deal with books only, whereas these databases are digital collections
of references to published literature (journal and newspaper articles, conference
proceedings, reports, patents, government and legal publications, etc)), Many
databases provide web based natural language and full text searches with links to the
original document, Examples for some online bibliographic databases are, ERIC
(Educational Resources Information Centre) by the Institute of Education Sciences
(US), INSFEC by the Institution of Engineering and Technelogy (US), LISTA (Library,
Information Science and Technology Abstract) by EBSCO, ete.

Union Catalogue and Inter Library Loan(ILL)

A union catalogue consists of holdings of a group or consortium of libraries. The basic
objective of such a system is to facilitate sharing of resources. A union catalogue lists
the holdings of each member library, which is connected either on a network or
through the Internet. Search is carried over and the result is displayed ona single user
interface. The provision of inter library loan is to transact between two member
libraries ta lend material to each other on a shart-term basis, which can be established
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only with the help of a standardized union catalogue. Digitization of library holdings
and web OPACs speed up the process of interlibrary loans. Examples: WorldCat by
Online Computer Library Centre {OCLC), COPAC (University of Manchester, U. K.},
IndCat: Online Uniom Catalogue of Indian Universitics by Information and Library
Network (INFLIBNET), and Union Catalogue of Books by Developing Library
Network (DELNET).

Document Delivery Service

ICT based Document Delivery Services are now common in many libraries where the
requested document is delivered to the client electronically (email). The user can
search the web OPAC or the union catalogue available and order for the document
and getitdelivered. Examples for commercial document delivery services are, British
Library Document Supply Service (BLDSS), where one can obtain documents (copies
of documents, images, soundtracks, ete.) online and through Science Direct.

Audio Visual Services

The extent of changes in the field of audio and video (multimedia) technologies
enable libraries to handle the resources more effectively in providing better service to
users. Media libraries and other libraries that have collection of images, audio, films,
pictures, etc, make it accessible to patrons by using latest available technologies,
Multimedia resources are now stored on intranet or publically on internet and kept
accessible to users. A number of hardware and software applications are used to
deliver these resources.

Library Extension Services

Extension services are programmes or activities carried out by a library to reach out to
the users who might otherwise be unaware of the resources and services, Traditional
library extension services include library orientation, library tour, fairs, exhibitions,
campaigns, publicity, reading clubs/groups, celebration of events, mobile library
services, publications (newsletter fbulletins/ guides), ete. Advent of ICT tools and
technologices has made many of the library extension services more attractive and
effective. Web 2.0 tools like blogs, wikis, social networks, ete, are extensively used to
publicize library resources and activities. Virtual tour to the sections of the library is
now a regular feature on many advanced library websites, Many libraries publish e-
newsletters or e-magazines, Library orientation programmes and information
literacy sessions are conducted with the help of online tools and applications.

The above discussion clearly underlines the impact of information and
communication technologies on almost all traditional library services. The influence
is so comprehensive that without ICT it is impossible to deliver any library services so

effectively for the information needs of the users,
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3.2.3

3231

Modern Library and Information Services

Maodern library and information services have been profoundly affected by the emergence
of a large number of information and communication technologies and tools. Exponential
growth of digital/electronic information spearheaded creation of new information
products which in turn demanded new user services. The rise of Internet as a gigantic store
house of information has set challenges as well as opportunities before the libraries and
information centres, Web based information services take prominence as the quantity of
global population which has access to Internet increases day by day, The changing
preferences of today's users from print to digital / online and real-time information tend the
libraries and information centres to redesign their traditional services by incorporating web
based tools or developing innovative services based on these technologies.

Modern trends inlibrary and information services can be listed under three categories;

i. Web-based library and information services

i, Services to electronic/ digital fweb resources, and

iii.  Servicestolocal /internal digital resources

The features of the various fast developing library services will be discussed in the
following sections.

Web-based Library and Information Services

‘Web' is a synonymous and popular term of World Wide Web (WWW) or Internet, The
traditional method of offering library and information services has changed greatly in
recent years because of the development and applications of new technology, especially the
Internet and Web Technologies. The demands and expectations of users have also changed
considerably. In the changed scenario, the academic libraries in India are offering new web-
based library services to satisfy the users,

For this unit, “Web -based library services means library services provided vsing Internet
as medium and library website as a pateway with the help of integrated library
management systems (Madhusudban, Nagabhushanam 2012)". In simple words, web-
based library services that are modified versions of existing services and technology-driven
library services (Arora, 2001). The history of web-based library and information services
began in 196ls by the introduction of computers in libraries for information processing,
which resulted in the creation of bibliographic databases like MEDLARS in 1963, BLAISE
(British Library Automated Information Service), and the formation of online library
netwaorks, like OCLC.

In the following sections, some of the major web-based library and information services will

be discussed.
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Library Web Portals

A library web portal is a website that offers access to a broad range of information
resources and services, such as online catalogues, ejournals, databases, information
on new additions, programmes, ete. It acts as a gateway to the libraries web/online
resources and services, Web portals have replaced the earlier static library websites,
which had limited features, and now have become more interactive and user-
friendly.

Web OPAC and Next Generation Catalogues

Web OPAC is an Online Public Access Catalogue made available on the web, Tt offers
the user with a 24x7 access to the library catalogue. The user can search the library
catalogue and find the availability of library holdings. Simple and advanced search
options are available and many of the webOPACs offer online renewal and
reservation facilities to the members. A Next Generation Catalogue, also termed as
Catalogue 2.0, is a single point of entry for all the library information. Here,
‘information’ refers to all library resources, including all bibliographic information on
printed books, journals, multimedia documents but also links to full text electronic
databases, digital archives, and any other library resources. These new generation
catalogues use federated search engines for this one-stop searching. The users are
directed to electronic and printed resources which are linked together on a single
interface. Other features of the next generation catalogues are, state of the art web-
interface, which is intuitive and visually appealing, enriched content (images of book
covers, CD cases, book summaries, tables of contents, reviews, etc), faceted
navigation{which allow users to narrow down the search by facets, like, authaors,
dates, types of material, subjects, location, ete.), simple keyword search box (like
popular search engines, c.g., Google) instead of controlled vocabulary, and options
for advanced search, relevancy (ranking of resources using many criteria like
circulation statistics, comments received, etc ), “Did you mean... 7" (Spell checking of
search entries and recommending other search queries), recommendations and
related materials (suggestions to related materials), user contributions (ratings,
reviews, comments and tagging by the users) and RS5 Feeds (which give updates
aboutnew acquisitions and search updates).

Examples for Next Generation OPACs: Voyager TLS by Ex Libris, EBSCO Discovery
Service (proprietary ), Evergreen, Invenio, KOHA (open source),
Bulletin Board Services and ListServes

A 'bulletin board' is a public discussion arca where users can post messages without
sending them to anyone's personal e-mail address, which can be viewed by anvone
who enters the arca. The entry to the area may be restricted by invitation or be kept
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open. Bulletin boards are also known as forums or newsgroups, Announcements
regarding library resources and activities, information on special collections, etc. can
be displayed over here, These electronic bulletin boards are linked to library websites
for general usersand special groups,

Listserves are topic or subject oriented online forums, where messages are
communicated through e-mail, These are basically discussion forums which deal
with topics on academic or professional interests, One who subscribes to the listserve
can send and receive emails, the process that is controlled by a programme, hosted by
the parent organization/authorized individual, for example, Become a Reading
Butterfly!

Subject Gateways

A gateway is defined as a facility that allows easier access to network based resources
in a given subject area. Subject Gateways provide high quality evaluated web
resources, These act like clearing houses to quality information selected by subject
experts, Basic objective of any subject gateway is to help users to locate high quality
information resources available on the Internet, These are user searchable metadata
databases with hyperlinks to specific information. Search may be with keywords or
subject headings.

Examples: INFOPORT (INFLIBNET Subject Gateway for Indian Electronic-
Resources), ipl2: Internet Public Library (IPL) and the Librarians' Internet Index (LIT)
(http:/ /www.iplorg/), INTUTE (Social Science Information Gateway), covering
social science resources and OMNI (Organizing Medical Networked Information)
covering medical resources,

Web based Current Awareness Service

Libraries offer web based CAS primarily through e-mails. Individual and customized
email alerts are provided to the users on their area of special interest about new
acquisitions of documents, table of contents of journals or new web resources
available on the Internet. Many publishers also provide journal alerting service,
Example: Journal Alerting Service by Oxford University Press, Journal Table of
Contents Service (tic TOCs) by JISC, National Archives, UK.

Online Question and Answer Service

Web-based question and answer service is an asynchronous system that uses a web
form to receive requests (questions) and responses (answers) which are sent via email
to the enquirer. 'Ask a Librarian' service provided by libraries is an example for a
Question and Answering Service, This is also considered as a part of the digital
reference service, Example: Ask ERIC {ULS,).
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ix. Webcasting

Webcasting is the method of broadcasting live audio and video in real-time, to

audiences all over the world via the Internet, It s 'broadcasting’ over Internet,

Streaming media technology is used here to distribute a single content

simultaneously to multiple viewers/listeners. There is no need to download the

content before viewing, A webcast may either be distributed live or on demand. In the
area of LIS, Library of Congress (LoC) offers webcasts of audio and video resources
like talks on history, performing arts, culture, science and technology, through its
web page for webcasts.

vii. Web based Reference Services

Providing web based reference services to users, who are sitting anywhere in the

world in a 24x7 mode is now popular in many libraries, Access to in-house electronic

reference sources and external digital resources like database and onling reference
websites, provided in a mediated way is the base of such services, Web based
reference services include:

a)  Reference websites: These are websites that exclusively provide reference
information like Britannica online (http://www britannica.com),
Encyclopedia.com  (http:/ /www.encyclopedia.com/), Infoplease (hitp://
www infoplease.com), Oxford English Dictionary (http:/ / www.oed.com/).

b)  Online Reader's Advisory Service: The recommendations and review of the
book titles and other resources by experts are posted on the library website. A
search features allow the wvisitors to search for reviews of specific
titles/ resources and an online form permits the readers to submit their own
review for publication on the site. Additional information on local book talks
and book clubis also provided with links to web sites of interest to readers.

