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LIS 202 INFORMATION RETRIEVAL (CATALOGUING) |
Course Guide

Introduction

Welcome to LIS 202: Information Retrieval (Catalogg) |. This is a 2 credit course that
all second year students in the Department arecéxgéo offer as a result of its compulsory
nature. This course will expose you to the conoéptformation retrieval, most especially,
cataloguing, which is a very important functiortteg heart of all libraries and information
centres. More specifically, the course will expltdia role of cataloguing as an information
retrieval system that ensures that libraries rerteir core function of information
provision by facilitating timely access to infornaat resources.

Course Aims

The course aims to ensure that you understandrtpertance of information retrieval in
the library system and also equip you with the kieolge and skills of cataloguing that
will make you an effective and efficient catalogu&he course has five modules and
fourteen units developed to enhance your comprédera$ information retrieval with a
particular focus on cataloguing.

Course Obijectives
At the end of this course, it is expected that slbauld be able to:

e define information retrieval

e explain the relevance of information retrieval e tibrary
e describe the process of information retrieval ia library
e define catalogue

e discuss the purpose of the catalogue

e describe the types of catalogue

e enumerate the forms of catalogue

e discuss the history and development of catalogoautes
e define cataloguing

e explain the types of cataloguing

e describe the choice of access points in cataloguing

e engage in the practical cataloguing of informatiesources

Working through the Course

The successful completion of this course is depanoie your active participation in both

the theoretical and practical aspects of the codrsis you can achieve by ensuring that
you devote ample time to meticulously study the fimodules to fully comprehend the
contents. Each module is divided into units devetbfrom the central theme of the
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module. Within each unit, there are seven subhgadivhich are; introduction, learning
outcomes, main content, summary, glossary, refesghother reading and possible
answers to the self-assessment exercises. Thaluction gives an overall idea of the
content of the unit, preparing your mind as to wy@i should be prepared to learn. The
learning outcomes highlight what you are expectel@arn in the unit. The main content
which is the most voluminous part of the unit camgahe explanation of concepts which
at times, could include relevant illustrations dinés to videos for further clarity. As for
the summary, it presents a condensed overvieweoés$sential points of the main content.
The glossary defines technical terms used in thlg bbthe content. The references/further
reading lead you to information resources thatahsulted could add value to your
understanding of the main content. The possiblevarssto the self-assessment exercises
assist you to know how you performed in the sesieasment exercises that are also within
the unit in a box. In the unit also are the tut@rked assignments that provide a list of
guestions that will assist you to evaluate younkeoge and prepare you for continuous
assessment and examination. You can access thisegare electronically through the
website of the university which also allows youdtmwvnload it on your electronic device
for offline reading.

Assessment

The Assessment of this course will be conductedutin continuous assessment and
examination. The continuous assessment will takefohm of a Computer-Based Test
(CBT). Since the assessment is continuous, it lealldeployed three times and the
maximum score allocated for it is 30 marks, 10 maftr each deployment. The

examination will make up for the rest of the asses#g with 70 marks. You are expected
to sit for the CBT three times and the final exaaion.

Study Units

There are 14 study units in the five modules f@g tdourse. The modules and units are as
follows:

Module 1 Concept of information retrieval

Unit 1 Concept and relevance of information eataill in libraries
Unit 2 Information retrieval process in libraries

Module 2 Information retrieval tools in libraries: catalogue

Unit 1 Definition and objectives of the librargtalogue

Unit 2 Forms and characteristics of the libraayatogue

Unit 3 Arrangement and method of preparatiorhefltbrary catalogue
Unit 4 Strategies for facilitating effective uskthe library catalogue
Module 3 History and development of cataloguing ates

Unit 1 Development of individual codes

Unit 2 The development of AACR and AACR2
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Unit 3 The development of Resource Descriptioth Aocess (RDA)

Module 4 Normative principles of cataloguing

Unit 1 The canons of cataloguing

Unit 2 Purpose and application of the canons cdlogtuing in the Digital
Age

Module 5 Cataloguing of information resources

Unit 1 Definition and types of cataloguing

Unit 2 Added entries, choice of access pointsfanus of headings

Unit 3 The process of cataloguing (practical)

Getting the best from the Course

For you to get the best from this course, you rmatase any form of phobia for cataloguing
that you might have and be determined to excdlisxdourse as a prospective cataloguer.
This positive mindset will motivate you to give ydwest to acquire the needed knowledge
and skills that the course offers. Additionallyuyeeed to acquire a laptop computer and
an internet facility if you do not already have ofais will ensure that you have access to
this courseware anytime you want to and also adbeskiternet to learn more about the
course. Furthermore, you must practice catalogamgour own with different types of
information resources. This will assist you to kéled at cataloguing as it is often said
‘practice makes perfect. It is also important tigai make use of the tutor-marked
assignments at the end of the module to evaluatermwledge of the subject matter.

Summary

Information retrieval (Cataloguing) 1 is a coursattdeserves more than the usual attention
from you, as it explains a strategic part of thekbane of libraries. This course is designed
to impart to you the knowledge and skills neededptoperly describe information
resources to facilitate their retrieval from thélection by the patrons based on their level
of relevancy. It is expected that at the end & toiurse, you would not only have acquired
the knowledge needed for you to excel in your exatnon, but you would have also
effectively mastered the skill of cataloguing libraesources.

TABLE OF CONTENTS
MAIN COURSE
CONTENTS Page

Module 1  Concept of information retrieval
Unit 1 Concept and relevance of information refan libraries
Unit 2 Information retrieval process in libraries

Module 2 Information retrieval tools in libraries: catalogue
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Unit 1 Definition and objectives of the librarytabbgue

Unit 2 Forms and characteristics of the librartatgue

Unit 3 Arrangement and method of preparation eflthrary catalogue
Unit 4 Strategies for facilitating effective usktloe library catalogue
Module 3 History and development of cataloguing cceb

Unit 1 Development of individual codes

Unit 2 The development of AACR and AACR2

Unit 3 The development of Resource Description Access (RDA)
Module 4 Normative principles of cataloguing

Unit 1 The canons of cataloguing

Unit 2 Purpose and application of the canons tdleguing in the Digital Age
Module 5 Cataloguing of information resources

Unit 1 Definition and types of cataloguing

Unit 2 Added entries, choice of access pointsfanus of headings
Unit 3 The process of cataloguing (practical)

MODULE 1 CONCEPT OF INFORMATION RETRIEVAL

This module examines the concept of informationeeal by presenting the definition of
information retrieval with a discussion of its ned@ce to libraries and information centres.
This module will also explain the steps in the mifation retrieval process.

Unit 1 Concept and relevance of information refan libraries

Unit 2 Information retrieval process in libraries

UNIT 1 CONCEPT AND RELEVANCE OF INFORMATION
RETRIEVAL IN LIBRARIES

CONTENT

1.1 Introduction

1.2 Learning outcomes

1.3 The concept of information retrieval in libraries

1.4 Relevance of information retrieval in librarie

15 Summary

1.6 Glossary

1.7 References/Further Reading

1.8 Possible answers to Self-Assessment Exer(3&ss)



@ 1.1 INTRODUCTION

This unit will introduce you to the concept of imfeation retrieval within the context of
libraries so that you can appreciate why it shawdtlbe toiled within the library system.
The unit will focus on the concept and relevancenfdrmation retrieval in libraries.

@ 1.2 LEARNING OUTCOMES

At the end of this unit, you should be able to:
I.  define information retrieval
ii. explain the relevance of information retrievaliloraries

=1 1.3 The concept of information retrieval in Ibraries

Information retrieval was coined by the Americammpuiter expert, Calvin Northrup
Mooers in 1950 and it gained prominence in the atiocal and research communities
including libraries in 1961 (Atanda & Adeyemi, 2Q1&formation retrieval is a concept
that has profound relevance in the library domairnt & synonymous with what libraries
are expected to facilitate, which is the opportufor users to gain access to information
resources that are of interest to them whenevendbd arises. This connotes that without
information retrieval, libraries cannot exist. Widlat you think is the benefit of a library if
users cannot retrieve information from its collestof information resources for problem-
solving and decision-making? You may be corredtdla the view that even a bookshop
can be more functional than such a library becaussast individuals can purchase a book
and have access to its content. This tells youaHhirary is what it is because those who
need information can have the privilege of accestia various information resources that
are in the collection.

With this background, information retrieval canréfere be described as a system that
ensures that library users have the opportunitprowse through the collection of the
library and gain access to the relevant informatomtained in them to meet their
information needs. Onwuchekwa and Jegede (2011yedethe information retrieval
system as a bridge that connects those that cirdatenation and the potential users of
such information. This means that without the ofyuty provided for users to retrieve
information, what authors have painstakingly put#is will not be known to them. Thus,
the information retrieval system ensures that tirelectual efforts that authors expend in
publishing their works and the funds allocatedhi® acquisition of information resources
by the management of libraries do not go to waste.

Click on this link to watch a short video on the maning of information retrieval
https://youtu.be/YOCZmsel5Rs




Information retrieval within the context of libras can be broadly categorized into two.
These are the in-house information retrieval systand the online information retrieval
systems. The in-house information retrieval systamsthose mechanisms that are put in
place by libraries locally to ensure that their rasean identify, find and choose the
information resources that they consider usefuhtar information needs. A very good
example of an in-house information retrieval systaribraries is the traditional library
catalogue which will be discussed in detail in #8£ond module. Other examples are
bibliographies and indexes and abstracts whicHit&e information representation and
packaging. On the other hand, the online infornmatetrieval systems are not domiciled
in the library but the library can have access hent remotely basically through a
subscription.

The online information retrieval systems ensure libgaries provide access to electronic
information resources which offer current informatiwhich can be retrieved regardless
of the barriers of time and geographical locatibhis means that if you are using online
information retrieval systems you do not have topbgsically present in the library to
make use of them. You can be here in Nigeria andsacthe information retrieval system
of an organization that is based in the UnitedeStaf America or Australia. Once you
have access to the Internet, you can have accedsmimation resources wherever you are.
Also, you do not have to use the online informatetnieval system for a specified period.
Anytime you feel like using them you can once therea connection to the Internet.
Examples of online retrieval systems are bibliogregearch databases, full-text electronic
databases and Meta search engines (Suseela, 2014).