¢} Online Instruction Service: Bibliographic instruction to new members is
provided in an online way using web based tools and technologies.
Instructional videos on the use of OPAC, resources, etc. are made available

online which can be viewed/ listened by the users.

3.2.3.2 Services to access webresources

Modern libraries largely depend on web resources (also termed as electronic/ digital
resources) to provide up-to-date information, Almast all digital information resources are
now available on a networked (internal or internet) environment. Providing access to these
resources in the library or remotely om a network is one of the main services of a library, Web

resources have many advantages over traditional print resources, Some are;
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a)

b)

¢}

Web resources can be interlinked and hence users get comprehensive information
(e.g., journal articles can be hyperlinked with their own reference sources, external
indexing /abstracting databases and other web resources).

Anytime anywhere access: Digital/web resources can be accessed 24x7 and from
anywhere, may be om aninternal network or on internet using a remote login facility,
Web/ digital resources save the time of the user, physical space in a library and are

easy to maintain.

Main library and information services which are intended to provide access to various web

based information resources will be discussed in this section,

E-Books and other Downloadable Media

Merriam Webster's Dictionary defines an E-book as “a book that is read on a
computer or other electronic devices. Tt is a book composed in or converted to digital
format for display ona computer screenora handheld device

Fig 3.2.1: An E-reader

Encyclopacdia Britannica categorizes the method of distribution of e-books on the
Internet as: (i) downloadable files that can be read offline, (i) as live web pages that
must be read online, or (iii) as web pages that are cached by a web browser for reading
offline, e-books may be downloaded or accessed in a closed (proprietary) system,
where the buyer or the library has to purchase the e-book from the
publisher / distributer under the Digital Rights Management (DRM) Policy. Example:
Amazon Kindle, Apple iBooks, ete. In an open system, e-book files may exist in only
one place, butanyone can access and download the files (whether for purchase or free
download), because their metadata are frecly available and can be freely shared,
Examples: Catalogues created in the Open Publication Distribution System (OPDS,
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part of the Internet Archive's BookServer Project) and the Project Gutenberg. E-books
can be read on any electronic device with a software to display their given file format.,
Most common e-book file formats include EPUB, (an open standard for e-books
created by the International Digital Publishing Forum (TDPF)), e- Reader (Palm
Digital Media), iBook (Apple), AZW (Amazon), LIT (Microsoft), PDF (Portable
Document Format by Adobe), ODF {Open Document Format), MOBI (MobiPocket),
etc. e-book reading devices include dedicated e-Readers, personal computers, mobile

(smart) phones, hand held devices like tablet computers, and consoles attached to

televisions or other screens,

The other downloadable media to which modern libraries provide access to users are:

a)  Audio Books: access to downloadable audio books (e.g. Audible.com, Amazon
Prime)

b)  Music: access to downloadable music (e.g. Freegalmusic, Napster, Spotify,
Shazamy}

c)  Digital Magazines (digital newsstand): access to magazines in their digital
form {e.g. Zinio, GTxeel)

d}  Movies: streaming movie service to access, films, documentaries and other
videocontents {e.g. Indieflix, Netflix, HuluPlus, YouTube)

©)  News:access to newspaper databases (eg: Worlderunch)

f)  Learning Resources: c-versions of test preparatory materials, guides,
handouts, ete. {e.g. Thomson Gale}

Online Database

A database (e-database) is an organized collection of information, of a particular
subject or multi-disciplinary subject areas; that can be searched and retrieved
electronically with the help of searchable elements or fields. A single database may
refer to a specific type or a variety of sources, including periodical articles, books,
government documents, industry reports, conference proceedings, newspaper items,
films, video recordings cke. A database may be dedicated to a single subject or cover
several subjects. The contents may be updated in a daily / weekly / monthly manner,
Libraries, based on their user needs, subscribe to these database through information
retrieval service providers or database vendors/ publishers. As the contents of library
database are sourced from experts and professionals on the field, they are more
reliable than the information that is available on some websites. Primarily, database
can be: (i) Full-text database (compilations of documents or other information in the
form of database in which the complete text of each referenced document like journal
articles, conference proceedings, etc, is available for online viewing, printing, or

137



Lilwary and

infoPmaton
. Sclence

downleading), e.g., Academic Search Premier, JSTOR, Science Direct, and (ii)
Bibliographic databases (databases of bibliographic records or citation information),
e.g., LISTA, MEDLINE.

Database have three categorics based on the scope of the subject area they cover, They

are;

a)  General interest (multi-disciplinary) database: consist of information from
several subject areas and disciplines, E.g., JSTOR, Academic Search Complete,
Project MUSE

b)  Discipline-specific databases: consist of materials from related subject areas,
E.g., SocINDEX (sociology research database), SPORT Discuss (sport medicine
and related fields).

¢)  Subject-specific databases: provide in-depth information on a specific subject,
E.g., Ethnic News Watch (ethnic, minority, and native press content), PsycINFO
{behavioural science and mental health),
Libraries provide in-house and remote access to subscribed databases to their
members. To reduce the huge subscription cost, libraries form consortia share
the resources among them. INDEST (Indian Digital Library of Engineering,
Science and Technology), and INFLIBNET are two examples for such library e-
journal consortia. Another method to provide access to e-journals is through
Aggregator services, which offer searchable databases of contents of e-journals
from several publishers, and links to journal site for full text. E.g., Emerald,
J-Gate.

Other web-based resources

-
=+
==

Other important web-based resources to which libraries provide access are:

a)  Electronic Theses and Dissertations (ETDs)
Many Universities and research organizations in India and abroad are now
digitizing their thesis and dissertations and make them available on internet for
public access. One global initiative is Networked Digital Library of Theses and
Dissertations (NDLTD). Indian Digital repositories of Theses and Dissertations
include that of Indian Institute of Science, Bangalore, India and ‘Sodhganga' at
INFLIBNET Centre.

b)  Open Educational Resources and other Course Materials

According to UNESCO, Open Educational Resources (OERs) are any type of
educational material that are in the public domain or introduced with an open
license, The nature of these open materials means that anyone can legally and



freely copy, use, adapt and re-share them. OERs range from textbooks to
curricula, syllabi, lecture notes, assignments, tests, projects, audio, video and
animation. Examples of this include MIT Open Courseware Project, World
Bank Open Knowledge Repository, Open Yale Courses and NROER (National
Repository or Open Educational Resources) by NCERT,

Other digital learning repositorics which provide teaching and learning
resources on the web include ERIC (Education Resources Information Center,
US5A), NDLR {National Digital Learning Resources, lreland],

3.2.3.3 Services to access localfinternal digital resources

Many libraries are developing their digital collection of documents like institutional

repositories and archives of historically important decuments and are making them

available on intranet and on the Internet. The main digital services are:

i.  Institutional Repositories
An institutional repository (IR} is an electronic archive of the scientific and scholarly
output of an institution, particularly an institution, which has been stored in a
searchable digital format and which can be retrieved for later use. The contents
deposited in IRs include: (i) Electronic Theses and Dissertations; (ii) Conference
papers and Proceedings; (i) Preprints and post prints of journal articles; (iv) Books
and Research Datasets; (v) Working papers and Reports; (vi) Teaching and Learning
objects; and (vii) multimedia collections, DSpace and E-Prints are the most common
software used for developing IRs. IRs make the institutional outputs open to the
world. Open Access IRs around the world can be accessed at the Directory of
(Academic) Open Access Repositories (Open DOAR) and Registry of Open Access
Repositories (ROAR) websites. Indian examples include Dyuti (Cochin University of
Science and Technology), Open Access Repository of Indian Institute of Science
Research Publications (ePrints@115C); etc.

ii.  Online Exhibitions

An online exhibition or virtual exhibition or online gallery is a web based service
provided by libraries, museums and archives where an exhibition of digital artefacts
{photographs, paintings, documents, ete. normally owned by the institution) is
conducted online, It may be viewed or visited by anyone irrespective of time and
physical location. Advantages of an online exhibition over the physical one include a
wider reach to the audience, saves production costs, solves conservation/
preservation problems, creates a durable online record and provides anytime-
anywhere access,
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Examples: American Treasures of the Library of Congress, Latin American Business
History by Harvard Library, Online Gallery of British Library, Columbia University
Library Online Exhibitions.

iii. Web Archiving Service

Jinfang Niu (2012) describes web archiving as 'the process of gathering up data that
has been recorded on the World Wide Web, storing it, ensuring the data is preserved
in an archive, and making the collected data available for future research. Like the
management of many other kinds of information resources, the workflow of web
archiving includes appraisal and selechion, acquisition, organization and storage,
description and access.! Web archiving services are getting prominence, as in many
occasions, the web has become the sole medium for communication, sharing and
collaboration between organizations and individuoals and the information published
on a website may be the only place where it is available. Websites are now important
records for organizations and individuals that are to be preserved for reference and
posterity, The dynamic nature of the websites also warrants their preservation. Web
archivists use automated tools (or web crawler softwares) to collect or harvest
websites. Web crawlers go across the web and into the websites to copy and save the
needed information. These archived websites are organized and made available to
the users for online access, Many of the national libraries are now archiving the
culturally important and country specific web contents. Proprictary web archiving
software services are being utilized by companies to archive their own web content
for business, heritage, regulatory, or legal purposes, The largest non-profit web
archiving service availableis the Internet Archive (https:/ /archive.org/).