Fig. 1: A traditional library catalogue as x;he of an in-house information
retrieval system
http://newworldencyclopedia.org



Fig. 2: Logo of a popular online information retrieval system
http://www.library.ucc.edu.gh

Self-Assessment Exercises 1

Attempt these exercises to measure what you havetleo far. This should
not take you more than 5 minutes.

1. Libraries can exist without information retrievatue or False.

2. The two categories of information retrieval systeamthe library
are and

3. The traditional library catalogue is an example of

information retrieval system.

4. Meta search engines are examples of nformiation
retrieval system.

P

il 1.4 Relevance of information retrieval in libraies
According to Atanda and Adeyemi (2018), informatiaatrieval is a core function of

libraries because it facilitates;

expeditious dissemination of information

access to the right information at the time whas rieeded
access to information in an effective, yet econaiicay
refining of information

browsing

access to current literature

interpersonal communication

assistance from librarians
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Expeditious dissemination of information The library will have the capacity to provide
fast access to information from its collection hiete is a tool that can facilitate that.
Without information retrieval tools like the catglee, users will spend a lot of time moving
around the library in an attempt to have acces$isganformation resources that they need.
Can you imagine yourself in a strange country wiyereneed to locate a hotel where you
will pass the night without a map or a guide? Themo doubt that you might be lost and
frustrated or waste lots of time trying to locdte hotel. That is exactly what could happen
to a library patron who wants to access the libramillection without an information
retrieval tool like the catalogue. So, with infortioa retrieval tools, users can quickly
access library resources without feeling frustralduls is because the information retrieval
tools will lead you straight to information resoescthat might address your information
needs, just like a guide will lead you to the deepsof the hotel where you intend to pass
the night.

Access to the right information at the time when iis needed:Information retrieval is
relevant to the library system because it ensuras users can have access to the right
information without delay. For instance, as a paatgate student who is researching the
history of viruses, you may decide to use the tpreatalogue to ascertain if there are
information resources that address this. A sednmobugh the catalogue or indexes and
abstracts could lead to encyclopedias and jourthels address the subject matter and
without wasting time you can access the documerdgyat the exact information that you
need.

Access to information in an effective, yet economatway: Information retrieval ensures
that users economically have access to informafibis is because the only price that a
user might have to pay to access library resousc® cost of transportation to the library
if applicable. For some other users who resideectosthe library, the price may not be
monetary but in terms of the time used to visit ltheary. Once users are in the library,
they do not pay to access the information resowegsrdless of the number of resources
consulted. For instance, hardly would it be possitdr a user to have the financial
wherewithal to purchase a complete set of encydiageand still subscribe to different
journal titles. However, libraries purchase thedgermation resources and even more for
the benefit of their users. Thus, the fact thahautative and reliable information can be
retrieved from these information resources at nditexhal cost makes it economical to
retrieve information from the library.

Refining of information: Information retrieval facilitates the possibldimeng of needed

information by the information seeker in the lilraiThere is a high tendency that the
information seeker might need to be helped to pig@aticulate his or her query before
relevant information resources can be retrievethftbe collection. For example, if you
approach the reference librarian and you requesirdents on information retrieval, the
librarian might need to question you further tonmefyour information need. The reference
librarian might inquire if you are interested irfarmation retrieval from the perspective
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of computer science or the angle of library scietds your response that will determine
the documents that the reference librarian wilivme or lead you to.

Browsing: The fact that information can be retrieved frame dibrary also facilitates
browsing. Browsing refers to the process wherebysar goes through information
resources to ascertain their relevance in addgs$smor her information needs. There is
the opportunity for an information seeker to pertsecontents of different documents to
evaluate if they will be useful or not with thelfabnsciousness that the information found
in them can be retrieved if they are adjudged afulig-or example, you can visit a library
and decide to go through the table of content®okb on the shelves. If you are fascinated
by any of them, you can have access to and retti@/anformation from them.

Access to current literature: Another relevance of information retrieval in libes is the
opportunity it gives for current literature to becassed. This is because libraries are in the
business of information provision/retrieval, and&able to stay relevant in the face of the
competition with search engines like Google, infation resources have to be acquired
from time to time. Thus, current information resmes are also available and accessible in
the library and this realization makes it possibleusers to have access to them.

Interpersonal communicationt In addition, it is basically because informatican be
retrieved from libraries that encourage differeategories of users to visit them. This
opportunity also gives room for interpersonal comioation between users which could
be academic or social. Interpersonal communicatidhe library can be beneficial in the
immediate and could also lead to a lifetime frigmgs. There are examples of students
who became regular users of library resources Isectneir colleagues also use the library
and that impacted their academic performance pe$jtiThere have also been cases where
individuals who visit the library to access infotima resources interacted with fellow
library users of the opposite sex and that inteyacgrew to courtship and eventually
marriage. This proves that the library environmentot a purely academic space where
users go in quietly and leave quietly without iat#ron; it is also a social space.

Assistance from librarians Also, because librarians are employed to rendgfepsional
tasks of information provision also places thenaiposition to assist the users primarily
on matters relating to how their diverse informatneeds. This they do through the myriad
of information resources and the services offeretthe library. In the course of using the
library at one time or another other, you mightdnéiad reasons to seek the assistance of
the librarians either to ask a question or to slisdction on how to retrieve a particular
document. These librarians are there because thaythe skills and abilities to assist the
users primarily to retrieve information resouraeshe library.

Self-Assessment Exercises 2

Attempt these exercises to measure what you havetleo far. This should
not take you more than 5 minutes.

1. How many points were discussed in this unit thaplessized the
relevance of information retrieval in libraries? ® (b) 8 (c) 9(d) 4
2. Browsing refers to the process of retrieving docotsiérom the shelves

LY P B P . N |
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1.5 SUMMARY

This unit has explained the concept of informatietnieval within the context of libraries
as the mechanism that facilitates access and ube aftellectual contents of information
resources in the library. The two broad categosiemformation retrieval which are in-
house information retrieval systems and online rimition retrieval systems were
enumerated and the relevance of information rettiem libraries was sufficiently
discussed Librarians need to regularly evaluate how effectivey are when it comes to
their responsibility of facilitating information trgeval in their space. This is because if a
library is ranked low by patrons on informationrietal mechanisms, it might begin to
witness user apathy as individuals will prefer miation sources that will guarantee the
retrieval of needed information at the appropriai®. Thus, information retrieval is a sine
gua non to increased library patronage by clientele

Tutor-marked assignment
1. What do you understand by the term ‘informatietnieval’?
2. Enumerate the categories of information rettisyatems in the library.

3. Present an essay on the relevance of informagitoieval in libraries
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1.6 GLOSSARY

Abstract: An abstract is a condensed representation aftkential content of a document.

Bibliographic search databasesthese are repositories or compilations of pubibce
that can be searched with the use of keywordstlikename of the author, the title of the
document, date of publication and the like.

Bibliographies: these are a list of publications in a partictikld.

Electronic information resources these are information-bearing contents like books
journals and reference materials among othersdhiatbe accessed through the use of
computers and related devices.

Full-text databases these are repositories that provide access tadhaplete text of
journals, magazines, books, newspapers and the like

Index: this is an organized list of the essential cotsteri a document like subject terms
and names with pointers to how they can be located.

Metasearch engines these are aggregators that allow users to sélaeahportals which
are connected to other popular search engineshanasults of the search are displayed as
provided for by the other search engines.
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x 1.8 POSSIBLE ANSWERS TO SAES

Possible answers to SAES 1

1. False

2. In-house information retrieval systems and onlimfermation retrieval systems
3. In-house information retrieval system

4. Online information retrieval system

Possible answers to SAES 2

1. (b)
2. False. Browsing refers to the process whereby a gses through information

resources to ascertain their relevance in addmgsssnor her information needs.
3. (¢)

UNIT 2 INFORMATION RETRIEVAL PROCESS IN LIBRARIES

Fig. 3: Information retrieval like a magnifier facilitates access to information
http://www.cartoonstock.com
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@ 2.1 INTRODUCTION

In unit 1, you learnt the meaning of informatiotrieval and its relevance in libraries. In
this unit, you will learn the process of informaticetrieval and all the basic functions that
are involved in this process.

@ 2.2 LEARNING OUTCOME

At the end of this unit, you will be able to:

I.  Explain the activities that make up the informatretrieval process in libraries.

——| 2.3 INFORMATION RETRIEVAL PROCESS IN LIBRARIES

Within the context of libraries, before users caocgssfully retrieve information from the

collection, some activities might have been caroet by the librarians and some steps
have to be taken by the patrons. These activibestdute a set of functions that make up
the information retrieval process. Cleaveland anda@land (2001) noted that the
information retrieval process is made up of thdofeing sets of activities that were

originally applied to information systems but maeiif to suit the library system (See Fig.
5):

The acquisition of information resources

Processing and organization of information resairce

Storage of the information resources

Query of the information searcher

Matching the query with the information resouraeshie collection
Feedback from the information searcher

ouhrwhE

The acquisition of information resources This is the first activity that initiates the
information retrieval process. This has to do vgifituring information resources for the
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library. Since the stock in trade of libraries I tinformation resources, it behoves the
management of libraries to ensure that informatsources are acquired to meet the needs
of the users. Without information resources, lilmgrcannot exist, just as a restaurant
cannot exist if food is not available for the cusérs to eat. If information resources are
not acquired, they will not be available, if theg aot available, they will not be accessible,
if they are not accessible, what will the userseeé when they have an information need?