Examples for Library web archives:

*>  Legal Deposit UK Web Archive: Developed by the British Library with
millions of websites obtained through an annual archiving of the entire UK
domain. This was enabled by the non-print legal deposit regulations
introduced by the U K Government in 2013, This archive is only accessed
internally through computers om premises controfled by thelibrary,

=  The UK Open Web Archive: This is a smaller collection of selected websites
archived by the British Library. Selected websites will continue to be added to
this open access collection, again with the permission of website owners. It is
available online,

¢  The Australian Government Web Archive (AGWA) A web archiving
initiative of the National Library of Australia (formerly known as PANDORA).

=+  The Library of Congress Web Archives (LCWA): The early development
praject for LoCWebarchives was called MINERVA,
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3.2.4 Emerging Trends in Library and Information Services

As discussed above, new concepts are emerging in the field of library and information

science, Let us understand some important emerging trends in the area of library and

information services,

i. Mobile Applications for Libraries
There is an exponential growth in the number of users, particularly in developing
countries, who access internet on their mobile devices, especially on smart phones. As
in the case of e-commerce and entertainment industries, modern libraries are also
using mabile technologies to reach out to these customers who are on the mave, For
that, mobile/cellular phone based applications and services are designed and
incorporated by libraries. Mobile services are “typically (and often implicitly)
understood as services that make use of mobile devices and/or mobile networks”,
Mobile based library services include:

a)  Mobile interface to library website: Mobile optimized library website
homepages

b}  Maobileinterface to library catalogue

<) Mobile reference service: Access to mobile interfaces of important reference
sources like Encyclopaedia Britannica

d})  Downloadable e-books and audio books on mobile

ICRIVERSIDE LIBRARIES

o ‘__ m

€ oo @ = 8
s

Fed Find Library Aska Library
ook Rosnrves Heurs. Lixaian Accouty

&Rt P

(%)
Tant-a Liwary Arficiss & Sutyact Mobsia Coniact
Loranan  Worshops Datebases Crdes Arcess Us
=
-
Fatabook

i I

-
Comments | View Full St | UCR Mabile
Universty of Cafifiornin © 2014 UC Repsnts

Fig 3.2.2: Mobile website homepage of Riverside Librartes, Untversity of California
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¢}  Maobileinterfaces to ejjournal and other databases

£y SMS notification services: Circulation {reminder, renewal, reservation),
Current awareness, SDI, Content alerts, catalogue enquiries, SMS reference
services, etc,

Some libraries also developed Mobile Apps which help the users to access library

services. These apps need to be downloaded and installed in the user's

mobile/handheld device. E.g., BARD Mobile (National Library Service for the Blind

and Physically Handicapped (NLS), Indian Law Mobile Library etc.

Application of Cloud Computing in Libraries

Merriam-Webster's Dictionary defines cloud computing as “the practice of storing

regularly used computer data on multiple servers that can be accessed through the

Internet”. There are three service models of cloud computing services: (i)

Infrastructure as a Service (IaaS), (i} Platform as a Service {PaaS), and {iii) Software as

a Service ((SaaS). Types of cloud deployment models include: (i) Private Cloud (ii)

Community Cloud (iii) Public Cloud, and (iv) Hybrid Cloud. Cloud computing

technologies are used in libraries to:

a)  develop doud based digital libraries /repositories (e.g. DURACLOUD)

b)  sharesearchablelibrary data

¢}  hostwebsites

d)  searchscholarly content (e.g., Knimbus Knowledge Cloud)

e) storefiles (e.g., Dropbox, Google Doc, Sky Drive}

£} build networks with other libraries and people

g)  support library automation through cloud based acquisition, cataloguing and
processing services and hosting the entire data on the cloud which will cut
down the costs for hardware and maintenance. (e.g., ExLibris, OS5 Labs)

3.2.5 Roles, Skills and Competencies of Library Professionals

The roles to be performed by a library professional are multifaceted. Same are detailed here.,

The traditional role of a library professional are that of a custodian who selects, organizes
and provides access to print and other media, a guide who assists users in selecting and
evaluating the information sources, and a public relations personnel who maintains good
relations with the management, customers and other libraries and outside organizations,
The core skills traditionally associated with librarians or information professionals to
perform these roles include information handling skills (like cataloguing, classification,
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indexing), training and facilitating skills, (like user education, instruction, referencing),

evaluation skills {like evaluation of resources and services) and concern for the customer.

All these conventional skills have been applied in a different way ina highly digitized and

networked environment by a modern librarian or an information scientist/ professional,

The need of a librarian as a facilitator, rather than a custodian, with search skills, abilities to

analyse and evaluate resources and match needs with sources, has become more essential

since the availability of huge amount of unverified information over the web.

Some of the key roles of Library and Information professional should perform:

1ii.

vi,

vii.

viii.

i

X.

Providing leadership and expertise in the design, development and management of
knowledge based information systems,

Developing policies or participating in its development for ensuring total or selective
access to information sources and services.

Building and managing library collections consisting of print, digital and web based
information resources, as per the user needs,

Facilitating access to digital information systems, repositories, networks, and

consorbiums.

Acting as a technology application leader who works with other members of the
information management team to designand evaluate systems for information access
that meet user needs.

Acting as a business manager who negotiates with publishers or aggregators for the
mostadvantageous license agreements for e-journals and databases.

Educating and assisting the users to help them to make the optimum use of the
available information resources {online tutorials, web based instruction, ete.).

Collaborating with users, librarians, IT people and the outside society.
Promoting and marketing the library information resources and services,

Developing the library website/webinterface and managing its content.

The key skills and competencies a Library and Information professional are:

Personal Skills: Personal skills can be defined as appropriate attitudes, values and
persomal traits. These include being analytical, creative, technical, flexible, reflective,
able to deal with a range of users, detective-like, adaptable, responsive to others'
needs, enthusiastic and self-motivated.

Generic Skills: Generic skills can be defined as the general skills which cut through
disciplines which include information literacy, communication, critical thinking,
teamwaork, ethics and sacial responsibility, problem solving and leadership.
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iii. Professional Skills: The basic disciplinary knowledge relates to the professional's
knowledge of information resources, access, technology and management, and the
ability to use this knowledge as a basis for providing the highest quality information
services, There are four major competencies, each augmented with specific
professional skills: (a) Managing Information Organizations, (b) Managing
Information Resources, (c) Managing Information Services, and (d) Applying
Information Tools and Technologies,

Summary

The impact of Information and Communication Technologies (ICTs) on library and
information services is tremendous. Two basic areas where modern libraries hugely
depend on ICTs are the management of information resources and the delivery of
information services. The ICTs used in libraries may be categorized into computer
technology, communication technology, and reprographic, micrographic and printing
technologies. The application of ICTs on traditional library services like integrated library
management systems, Online Public Access Catalogue (OPAC), Reference Services,
Current  Awareness Service (CAS), Selective Dissemination of Information (SDI),
Bibliographic service, Union Catalogue and Inter Library Loan, document delivery
services, audio visual services and library extension services are discussed in detail with
examples, Modern trends inlibrary and information services may be discussed under three
categories, viz. web-based library and information services, services to access
electronic/ digital /web resources, and services to access local finternal digital resources,
Web-based library and information services include- access to internet, library web portals,
Web OPAC and Next Generation Catalogues, Bulletin Board Services and ListServes,
Subject Gateways, Web based Current Awareness Service, Online Question and
Answering Service, Webcasting, and Web based Reference Services. Services to access web
resources include facilitating access to e-books and other downloadable media, online
databases, and other web based resources such as clectronic thesis and dissertations (ETDS)
and open educational resources and other course materials, Services to access
local /internal digital resources include institutional repositories, online exhibitions, and
webarchiving service, The unit also discusses emerging trends in Library and information
services like application of mobiles and cloud computing in libraries. In the final section, the
roles and skills of library professionals in providing modern information services was
discussed in detail.

Glossary

Database: Tt is a collection of records with details of different data items which may be
numeric, textual orimage-based. Itis usually searchable.
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Digital Rights Management (DRM): DRM is a file-encry ption and access-control system
that locks e-books both to a customer's identity and to specific software controlled by the
company.

ICT: Information and Communication Technologies

Information literacy: It is defined as a set of abilities enabling individuals to identify when
information is needed and have the capacity to locate, evaluate and use effectively the
needed information. In simple words, it means teaching the users how to access the card
catalogue or OPAC, print resources, and retrieve information from online databases.

Internet: It is a worldwide network of interconnected computer networks connected
together using recognized standards to enable electronic communication and the exchange
of information.