Libraries acquire information resources throughowgs means and prominent among these
methods is through purchase either directly fromksbops, publishing houses or through
vendors. Vendors are like the middlemen betweeariks and publishers. They get books
and other forms of information resources directiynf the publishers and sell them to
libraries at a negotiated fee. The use of vendalisves librarians of the stress associated
with the acquisition of library materials and aslsuthey could devote their time to other
tasks in the library. The other methods of acqoisitare; gifts, exchanges, donations,
bequests, legal deposits and through internal géinar At times libraries get information
materials of different types as gifts from indivads, private and public institutions and
even Non-Governmental Organizations (NGOs). Fomgte, old students association at
a secondary school can come together, acquireaeixsbon different subjects and give to
their alma mater as gifts to be part of their Ifgis collection. Libraries can also exchange
certain types of information resources that arauj@cto the institutions they serve like
directories, yearbooks and the like with otherdiis. For example, the university library
of Ahmadu Bello University, Zaria and that of theilkersity of Ibadan may have the
custom of exchanging the yearbook of their universi

It is also possible for libraries to acquire infatmon resources through the donations which
would have been solicited for. This is differemtrfr unsolicited gifts. An example is when
a library writes to an NGO requesting the donatwn4 sets of computers and the
organization gave the exact 4 sets of computerthigninstance, the management of the
library informed the NGO of their area of need dhey requested an actual number of
computer sets. When the organization brought tke gewas not unexpected as it was
solicited for. Thus, it can be stated that gifts ansolicited, while donations are solicited.

Also, libraries can acquire information resourcksotigh bequest which refers to the
transfer of an individual's library collection taether library upon the death of the
individual which would have been legally documentéor example, a retired professor or
a prominent politician may give a standing ordemtmbers of the family that upon his or
her demise, his or her personal library shoulddreated to a particular library. That is why
in some libraries, the information resources ineatire section may be named after a
particular person. Such an individual might havqusathed his or her collection to that
library. Some libraries also acquire informatiosaerces through the legal documents
which is a law that mandates authors to depodiaicecopies of their publications with the

national library or any other library designated agh. For example, in 1950, the
Publications Ordinance confirmed the status of @onal library on the Kenneth Dike

Library, University of Ibadan, and that made it matory for authors in Nigeria to deposit
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two copies of their publications with the libraihe information materials in the library
can also be acquired through internal generatioriwlefers to an in-house creation of
information resources by the library personnel tmatld be useful to the users like realia
(real objects) and the like. This occurs mosthgahool libraries where the objects ABC
counting books, picture books and counting bookdsenay teachers and even students
sometimes serve as information resources in thariib

Processing and organization of information resource The second function in the
information retrieval process after the acquisitioh information resources is the
processing of the documents. This starts with atoemg the resources, which is the act
of assigning numbers to the documents in the arderhich they enter the library. The
accession number is unique to a particular boolks freans that even if 10 copies of the
same book were acquired in the library, they wal/é different accession numbers. For
instance, the first copy may be assigned 2022/8ile the second will be 2022/002 and
it follows that order. After accessioning, diffetestamps are used for the sake of
identification and book cards, book pocket and like are also attached to facilitate
charging and discharging. Once the processing aspeompleted, the documents are
organized through the important tasks of catalog@nd classification so that users can
access the information resources without wastimgeti Thus, users cannot retrieve
information from documents in the library if thegJe not been properly processed and
diligently organized.

Storage of the information resourcesinformation retrieval will not be possible if the
information resources are not properly stored, beedhe documents may not be found at
the time when they are needed. Without storageyrnmdtion resources can also be
mutilated and defaced and that might hinder theefuiness to the information seeker.
How would you feel if an important page of a boakiyneed to complete an assignment is
torn off? Or did you discover that cockroaches hdefaced that particular page with their
dark brown dropping? No doubt, you will be veryagipointed. As a result, information
resources depending on their formats need to edsfmoperly. Books can be stored on
shelves; audio-visual resources can be storecein @ippropriate cans and cabinets, while
electronic information resources can be stored DARDM, flash drives, memory cards
and even the cloud like Google Drive and the like.
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Fig. 4: Shelves used for the storage of books
http://www.rangementprisma.com

Query of the information searcher: Before information can be retrieved from the
collection of the library, there must be a need thast be met. This information gap is
what is depicted by a query which otherwise mearestion. Once there is no query by
the users, all the information resources that \aetpiired, processed, organized and stored
will not be able to justify their presence in thigadry. This is similar to a restaurant that
offers different forms of delicious meals that weagefully prepared but customers are not
hungry. Of what benefits are the delicious meals@sT it is the query of the patrons that
triggers the information retrieval process. Somerms of users may not necessarily
require the librarian to retrieve information resms before they are answered. For
example, a user may ask where dictionaries andcepgdias can be found on the shelves
while another user may just seek information onreltlee restroom is. On the other hand,
some queries of the users could necessitate areis@arch on the part of the librarian. For
example, a user who is conducting research caiif &gkor she can retrieve documents
that can assist him/her in completing the reseadrhls is the type of query that could lead
to the retrieval of information resources.

Matching of the query with the information resources in the collection The process of
information retrieval can only near its completidrafter a user presents a query, the
collections of the library are accessed eitherhgyuser or with the assistance of library
staff, to ascertain if there are documents thatadiress the information need of the user
or not. Once the query is matched with the documenthe library and it yields positive
results (meaning that there are information resitbat contain what the user wants),
retrieval of information can be facilitated immetgig. Thus, this process will lead to the
retrieval of information from the collection of tiibrary and it will necessitate feedback
from the information searcher.

Feedback from the information searcher The final activity that completes the
information retrieval process in the library isdback from the information seeker as to
how relevant the information retrieved from thelecdtion is to his or her information
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needs. The feedback can either be positive or ivegdf it is positive it means the
information seeker is satisfied with the informaticetrieved and that could add to the
approval ratings of the library. On the other hahdhe feedback is negative it suggests
that the information retrieved has not been ablsufficiently address the information
needs of the searcher. This could lead the seat@ghepeat the penultimate process again
or further seek the assistance of librarians.

— Acqusition of information resources -

p— Processing and organisation

e Storage ]

— Query of the searcher

— Matching of query with information resources

d Feedback from the searcher

Fig. 5: lllustration of the process of informationretrieval in libraries

Self-Assessment Exercises 1
Attempt these exercises to measure what you havetleo far. This should
not take you more than 5 minutes.

1. Information retrieval is a process involving onlyet staff of the
library. True or False

2. In the information retrieval process, query by itfermation seeket
Is the first activity that is carried out. Truefealse

3. The books in the library are assigned ccession
numbers. (a) Similar (b) Different (c) Current (@id

4. The feedback from information searchers will alw#gs positive.

True or False
5. How many activities make up the information retakeprocess?
@6 (b)7 (c)9 (d)2
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2.4 SUMMARY

This unit has explained the six activities that smab the information retrieval process in
the library environment. These are; the acquisibbmformation resources, process and
organization of information resources, storagenfdrimation resources, the query of the
information searcher, matching of the query witle timformation resources in the
collection and feedback from the information searcihe process of information retrieval
in libraries is a function of different activitiésat must be carried out in advance without
which the process will not be smooth. It is therefemperative that activities like
acquisition, processing and organization of infdroraresources and storage be carried
out diligently in order not to hinder the procedsrdormation retrieval by the time the
searcher comes with his or her query.

Tutor-marked assignment

Information retrieval process in libraries is mage of different activities.
Present an essay to explain how far you agreethighstatement?

2.5 GLOSSARY

Directories: these are information resources that list the naadresses, phone numbers
etc. of individuals or organizations in an ordarignner.

Information seeker: this refers to the library user who needs infororafior a particular
purpose.

Query: this refers to the question that a library uses and hopes to find an answer to by
visiting the library.

Yearbook: this is a publication that gives information abeuents that happened in the
previous year in a particular organization.
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\ﬁl 2.7 POSSIBLE ANSWERS TO SAES

Possible answers to SAES 1

False. Both the library staff and patrons are iwedl
False. The first activity is acquisition of infortran resources

(b)

False. It could be negative at times

(a)

abrwpbpPE
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MODULE 2 INFORMATION RETRIEVAL TOOLS IN LIBRARIES:
CATALOGUE
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Fig. 6 The catalogue, an indispensable tool in tHdrary
http://www.123rf.com

In this module you will be exposed to one of thempinent information retrieval tools in
the library, the catalogue. This module will defithe library catalogue and explain the
purpose of the library catalogue. The differenhisiof catalogues and their characteristics
will be discussed. The third unit in this moduldlvilocus on how entries are arranged in
the catalogue and the method of preparing therjlratalogue. The last unit will describe
the strategies for facilitating use of the libragtalogue.

Unit 1 Definition and objectives of the librargtalogue

Unit 2 Forms and characteristics of the libraayatogue

Unit 3 Arrangement and method of preparatiorhefltbrary catalogue
Unit 4 Strategies for facilitating effective uskthe library catalogue

UNIT 1 DEFINITION AND OBJECTIVES OF THE LIBRARY CATALOGUE

CONTENT

1.1 Introduction

1.2 Learning outcomes

1.3 Definition of the library catalogue
1.4 Objectives of the library catalogue
15 Summary

1.6 Glossary

1.7 References/Further Reading

1.8 Possible answers to Self-Assessment Exer(3&ss)
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@1.1 INTRODUCTION

In the previous module, you learnt that the libragtalogue is one of the types of
information retrieval tools. In this unit, you wikkarn why the catalogue is not just an
information retrieval tool, but perhaps, the mostportant tool in the library. This
knowledge would make you appreciate the vital thhg the catalogue plays in assisting
users to retrieve information from the informatr@sources in the library.

@ 1.2 LEARNING OUTCOMES

At the end of this unit, you should be able to:
I.  define library catalogue.
ii.  justify why the catalogue is called the most impottinformation retrieval tool in
the library.
lii.  describe the relationship between the catalogudlantive laws of library science
by Ranganathan.

1.3 DEFINITION OF THE LIBRARY CATALOGUE

As a result of the important role that the libraatalogue plays in information retrieval, it
has attracted quite some definitions from schoBwsd (n.d.) defined the library catalogue
as a list of information resources like books,asrand audio-visual resources which are
arranged systematically and include bibliographicfrmation to facilitate easy retrieval.
Aina (2004) opined that the library catalogue istathat describes and locates each item
present in the collection of a library. Gorman (2D6onsidered the library catalogue as a
list of the information resources of a single Iiiyrar group of libraries which is arranged
in an orderly manner. As for Amune (2006), the lcafae is viewed as a tool that facilitates
the update of records and the location of infororatresources to assisting users in
addressing their information needs.