OPAC: Online Public Access Catalogue

Web OPAC: An OPAC, whichis provided on the web and can be accessed from anywhere
with thehelp of Internet.

Exercise

Short Answer Type Questions

1. List the benefits of the application of ICTs in libraries.

List the categories of modern trends in library and information services,
State the advantages of OPAC,

L

+

List the advantages of computerized library services,
What are the major web-based library and information services?
Explainbriefly the Online Electronic Databases.

Define Subject Gateways.

® Mo W

Enumerate the traditional roles of a library professional.

Long Answer Type Questions

Discuss the three components of ICTs inlibraries.

Explain theimpact of TCTs on Tibrary and information services
Discuss the impact of ICTs on traditional library services,
Explain the web based reference services.

Describe the role of the librarianin the Internet age.

Discuss the Application of Cloud Computing in Libraries

oo 5 L B

Discuss thekey roles, skills and competencies of library and information professional,
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Unit-1: Application of Computer in Library

Afterstudying this unit, students will:

L IR A B

Content

Know nbout housekeeping services

Understand the inportance of housekeeping services in libraries
Linderstand the need of sutomabion of housekeeping services in libraries
Discuss the henefils of library autontation

Understand about open source softoare

Know about various open soviree software for libraries

Know about the functionality of SOUL and KOHA.
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Open Source Library Automation Software
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4164 Moeritsof OpenSource software
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4171 Introduction

4172 Technical Specifications

4173 Download and Installation

4174  Acquisition Module

4175 CataloguingModule

4176  Circulation Module

4177  Serials Control Module

Summary

Glossary

Exercise

Introduction

The Information and Communication Technology (ICT) has led to a revolution in libraries
and information centers. Such applications have not only changed the scene of traditional
tunctioning of the library, but havealso enhanced the quality of library services. In this unit

we will discuss the major ICT applications used in libraries.
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4.1.3.1

Library automation is the general term for ICT applications in the library, which has
replaced manual systems in libraries, This replacement ensures effective management and
utilization of the library resources, There are many library automation software available
in the market which are both proprictary and open source software, This unit offers a brief
overview of SOUL and KOHA which are used to create a library database.

Library Housekeeping Operations

Library automation has many advantages, such as:

i It improves the quality, speed and effectiveness of services

ii.  Relieves professional staff from clerical work

iti.  Makes it accessible to remote users

iv.  Facilitates wider dissemination of information products and services

v.  Enables resource sharing among other library networks (Union Catalogues)

vi.  Enables rapid communication with other libraries

vii. Improves the management of physical and financial resources,

Thelibrary of any organization deals with documents to provide information support toits
users through various services. Being a service institution, it performs a number of tasks
every day. Such essential routine tasks, which are of repetitive nature, are called,
"housekeeping operations’. The housekeeping operations of a library include, acquisition,
cataloguing, circulation, and serials control.

Itis not only essential to procure a good count of quality documents, but to facilitate their
access through various services for the purpose of optimum utilization of resources aswell,
For this, it is also essential to ensure the quality of the services offered, Therefore, such
housckeeping operations (services) require due attention of the library staff, for quality
assessment and improvement, ona regular basis,

Manual Library Housekeeping Operations

It has been discussed in the previous units that many library services are performed
manually. These library services, provided to the users without using computers as an
intermediary, are known as manual library services, Manual library work involves
repetition of work in different activities. Library housekeeping operations are explained in
the following sections:

Acquisition

In the acquisition process, the members' requirements are understood through various
methods. After identifying users' requirements, the library staff prepares a standard listof
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4.1.3.3

41.3.4

books along with the bibliographic description. Thereafter, the list is presented before the
library committee for approval. As soon as the committee approves the final list of books,
the library staff prepares a purchase order {(keeping in view the specialization and

capability of the book supplier/vendor while mentioning specific conditions, like
discount, etc.}. Indue course of time, the book supplier delivers all the required documents
to the library. Once, the books are received from the supplier, the staff cross checks the
books and compares it with the purchase order. The books are, then forwarded for
aceessioning, while the corresponding bill is forwarded for final payment.

Cataloguing

After the accessioning process, each book undergoes technical processing. The library staff
performs  classification and cataloguing work simultaneously. In the process of
cataloguing, catalogue cards (main entry and added entries) are prepared based on a
cataloguing standard, like AACR-2 or CCC, While preparing the catalogue card, library
staff writes or types the required bibliographic description, for preparing a specific card for
each book, Once, the process of preparing cards for the recently purchased books is done,
the books are ready to be placed in the stacks,

Serials Control

Asmentioned earlier, all periodicals or journals have their specific periodicity, which may
not only vary from others but the date of delivery may also differ in case of common
periodicity. For the periodicals section, it is essential to be alert and take the due action on
time,

The perindicals section receives the subscribed periodicals and performs serials' check on
regular basis. In this process, new issues of current periodical titles are received and their
details are entered in library records (Kardex), Thus the indexing system or cataloguing
system of periodicals section is updated on regular basis. All the current titles are placed in
the display shelf until their volume is completed. The periodical is transferred to the
binding section, when all its issues for a volume have been received. Services such as, the
Current Awareness Service (CAS), Selective Dissemination of Information {SDI) Service,
Indexing Service, Abstracting Service, Routing of Periodicals Service and Circulation of
Bound Volumes Service are also performed.

Circulation Control

In the crculation process, documents are provided on loan to the library users. In this
service, a user is allowed to borrow library documents for a specific period of time. The
circulation process is controlled on the basis of a library's circulation policy. In this
circulation policy, various categories of library users and types of documents are identified
during technical processing. The circulation policy specifies which type of user is entitled
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to geta specific type of document and for how many days. For example, inschool libraries,
user types are students, teachers, and staff members,. The document types are text books,
reference books, periodicals, periodical bound volumes, ete. Itis important to understand
that the circulation policy specifies the type of document entitlement, for each category of
users, and the specific period of loan of documents, For example, a student can take two
textbooks for a period of one week, besides he cannot get other types of documents issued.
The policy also specifies that if somebody holds documents beyvond the permitted time
limit, he/ she will be charged an overdue fine.

If a user does not return books within the due date, it is the duty of the library staff to
remind him/her so that the specific book(s) may be provided to other users.

4.1.3.5 Problems in Manual Library Housekeeping Operations

4.1.4

In the process of performing various housckeeping tasks manually, the library staff faces

the following problems:

=  The bibliocgraphic description of a book is entered repeatedly for performing
different tasks like preparing list of books to be purchased, preparing purchase
arder, preparing catalogue cards, preparing shelf list, writing different types of
reminders and in circulation process,

= Ttisquite difficult toissue separate reminders for each defaulter.

=% If the count of current titles of the periodical section is large, it becomes difficult to
memaorize various aspects like their periodicity, due date of delivery, due date of
sending subscription and due date of sending reminders.

= Itisalsodifficultto maintaining cataloguing,/ documentation support regularly.

= Providing additional services in various housekeeping sections like Online Public
Access Catalogue (OPAC), Current Awareness Service [CAS), Selective
Dissemination of Information (SD1) Service, Indexing Service, Abstracting Service,
Routing of Periodicals Service, Circulation of Bound Volumes Service and
Reservation of Books Service for borrowing, etc.

=0 Additional library support requires adequate staff members, which leads to further
financial iability in manual process of housekeeping operations.

Automation of Library Services

Library Automation refers to the phenomenon of mechanization of traditional library
activities, such as Acquisition, Cataloguing, Circulation, Serial Control, etc. The aim of
automation, is to integrate these activities and minimize repetition of work, The main
objective of library automation is to improve the level of service and quality of output, and
to fulfil needs that cannot be achieved by manual system, such as: (i) sharing of resources,
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{ii) information that appears only in electronic format {e.g. CD-ROM, Internet resources,
databases, etc. Automation library services is beneficial because it:

-5

L T T T T )

increases the operational efficiency

relieves professional staff from clerical/ repetitive works

improves the quality of library services

provides new services, which are otherwise not possible, e.g., OPAC
improves the management of information products and services
facilitates wider access to information for users

facilitates wider dissemination of information products and services
participates in resource sharing/ library networks

enables easy communication with other libraries and professionals.

The basic activities of library automation, irrespective of the type or size of alibrary, are:

Acquisition

The acquisition section in a library acquires reading material (books, electronic material,

maps, charts, etc.). Manual acquisition system requires the maintenance of vast amount of
data, innumerable files, records, etc., which involve tedious routine and repetitive tasks,
The computers can perform these tasks faster and more accurately. The following are the
main tasks in the acquisition section,

=

$ 8 03 3 2 O3 3 O3 OLOXOZ

Selection of documents

Ordering of documents

Create purchase orders

Claiming/ cancellation of documents
Receiving/invoice processing

Extended procurements

Gift tracking

Maintaining information about all library related funds
Tracking fund allocations and adjustments
Expenditure out of allocated funds

Cash balance

Updating of fiscal information through recording of specific transactions, and

Tracking up-to-date expenditures.
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In a computerized system, bibliographic data of a document, once entered, can be used
for other routine activities such as, for duplicate checking, placing orders, receiving,
accessioning and importing data to the catalogue module for entering cataloguing
details.