Furthermore, Nwalo (2012) noted that the librarfaltgue is an index of the information
resources in a library. From the perspective ofl@hoand Abubakar (2013), a library
catalogue is a tool that informs the users wharéqular library has and also assists them
in locating where the information resources caridoed in the library. Adeniran (2018)
also described the catalogue as an inventory adritiee collection of a library which could
be print or electronic. Thus, the catalogue seass guide to the users, drawing their
attention to the information resources in the lipihighlighting important bibliographical
details) and leading them to where they can besaeckeither on the shelves or virtually.
Therefore, itis clear that a library cannot opesaithout a catalogue. The library catalogue
can be that of a single library which providesitiaex of all the information resources that
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are available and accessible in that library orwheh is owned by more than one library
which is called a union or joint catalogue.

The idea of the joint catalogue is borne out offde that a single library cannot be self-
sufficient in terms of accessibility to informatioasources possibly because of financial
or space constraints. Thus, in an attempt to mpKenthat deficiency, a group of libraries
can come together to maintain a single catalogaewiil be made available to the users
of all the libraries that are in that agreementr &xample, if libraries A, B, C and D
maintain a union catalogue, users of library D eacess the catalogue and retrieve
documents acquired, processed and organized layyliBreither electronically or with the
help of the library staff.

Self-Assessment Exercises 1

Attempt this exercise to measure what you haventesar far. This should not
take you more than 3 minutes.

What do you term by the term ‘catalogue’ within tantext of libraries?

Provide your answer

Check the end of this unit to ascertain if the aersyou provided is the correct
one

OBJECTIVES OF THE LIBRARY CATALOGUE

Charles Ammi Cutter, an American librarian who eputed to be the first individual to
produce the card catalogue in the United Statefmérica in 1876 enumerated the
objectives of the library catalogue which are sélevant in this present age. He stated that
the library catalogue should:

I assist a user to locate a document that the auttieror subject is known. This
means that as a user of the library if you neeadaklihat is authored by a
particular individual and such a book is in thadily, you should be able to
locate it through the catalogue. Similarly, if ykmow the title of the book you
are looking for; a search through the cataloguailshbelp you to locate that
particular book if it is in the library. Ditto fdhe subject also.

. reveal the works of a particular author availabléhie library, the subject scope
of the documents in the library and their form ofgentation. For example, if a
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library has 12 books authored by Chinua Achebe tredl books should be
captured in the catalogue for easy accessibilitgo Athe catalogue should be
able to organise documents on the same subje¢htrgs that a user who needs
documents on that particular subject can easilgsethem. In addition, the
catalogue should identify the documents in thealpiby their form of literature
e.g. poems, novels etc.

iii. permit the users to decide on the edition of theudwent to be used and also
help the users in terms of revealing the main ®pmvered. This indicates that
you should be able to know from the cataloguedbaument is the™, 39 or 4"
edition. As such, if you are interested in tHeedlition and what the library has
is the 29 edition, you can make your decision. The catalaghmuld also give
an insight into the content of documents in teririhe topics covered to enable
the user to determine the depth of treatment obthgect before accessing the
document.

In addition to the objectives of the library catple, it also provides the following
functions:

1. Provision of bibliographical information of the armation resources in the library:
This suggests that the name of the author(s), ithe daf the work, edition,
publication details and all other necessary infdromaare documented in the
catalogue. Thus, the catalogue can be viewed asrragate of documents,
informing the users about what they need to knoaualbhe documents well in
advance.

2. Location of information resources in the librarp: dddition to the bibliographic
information of documents, the catalogue containé mambers which indicate
where the documents are located on the shelvesefbine, once the user gets the
call number from the catalogue card, he or she pviticeed to the shelf that is
labelled with that number to retrieve the particdacument.

3. Development of information retrieval skills in theers: If a user can successfully
use the catalogue to locate documents in the Yibrsuch a user has acquired
information retrieval skills that will not only baseful within the domain of the
library. The principles behind the use of the Ifyraatalogue can also be applied
while searching an electronic database to retiigfegmation. Therefore, there is a
tendency that a library user who can use the focatalogue will have a high level
of information retrieval skills than one who cannse the catalogue.

4. Provision of a tool which could aid in the seleotaf information resources by other
libraries: Since the catalogue provides a lishefinformation resources in a library,
another library that has a similar mandate canthaelist to determine if their
collection is deficient or up to date. In the caba deficiency, the library can select
documents from the catalogue list to acquire. Kargle, university library A can
make use of the catalogue of university librarynBhe subject area of Botany to
determine if they have the books that universibrdiy B has. If university A
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discovers that university B has more books on Bgtéarcould select from that of
university B for acquisition.

5. Revealing if a particular document in the collectis missing or has been shelved
wrongly: This will be made possible after a usepies the call number on the
catalogue hoping to retrieve a document only toalisr that the document cannot
be found. This realisation made possible throughctdl number on the catalogue
can assist the library staff to ascertain if theushoent has been wrongly shelved or
has been taken out of the library.

From the foregoing, it can be summarized that ithray catalogue makes it possible for
users tdind, identify, select andbbtain information resources (FISO).