Cataloguing

Catalogues are the windows to the library collecion and their automation has far reaching
effect on the quality of services. In a manual environment, much valuable time of
professional staff is invested in the preparation of catalogue cards for each book, sorting
and filing of the catalogue cards. Checking for duplicate entries (books) is another tedious
and time-consuming process. In an automated system, once the relevant data is processed
and made available on the computer, the catalogue can be generated ina standard format,
The exchange records with other libraries, as part of a library network and generation of
various approaches, can be done easily and efficiently. The computerized catalogue can
generate listof recentarrivals, printcatalogue cards and prepare bibliographies.

In addition, cataloguing activities done with the use of the library automation software
produces an electronic catalogue, that provides access to catalogue for users, called an
Online Public Access Catalogue.

Online Public Access Catalogue

OPAC is a computerized catalogue of the library resources, available to public for
searching online, In other words, OPAC is an interactive search module of an automated
Integrated Library Management System (TLMS). OPAC is very dynamic, highly flexible,
easy, and economical to maintain and capable to meet almost every possible approach of
the user. The searching capability is fastand accurate,

Circulation

The Circulation section involves direct interaction between users and staff, and therefore
requires efficient and speedy service. The main functions in the circulation section are as
follows:

= Issue (charge) of documents

Return (discharge) of documents

Renewal of documents

Reservation of documents

Processing schedules

Hold of documents

L T

Message notices to users
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*¢  Transaction recording devices for off-line processing, and

=+ Inventory control.

The transactions at the circulation desk, such as: charging (issue), discharging (return), re-
issue, reservations, over-due reminders and statistics, etc., are time consuming, highly
labour intensive and error prone. Automation in circulation activities benefits the library,
Barcode facilities tremendously improve the speed, efficiency and accuracy of the
circulation transactions.

Circulation module works with the help of two master files, i.c. database of users and
books. Integration of circulation module with the library catalogue allows the library staff
to know about the status of a document and also the details of the user in case itis issued to
her/him. This facility helps to send notices for overdue books as an email or SMS, Late fee
calculation is another activity to be performed in the circulation section for books returned
after the due date.

The trend these days is towards integration of circulation control systems with other
functions such as online public access systems, inter-library loans, electronic mail
reminders, book reservations, book status, ete. thereby, saving the Hme of users, These
days radio frequency identification (RFID) has also been introduced for automation in
circulation that also prevents thelt of books.

Serials Control

By Serials, we mean publications issued at regular intervals and intended to be continued
indefinitely. Serials include journals, newspapers, annual reports, advances or progress
services, proceedings of learned societics, monographic series efc,

Serials contral is a very complex process, which deals with a large number of publications
and expenditure.. The following are the main tasks performed in the serials control section.
Subscription to journals

Subscription to e-journals & database

Subscription/ renewals of journals

Subscription/ renewals of e-journals & database

Claiming of missing issues

Replacements of journals

Monographic serials, and

L I R A T

Invoice processing,

Further, the problem of keeping track of receipts, reminders and non-receipt claims,
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periodicity change, merger of titles, etc,, is a tedious task if managed manually, and thus,
need special treatment under serials control.

Further, the task of serials control is most complicated in a library, which subscribes to
many periodicals. The reasons for these complications have been discussed earlier. For
casy processing, it is essential to have an alert system, which can alert the staff member to
the required and expected action butalso assistin day-to-day funchioning,

Automation assists in facilitating various documentation services like indexing, CAS, SDT,
ete. For example, lists of serials-subject-wise, frequency-wise, currency wise, country of
origin, publisher wise, etc., can be easily generated. The automated serial contral system
assists in making the system efficientin the following manner:

=t It reminds regarding the due date of the periodical receiving

= [t sends automatic reminders and reminds the due date for the next issue

= It reminds about sending periodical subscription in advance

Reporting

In addition to the operations mentioned above, the Library automation software has to be
managed in such a way that users get maximum benefit, safeguards are in place, and
timely access of material isensured. The reporting features of Library automation software
includes the following:

= Variousreports and statistics related to library activities

Tools for the analysis of statistical information

Lists of user, publishersand suppliers

Stock verification and develops stock verification report, ete.

L I A

Besides the above, this function generates messages for library staff and users. Italso
generates reports on lost books, missing books, books sent for binding, and so on for
the purpose of library administration.

Today, there are a number of commercial and open access Library automation
software,/ packages available for automating library and specially designed to support
library housekeeping operations (acquisition, cataloguing, circulation, serial control, etc.).
An Integrated Library Management Software/ System (ILMS) is a library automation
system in which data is entered in one module to avoid data redundancy, It integrates all
the library activities, routine operations and information retrieval operations of a library.
Some of the significant library automation software are, Software for University Libraries
(SOUL), and Koha, These are discussed and explained inthis unit.
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4.1.5.1

41.5.2

Library Automation Software: SOUL (Commercial}

Introduction

Software for University Libraries (SOUL) is an Integrated Library Management Software
(TLMS). Ttis developed by the University Grants Commission’s INFLIBNET Centre located
at Ahmedabad. Although it was primarily developed for fulfilling the requirements of
college and university libraries, it can be used by all types of academic libraries. It works
under client-server environment. The latest version of this software is compliant to all
popular international standards for bibliographic description, protocols relating to
networking and circulation. While checking its history, its first version, SOUL 1.0 was
released in 2000, Tts latest version SOUL 2.0 was released in 2008,

SOUL is acquired through payment. If any institution acquires it after due payment,
INFLIBENET may be installed on the desired system and sufficient training on its
operations is also provided.

Features

The main features of SOUL 2.0 are:

=t It provides multilingual support for Indian and other foreign languages based on
UNICODE.

= It is compliant with MARC-21, AACR-II, MARC-XML, and other international
standards.

= In case of protocols, it is NCIP 2.0 complaint for RFID support and other similar
applications for facilitating electronic surveillance, self-check-out and check-in
support.

=t [tis based onclient-server architecture.

=t [tsupports multi-platform for bibliographic databases like My SQL, M5-SQL, etc,

i

Italso supports cataloguing practice of electronic documents like e-journals, e-books,
ete,

&

For digital libraries, it facilitates link to full-text articles and other similar digital
objects.

It provides default templates for data entry of various types of documents.

Users can develop reports of their choice and format.

Italso supports the process of stock verification and book bank for students.

It provides inbuilt facility for sending reports through e-mails.

It presents a user-friendly OPAC with simple and advanced search.

338 3 2 3

Itsupports dataexchange as itis 150-2709 standard compliant.
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*¢  Itscirculation is based on the concept of single window operation.
=+ INFLIBNET has appointed regional coordinators for all of the regions for assistance
and maintenance work,

= Jtis provided at an affordable cost.

Procurement and Installation

4.1.5.3.1 Procurement

For procuring SOUL, one can approach Information and Libraries Network Centre
{(INFLIBNET), Ahmedabad. There are two versions available, that is, Limited and Full
version. Limited version is useful for less than 50,000 books,

4.1.5.3.2 Installation

After purchasing SOUL from INFLIBNET, it provides on-site installation supportand data
conversion support on payment basis. The basic technological requirements for using
SOULareas follows:

Computer processor: Pentium IV or higher version

Minimum processing speed: 1.6 GHz

Minimum RAM: 512 MB (Although recommendation is 1 GB)

Hard disk space required: Minimum 400 MB

L

Windows based operating systems like XP or Vista or 2003 or 2008 server

The various available modules {modules are separate pieces of software that piece
together, to form an automated system) of SOUL 2.0 are explained in the sections ahead.

Administration

The Administration module of the SOUL 2.0 facilitates inputs from various types of SOUL
users and provides support to enjoy their duties and rights, This module has been divided
into three major sections, viz. User management, System Parameters and Masters, This
Administration module includes the following features:

=2 Grouping of users based on the policy;

Transactional rights over the systems;

Transaction level security to users;

LI

Various configuration settings such as labels, e-mail and other parameters related
to the software use; and

*+  Common master databases being used in modules,

This module enables library staff to handle all the major functions, suchas
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Suggestions management;
Order processing, cancellation and reminders;
Receipt, Payment and budgetary control;

Master files such as currency, vendors, publishers etc; and

LI

Reports.,

41.5.5 SOULLogin

For performing activities on SOUL, Soul supports various categories of users, ie
administrator, user, etc, One person, like administrator or a library user can log into the
system through specific user 1.1, and password. Aflter logging into the system, he/she can
perform only those tasks, which the specific user account permits. For example, a library
user can only use OPAC support, while the library professional, assigned to perform the
circulation task, is authorized to perform all the pre-defined activities of the concerned
secton, (Fig.4.1.1)

Integrated Library
Management System

Fig 4.1.1; Snapshot of Log tn Screen

41.5.6 Acquisition Module

The basic duties of the acquisition section of a library are to identify the documentary
requirements of the library users and perform the task of book selection for the purpose of
developing the library collection. In this process, SOUL provides some options to express
specific requests of library users for procuring documents, Here, one can fill the blank
request form, with the details of the required books and also the details of the user.
(Fig. 4.1.2)
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Fig 4.1.2; Snapshot of New Request Forn

4.1.5.6.1 Gifted Items

In case any individual or an institution gifts a document, SQUL provides separate form to
record such items. In this form, complete bibliographic deseription of the gifted document
with the details of the donor are filled, (Fig. 4.1.3)

Fig 4.1.3: Snapshot of Gifted Document Epbry Form

Ordering Process: If the request of a user is identified and accepted, it becomes essential to
take approval of the library administrator/library committee. As soon as the committee
grants the permission to procure the document, the system performs the ordering process.
Before placing order, the database of approved suppliers with the help of separate data
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sheet is developed. In the ordering process, we can select all relevant items from the
approved list and generate a purchase order. (Fig. 4.1.4,4.1.5,4.1.6). In case, the documents
are not received for a long time, a reminder is sent to the publisher or distributor of the

document, (Fig, 4.1.7)
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Fig 4.1.7: Snapshot of Reminder for Supply
4.1.5.7 Cataloguing Module
Catalogue module is used for retrospective conversion of library resources, It also
facilitates the library staff to process newly acquired library resources. In the process of
cataloguing, the library professional can fill the data entry sheet of newly arrived
documents, If the bibliographic information is previously entered in the library database,
thereis no need to feed the bibliographic information again. (Fig. 4.1.8)
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The features of the catalogue module are:

=¢  allows cataloguers to create their own templates for data entry of different library
resources

=0 different templates for leaders and fixed fields of MARC-21

= allowsuscr-generated customized reports

s> facilitates authority database of person name, corporate body, subject headings and
series name

= supports copy cataloguing in MARC-21 format by using 150-270% standard

st master database of publishers

=t multi-lingual database, by using Unicode Character set

L4

supports full MARC 21 bibliographic format
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Fig 4.1.8: Snapshot of Data Entry of new Title

4.1.5.8 Circulation Module

In the circulation process, SOUL allows to perform all major or minor tasks. This module
takes care of all possible functions of circulation, This module covers all aspects, ranging
from membership management, maintenance and status of library items, transaction, ILL,

overdue charges, renewals & reminders, search status and report generation (according to
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the status of the items). The circulation module is compatible with the NISO Circulation
and Tnterchange Protocol (NCIP) version 2.0 for electronic surveillance and RFID based
transaction of the items,

Some screen shots for controlling automated circulation of a library are presented in
Fig.41.9and4.1.10,

| TSR e TR0 AR

Fig 4.1.9; Snapshot of Registration of New Menrber
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Fig 4.1.10; Snapshot of Berrowing process
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4.1.5.9 Serials Control Module
The management of serials is the most complicated job for a library. This module keeps
track of serials in the library, effectively and efficiently, The serial control module is
developed based on the KARDEX systemand has the following functions built into it:

suggestions;

master databases;

subscriptions;

check-in of individual issues of journals;

payment, reminder, binding, and title history;

export / import by using 150 2709 biblingraphic exchange format;

article indexing of journal/book articles;

cataloguing of electronic journals; and

track of the history changes of the journals.

LI A

For understanding the process, screenshot of the SOUL system is given as Fig. 4.1.11.

ﬁnlt—|_ Pt ]

Fig 4.1.11: Snapshat of Serials control
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4.1.6
4.1.6.1

4.1.6.2

41.6.3

4.1.6.4

41.6.5

Open Source Library Automation Software

Introducton

At this juncture, it is quite clear that automating the library is a fruitful solution for
avoiding majority of problems. Butitis also identified, that most of our libraries, especially
schoal and public libraries, run their services with a very small budgetary/financial
support. Such libraries may find it difficult to take any initiative for automating the system,
In such situations, choosing open source software is the bestsolution,

Open Source: Meaning

Open source softwareis a software, available with its source code and license. Its copyright
holder is provided the right to study, modify and further distribute the software to
anybody for any type of purpose, Usually such software is developed in a collaborative
manner and anybody can download it for use without paving any charge,

Open Source Software for Libraries

A large number of open source software are available for automating libraries. The most
popular open source library automation software are: Koha, Evergreen, OPALS (Open
Source Automated Library System), NextGenLib, etc. Koha, TLMS is discussed and
explained inthis unit.

Merits of Open Source software

The prime merits of open source software are:

=s  Itis normally available free of cost,

= (necan download it with its source code for any type of library usage.

= (neisallowed to modify its source code for satisfying his/her requirements.

= Its modified version can be distributed further, it is not required to take anvbody's

permission,

4

Being a popular solutions, it is easy to share or transfer information with others.

=t (Onecan get regular assistance from the community members or users or
developers without paying any charge,

Demerits of Open Source solution

The major demerits of an open source software are as follow:

== Majority of open source software are not reliable,

=+  There is no dedicated support from the side of developer.

=  The user must be well acquainted with the technoelogy issues before using it



41.7
431.7.1

41.7.2

41.7.3

#¢  There are not ready to use solutions and users are bound o perform a number of

tasks like installation, database designing, customization, etc, before using it.
=+ [tis not sure that the developers will essentially provide its updates.
= Itis not essential that further support will be provided free of cost.

#¢  Itis a less secured system than any other proprietary solution,

Library Automation Software: KOHA (Open Source)

Introduction

KOHA is one of the most popular open source library management systems, Created in
1999, it was developed in 2000 by Katipo Communications for the Horowhenua Library
Trust in New Zealand, KOHA being the first open source integrated library management
system, includes all the main features related tolibrary management, like easy interface for
librarians and users, Web 2.0 compliant (tagging and RS5S feeds), union catalogue facility,
customizable search, circulation and borrower management, full acquisitions system
including budgets and pricing information, etc,

Technical Specifications

It is a web-based open source software, which is distributed under the general public
license. KOHA works on Windows, UNIX, Linux and Mac OS5 platforms. KOHA is a
comprehensive system that has the capacity to run alibrary intelligently, whether it is large
or small, and supports copy cataloguing. Tt is based on the standards/protocols like
739,50, MARC-21 and UNIMARC, KOHA also has the capacity to manage digital libraries,

online and offline electronic resources.

Download and Installation

Being an open source software, KOHA may be downloaded from its web site
(http:/ /www koha-community.org). The complete documentation is also available at this
site. Anybody can download KOHA and install for the purpose of automating the library,
A few screen shots of KOHA for performing various activities of library system are

presented below:
4.1.7.31 Main Menu

After logging into the KOHA library management system of a library, we find the
following screen, One can choose the required option for performing his /her specific task.
{Fig4.1.12)



Lilegry and
Iniormation
> Sclence

"

W Piealin dvtoirmt | by s i dals n b 20Le o 10 | A 05 FREIeE Y200 Faut wehi s Dhese whal D 8
Fig 4.1.12: Snapshot of KOHA Main Menu
41.7.4 Acquisition Module

It is essential to do a number of tasks for performing various activities related to the
acquisition process in KOHA library management system. (Fig. 4.1.13)
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Fig 4.1.13: Snapshot of Entéring o New Record
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41.7.5 Cataloguing Module

With the help of this service, we enter bibliographic information of newly procured
documents in the library database, Besides, we also provide normal as well as advanced
search support to our library users for searching a desired record from the library database.

Fig. 4114 and 4.1.15are some screen shots for performing above mentioned activities.
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Fig 4.1.14: Snapshot of addition of MARC record
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Fig 4.1.15: Snapshot of OPAC - Advanced Search
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4.1.7.6 Circulation Module
Circulation activity involves the following tasks:

=+  Defining circulation rules for various categories of user groups with their
specifications

=+ Registration of new user

=2 Issuingand returning the loaned documents
=¢  Renewal or transfer of documents

= Keepingcirculationstatistics, and

=+ Generating reports

(Figs. 4.1.16 to 4.1.20 show various activities related bo the circulation process.)
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Fig 4.1.16: Snapshot of mant screen of Cireulation
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169



Ly and
informaton
. Sclence

Fibas bl e LA i S
e )

——]

e 5t B -
B i |
L - = L LIS
i ey e .
v r~ fe i
-

-
I s el i s ki e iy el Semecbaisore =

Fig 4.1.19; Suapshol of Check In/ Check Out process

W Pt ety by st st b bl e 5 e | e i o] D whil | Tl >

Fig 4.1.20; Snapshof of Registration of New User

170



Linrary and

Infarmition
Sclenca

4.1.7.7 Serials Control Module

For serials control, the various activities are shown in Fig. 41.21 and 4.1.22,
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Fig 4.1, 21: Snapshet of Serals Control

Fig 4.1.22; Sirapshot of Serials Control
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41.8

41.9

Summary

Library is a social institution, with quality information support and information services,
Now-a-days, mostlibraries face financial problems. Henee, they are notable to initiate new
services for coping with the contemporary information requirements. The major reason, as
we identified, is limited count of library staff. This problem may be avoided, if we try to
relieve our staff from the burden of repetitive tasks. For this, automation of libraries is the
best solution, With the help of library automation, one can not only relax our library staff
from burden, but also use the exdsting staff to introduce new services.

There are many library automation software available in the market which are both
proprietary and open source. In this unit, an attempt has been made to familiarize two
Library automation software, SOUL and Koha, which can be used for automating the
library housckeeping operations, as well as, to provide some computer based information
services in libraries. Acquisition, Cataloguing, Circulabion and Serial control modules are
discussed in SOUL. Open source software is a software, which is available with its source
code and license. A large number of open source library automation software are available
for libraries, but, Koha, ILMSis discussed and explained in this unit,

Glossary

Acquisition; [t is the process, through which we purchase/ procure new documents
inthe library

AACRIIL: Anglo-American Cataloguing Rules, Second edition

CAS: Current Awareness Service

CCC: Classified Catalogue Code: With additional Rules to Dictionary Catalogue
Code

Circulation: The process of issuing and returning library documents to library
patron on loan.

Housekeeping Operations: All essential routine tasks, which are of repetitive
nature, are called Housckeeping operations

LAN: Local Area Network. It is a network, which connects all computer systems
placed in a large hall or a building,

OPAC: Online Public Access Catalogue

SDI: Selective Dissemination of Information service

Serials Control: [tis the process through which we control the collection of periodicals
inthelibrary,
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4.1.10 Exercise

Short Answer Questions

1. Define library housekeeping activities.

2, Enumerate various housekeeping operations in the library,

3. Explain the different manual library housekeeping operations?

4. What are the main problems in manual library housekeeping operations?

5. What are the reasons for automating acquisition process of a library?

6. What are the prospective reasons for automating cataloguing process?

7. Discuss the Online Public Access Catalogue,

B, What type of additional services can we add to the automated circulation control?
9. What are the features included in the reporting function?

10, Discuss any five features of SOUL.

11.  Discuss the essential software and hardware requirements for installing SOUL.
12, What do you understand by 'Open Source Library Automation Software'?

13.  What are the different merits of an open source software?

14.  What are the demerits of an open source software?

15.  Discuss the various technical specifications of KOHA.

Long Answer Questions

1
2

=

=

Explain in detail the manual library housekeeping operations?
How will an automated library overcome various problems of a manually
operated library system?

Write a note on SOUL.,
Give a detailed account of KOHA TLMS.

What do you understand by library housekeeping operations? Discuss the various
differences between their manual and automated processing in detail.
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Module-4 ‘ Library and Information Services

Unit-2: Web Based Search

Afterstudying this unit, students will be able to
Understand the need of web based services in libraries
Knowabout the world wide web

Discuss the benefits of online resources

Understand varous searcl fentures

Know the usageof full textand its henefits

L O O I A

Know about e-books and e-databases

Contents
421 Introduction
422 Information Search
4221 Website
4222 Bibliographic Online Databases
4223  Fulltextonline databases
422.31 E-databaseDefinition
42232 Features of E-Database
42233 Examplesof E-Database
4224  TElectronics Books {e-books)
42241 Historical Background
42242 Definition
42243 Features of E-Books
42244 Examplesof E-Books
4225 Multimedia Databases
4226  Electronics Theses and Dissertation
4.2.3 Basic Search Features in Databases
4231 Boolean Operators
4232 Phrase Searching and Match Exact Word / Phrases
4233 Field Specific Searches and Limit Field Search
4234 Truncation and Wild Card
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424
425
426
427

4.2.1

422

4235 Proximity Scarch
4236 RangeSearching
4236 Keyword Searching
4237 WordStemming
Recent Trends in Web Search

Summary

Glossary
Exercise

Introduction

Low-cost computers and faster Internet connections have increased the accessibility of
Web-based resources, making it possible for students and researchers to work from the
convenience of their own homes. Electronic resources such as digital libraries continue to
evolve and proliferate, offering on-campus and distance learmers a multitude of
information sources such as Web-based catalogues, online full-text databases, indices, an
entire plethora of electronic and digital objects, Virtual library services that include access
to online reference librarians, electronic texts and full-text databases are now a reality
Atthe same time, libraries find an expanding chunk of their annual budgets most Indian
libraries are presently based on the model of providing access to organized collections,
assist the users ininformation search and circulate documents within the stipulated period,
In Fact, the basic challenges with web based information service, or a specific online
database, frustration in search is common problem in our day to day life. And accordingly
this frustration led to less use of online database. Understanding the basic of site feature,
accessibility feature and data retrieval feature of an online database is more important,

before inifation new search.

Information Search

The field of information retrieval has come a long way in the last forty years, and has
enabled easierand faster information discovery. In the early years there were many doubts
raised regarding the simple statistical techniques used in the field. However, for the task of
finding information, these statistical techniques have indeed proven to be the most effective
omes so far. Techniques developed in the field have been used in many other areas and have
yielded many new technologies which are used by people on an everyday basis, e.g., web
search engines, junk-email filters, news clipping services. Going forward, the field is
attacking many critical problems thatugers face in today's information-ridden world. With
exponential growth in the amount of information available, information retrieval will play
anincreasingly importantrolein future. The process is depleted in the figure below.
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Fig 4.2.1: Search Seiection and query processing

After the advent of Internet, e-publishing industry has flourished in an explosive way and
large numbers of e- resources were avaiiable throughTnternet, Even the best librariesin the
country could not subscribe to journals required by their users. In small universities access
and subscription of peer reviewed foreign journals was almost nil, the situation was critical
for teaching, research and development work in universities. The launch of UGC-Infonet E-
Journal Consortium in 2004 has changed the entire situation and enriched the resource base
of university libraries. University libraries in India have access to large number of scholarly
journals from major foreign publishers for the last three years. The INFLIBNET, through
UGC-Infonet E-Journals programme, has been facilitating e-resources access to more than
hundred universities covering all corners of the country ranging from remote locations of
Northeast and Jammu & Kashmir to universities located at metros and major cities. Thus
this ambitious programme has bridged the digital divide and introduced ejournals, free of
cost in university libraries Let us find different web resources available in the form of
internet resources and thatis available in the majority library in the country.

Web resource or internet resources can be divided in the following category.

Website

Bibliographic Online Databases

Full text online databases

Electronics Books (e-books)

Multimedia Databases

Electronics Theses and Dissertation

LI
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4.2.2.1 Website

Woebsites are very important sources of information, the sites can be browse through
different search engines. Every governmental institute, agencies, authentic research
institute, school websites, university websites, college websites provide information,
Those site acts as an information bulletin, The information we are taking from the different
web sites, it is our prime duty to provide reference for the same. On the other hand it very
important that every websites are not authentic sources of information, we have to be very
careful fromwhere we are getting the information, Preferable government owned websites
are most commonly used as an information sources. For Example. http:/ /www,
india.gov.in/, "This is the Official Portal of the Government of India, designed, developed
and hosted by the National Informatics Centre (NIC), a premier ICT organization of the
Government of India under the aegis of the Department of Electronics and Information
Technology (DeitY), the Ministry of Communications and Information Technology”,
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Fig 4.2.2: National Portal of tndia

4.2,2.2 Bibliographic Online Databases

Bibliographic online databases plays important role in accessing union catalogue of library,
reference, facts finding ete. It's concerned only with the bibliographic reference of sources,
The most commonly used bibliographic online databases in India is DELNET {developing
Library Network), which has its union catalogue of more than 3000 library. Besides this,
151D (Institute of Studies in Industrial Development)journal & Newspaper Searches.

4.2.2.3 Fulltextonline databases

A full-text database is a database that is comprised of several books, articles, journals,
magazines, newspapers and other textual documents but does not include graphical
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documents such as drawings, diagrams or pictures, Each of the referenced documents can
be viewed, printed or downloaded online. Itis also searchable by using keywords, phrases
or both. Sometimes full text databases are open access (frec to access) and paid access. One
can access full text material from DOA] (Directory of Open Access Journals
http:/ fwww.doaj.org/ ). Some of the paid full text online databases are very popular for
scholarly article, for example, TEEE/IEE Online Library/ IEL Online, Sciences Direct,
Emerald etc.

4.2.2.3.1 E-database-Definition

An e-database is an organized collection of information, of a particular subject or mult-
disciplinary subject areas. The information of an e-database can be searched and retrieved
electronically.

4.2.2.3.2 Features of E-Database

Similar to e-book, e-database can be accessed, searched and retrieved through electronic
devices like computers. We can have full text as well as bibliographic e-databases for
facilitating information access. Full-text databases contain the whaole content of an article
such as citation information, text, illustrations, diagrams and tables. Bibliographic
databases only contain citation information of an article, such as author name, journal tithe,

publication date and page numbers,

4.2.2.3.3 Examples of E-Database

Some of the popular e-databases are shown in Figs. 4.23to 4.2 6.
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Fig 4.2.3: E-Database (Web of Scignce)
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4.2.2.4 Electronics Books (e-books)

An e-book is defined as an electronic version of a printed book which can be read on a
computer or a specifically designed handheld device,

Online e-book databases is the database of huge collections of digital books, the books can
be accessed through openly, which is free to access and also through log in/ password,
whichis paid. The e-books databases are very popular now days, One can download whaole
boeoks and kept for the future reference. Every popular vendor has their electronic book
collection, For example EBSCO eBook Collection, Cambridge E-books etc, Besides this
there are different agencies created digital books collection, which are also helpful for the
reference i.e, Project Gutenberg: Free ebooks, Bartleby.com, MIT Courseware, Internet
Public Library etc.

4.2.2.4.1 Historical Background

The use of electronic books, popularly known as e-books, started with the introduction of
MEMEX by Vannevar Bush in USA. Later on project Gutenberg was started in the yvear 1971
for digitizing text.

4.2.242 Definition

Presently an e-book is a digital publication of complete book consisting text, graphics ar
both, readable on electronic devices like computer. In other words, we can say that it is an
electronically readable substitute oraltérnate of a print book,
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4.2.2.4.3 Features of E-Books

With the help of e-books, we can save the physical storage space of the library and any

reader can easily search the desired information from the complete text of e-book. Besides,

one can keep thousands of e-books in easily transpertable electronic storage devices like

pendrive or external hard disc,

Some other features of e-books are:

=t Kindle, ipad, Sony, Kobo arcsome of the reading devices for reading e-books.

= Special software is required to read e-books, PDF, HTML, Micrasoft LIT and PalmOS
aremost popular format for e-books,

=+ Convenience and mobility is ensured as we can carry the entire library inour pocket.

=¢  Some e-books can be downloaded for free or at reduced cost, however, prices for
many e-books - especially bestsellers - are similar to those of hardeover books.

= Savestime.

42244 Examples of E-Books

Presently millions of e-books are available in the market. In Figs. 4.2.7 to 4.2.10 the students
are presented the glimpses of a popular e-book for easy upstanding. In this case vou can
observe step-by-step access of ane-book,
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Fig 4.2.7: E-Book search
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Fig 4.1.10: Content page of an e-book

Multimedia Databases

The multimedia database systems are to be used when itis required to administrate a huge
amounts of multimedia data objects of different types of data media {optical storage, video
tapes, audio records, etc) so that they can be used (that is, efficiently accessed and
searched) for as many applications as needed, The objects of Multimedia Data are; text,
images, Graphics, sound recordings, video recordings, signals, etc. All these are digitalized
and stored. For Example BEC monitoring, National Geographic Databases, Discovery
channel multimedia databases etc.

Electronics Theses and Dissertation

Digital libraries of electronic theses and dissertations (ETDs) offer an alternative of output
valuable academic research in University and higher education institute, The idea of E-
Theses and Dissertations (ETD]) is coming up in International scenario, which can be easily
located, readily accessible and delivered over the web. Theses and dissertations are an
important part of information resources in library. The current state of Indian ETD
repository initatives and introduces a project called Shodhganga, initiated by the
Information and Library Network (INFLIBNET), an Inter-University Centre of the
University Grants Commission,
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Basic Search Features in Databases

The study has found some of the retrieval techniques, which has categories in the basic
retrieval techniques, the details are given below.

Boolean Operators

Many commercial online search systems permit the formation of complex expressions by
using Boolean logic to combine retrieval sets, Boolean logic is algebra of sets, In online
information retrieval, Boolean logic is applied to sets of posting,

The major Boolean operator are AND, OR and NOT. If A and B are set of posting , these
Boolean operatars have the following meanings:

AND- Aand Bis set of postings and common to A and B, and is called the intersection of A
and B. A and Bis represented by expression A*B on some search systems,

OR - A or Bis the set of postings either in set A orin set B or in both sets A and B, and is
called the union of A and B. A OR Bis represented by the expression A +B on some search
systems.

NOT - A NOT B is the set of postings in set A but not in set Bm and is called the difference
between A and B. A NOT B is represented by the expression A - B on some search systems,
NOT should be used with caution, since relevant records can inadvertently be eliminated
with NOT.

Phrase Searching and Match Exact Word/Phrases

Phrase search and match of exact words features produce similar results, in which systems
must find documents with the exact phrase to appear within the documents or any field as
specified before executing the search. The phrase "digital divide" should retrieve
documents with the exact terms adjacent to each other within the same document.

Field Specific Searches and Limit Field Search

Field specific searches allow users to himit their query terms to a specific field(s), which
includes abstract, author, title, accession number, and subjects. Limit search is another
feature that constrains a users' query into a certain requirement; for instance by limiting the
search to "full text available" and "English language” documents only. Limiting the search
to Enghish language documents is available in all systems,

Truncation and Wild Card

Truncation allows a search to be conducted for all the different forms of a word having the
same common rook. As an example, the truncated term COMPUT* will retrieve items on

COMPUTER, COMPUTING, COMPUTATION, COMPUTE, etc. A number of different
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options are available for truncation, e.g. right truncation retrieves all words having the

same characters at the right-hand part, e.g. "hyl' will retrieve word like methyl, ethyl, etc.
Similarly, middle truncation retrieves all words having the same characters at left and
right-hand part. For example, a middle-truncated search term 'celo*r' will retrieve both the
terms 'colour’ and 'color'. A wild card is used to allow any letter to appear in the specific
location withina word.

Proximity Search

In the text retrieval system there should be provision for adjacency / proximity searching,

The purpose of what is to refine search statements by permitting the searcher to specify the

contextin which a terms must occur. This search facility allows the user to specify weather

two search terms should oecur adjacent to each other, whether one or more words occur in

between the search terms, whether the search terms should occur in the same paragraphs

irrespective of intervening words, and soon,

Proximity searchin dialog:-

= Information (w) system (specifies that the bwo terms should appear in the givenorder
next to each other in the retrieved itemis)

= Information (2n) system (specifies that there may be at most twao intervening terms
between the twosearch terms in the retrieved items)

= Information (F) system (specifies that the search terms should appear in the same field
in the retrieved items)

Range Searching

Range searching is most useful with numerical information. It is important in selecting

records within certain data ranges. The following options are usually available for range

searching:

greater than(>)

less then (<)

equalto(=)

notequalto (/=or<=)

greater than equal to (>=)

LI A )

less than orequal to (<=}

These operator are used to preseribed a precise condition ina given search statement.
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4.2.3.6 Keyword Searching

Akeyword is simply a word that shows up somewhere ina record: it can be partof a name,
a subject, or a title, or appear in the table of contents, This is different from a subject search,
which looks for the word only in the subject heading field,

4.2.3.7 Word Stemming

424

Free text-searching, searches exactly as we type in to the search box, without changing it to
thesaurus term. It is difficult for the end user to decide upon which all terms to key inand
get the results. At this point word stemming will be needed. It is observed that in most
cases, morphological variants of words have similar semantic interpretations and can be
considered as equivalent for the purpoese of IR applications, It also reduces the dictionary
size, that is, the number of distinct terms needed for representing a set of documents. A

smaller dictionary size results ina saving of storage space and processing time,

Recent Trends in Web Search

Students could be using the accurate, authoritative, and age-appropriate print and
electronic sources provided by scheol and public libraries for their school research, A
library database is an organized collection of electronic information that allows a user to
search for a particular topic, article, or book in a variety of ways. Some databases contain
the full-text of articles from journals, magazines, and newspapers, as well as books, Onecan
access library databases off-campus too. Most of the information found by using Internet
search engines is free. Library databases contain copyrighted, licensed, and proprictary
information. Library pays for access to databases so that students can access the
information for free.

The federated search engines is great tool, through which one getaccessibility of majority of
paid online databases,

The article describes the concept of federated searching and demarcates the difference
between metasearching and federated searching which are synonymously used. Due to
rapid growth of scholarly information, need of federated scarching arises, Advantages of
federated search have been described along with the search model indicating old search
model and federated search maodel

Federated search is the simultaneous search of multiple online databases and is an
emerging feature of automated, Web-based library and information retrieval systems. It is
also often referred to as a portal, as opposed to simply a Web-based search engine, It is
sometime termed as broadcastsearch, parallel search, cross reference search efc,

Example of Federated Search Engines: Google Scholar, Scopus, Liberty, Knimbus etc,
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4.2.6

4.2.7

Summary

Information and Communication Technology has changed the whole service envirenment
of libraries and information centres. With the advent of new ICT tools and techniques, it
becomes essential for our library professionals to update the existing library collection and
to introduce new ICT based library services with maximum utilization of latest
technological tools and services. In terms of library collection, it becomes essential to
procure e-books, e-journals and e-databases. We should utilize e-mail support for the
purpose of fast and cheap dissemination of information and also for promoting better
communication. Internet has become an essential tool for any information
organization/industry, and thus we should try to get maximum possible support for
providing quality information service to our patron,

Glossary

Arpanet: Its full form is Advanced Research Projects Agency Network, It was one of the
world'sfirstoperational packet switching networks.

E-Database: It is an organized and systemized collection of information on a specific

subject or inter related multiple subjects,

E-Book: It is a digital publication of complete book consisting text, graphics or both,
readable on electronic devices like computer,

Intranel: Intranct is used for a network connection of various computers or computer
networks within aspecific organization.

Extranet: An Intranet, which is partially accessible for the authorized outsiders or outside
Lsers,

ISP: InternetService Provider -a company thatsells directaccess to the Internet.

Web Crawler: Tt is known as a web spider or Web robot. The Crawler is used to collect
information from a website.

WWW: The World Wide Web

Exercise
Short Answer Questions

Whatis the importance of Online database search?

How aweb portal can be authoritative sources of information?

B

Discuss different form of online databases,

=

Whatare Full text online databases?

Ul

What do youmean by eBook?
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Discuss various features of Search.

7. Differentiate between website and database,
Pointout various Regional Internet Registries.

4. Discuss various benefits of Electronic resources,

10.  Discuss Electronic Theses and Dissertation,

11.  Define Boolean logic.

12.  Describe the operators of Boolean logic?

13, Define Range Search.

14.  Pointoutvariousfeatures of an E-Book.

15.  Discuss Word Stemming inSearch.

16.  Whatare the requirements of using E-books in the library?

17.  Whatis theimportance of WWW Governance?

Long Answer Questions

1. How Internet has changed the life of present society? Explain.

2. Writea descriptive note use of full text databases.

3. Discuss the need of Intranet for providing quality library support with proper
justifications.

4. Explain the Boolean operators and their impact while connecting two keywords 'A'
and 'B'.

3. Whyareelectronic resources considered better than print resources?

6. Writea descriptive note on different databases available as an information sources,

7. Write an essay on the utility of cBook in information profession.

8 Writeadescriptive note on different basic search features of a database.
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