Find

|dentify Catalogue Obtain

Select

Fig. 7. lllustration of the summarized functions ofthe library catalogue

The relevance of the library catalogue can als@t®ained by the five laws of library
science formulated by Ranganathan in 1931 cite&lna (2013). These are:

1. Books are for use

2. Books are for all

3. Every book its reader

4. Save the time of the reader

5. Alibrary is a growing organism

Books are for use The first law emphasizes the fact that books smtked all the
information resources in the library are meante@onsulted by the users. This is because
the library exists primarily to serve the interekthe users and the information resources
are central to the realization of that goal. Howewathout the library catalogue, this law
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would be violated because the library will becommere space where books and other
information resources are displayed but not coedult is the catalogue that projects the
information resources in the library and opens thipnfor utilization for various purposes
by the clientele.

Books are for alt This second law of librarianship states that rybshould be deprived
of access to information resources in the librarfea as he or she is properly profiled (duly
registered). The library catalogue helps to upltbld law because all the information
resources in the library are expected to haveagual entries, thereby indicating that they
can all be consulted by users. This connotes that school library, for instance, the
catalogue containing the organized list of all théormation resources that can be
consulted by pupils, teachers and other staff shbelavailable so that these categories of
users can have access to them.

Every book its reader This law states that the library should ensurat thvery
book/information material in the collection is fging on the shelves and gathering dust
with no one to consult. The library catalogue hasl@to play in ensuring that every book
gets its reader by providing an accurate descngiicdhe bibliographical information and
location of the book in the library. Thus, a vesetul book in the library’s collection might
not be consulted by the users if they are not awhits bibliographic details and where it
is in the library. All this information is record@dthe catalogue entries to ensure that every
book gets someone to make use of it.

Save the time of the readerThe fourth law of librarianship states that thraet of the
library users should not be wasted as a resulhefdifficulty in locating and accessing
information resources in the library. Thus, thdrhalk of libraries is the ability of users
to access information resources as quickly as plessven if there are thousands of
resources in the collection. This is made posshreugh the library catalogue which does
not only describe the information resources bud gi®vides information on where they
can be found in the library. Therefore, if a usantg a book written by Tafawa Balewa in
a library that is as large as a football field,dieshe needs to consult the catalogue to see
if the library has the book. If there is a catalegecord for the book, all that the user needs
to know exactly where the book is in the libraryascopy the call number and proceed to
the shelf to retrieve the book. All these can daeaed within a few minutes.

A library is a growing organism: This indicates that the library should not bdistan
terms of information resources. From time to timew information resources should be
added to the collection. The more the library grawterms of information resources, the
more the catalogue entries also grow. Thereforg pbssible to know whether a library is
growing or not by examining the catalogue.

Click on this link to watch a video that explains he meaning, objectives and functions
of the library catalogue
https://www.youtube.com/watch?v=W30Q5zU9U0qgk
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Self-Assessment Exercises 2
Attempt this exercise to measure what you haventesar far. This should not
take you more than 5 minutes.

1. The American librarian that outlined the objectieéshe library
catalogue in 1876 is
2. The library catalogue makes it possible for users t :
: and informagisources
3. The library catalogue can help users to make tbé&elas to the
edition of information resources. True or False

N\
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1.5 SUMMARY

In this unit, you have learnt that the library ¢adme is a guide or an index to the collection
of the library. The objectives of the cataloguestaged by Charles Ammi Cutter have also
been outlined and explained. The relationship betwie five laws of librarianship by

Ranganathan and the library catalogue was alsa@ieaal to highlight the importance of

the catalogue. A library catalogue is an essential that ensures that the goal and
objectives of the library are met. Without the tagae, library users will not be able to

maximize the search process and minimize the sdizneh

Tutor-marked assignment

1. 1What is the library catalogue?
2. Discuss the objectives of the library cataloguemsmerated by
Charles Ammi Cutter.
3. Using the five laws of librarianship, discuss timportance of the
library catalogue

1.6 GLOSSARY

Call number: this is made up of the classification number fag ttocument and the
number that uniquely identifies the author thatistssthe users in retrieving needed
documents from the collection of the library.

Selection this is the process of choosing information resesi based on some criteria
from the available options with the hope that thlected materials will become part of the
library’s collection.

@,;m 1.7 REFERENCES AND FURTHER READING
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\ﬁl 1.8 POSSIBLE ANSWERS TO SAES

Possible answers to SAES 1

The catalogue within the context of libraries isiatlex to the holdings of the library. It
provides a list of the various information resosread their location within the library.

Possible answers to SAES 2

1. Charles Ammi Cutter
2. Find, identify, select and obtain information resms
3. True
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UNIT 2 FORMS AND CHARACTERISTICS OF THE LIBRARY

CATALOGUE
CONTENT
2.1 Introduction
2.2 Learning outcomes
2.3 Forms of library catalogue
2.4 Characteristics of the library catalogue
2.5 Summary
2.6 Glossary
2.7 References/Further Reading
2.8 Possible answers to Self-Assessment Exer($&ss)

2.1 INTRODUCTION

In the first unit in this module, you learnt whhetlibrary catalogue is and its importance.
In this unit, you will learn that there are diffatdorms of catalogues and that each one has
its unique feature. This will widen your understiawgdof the concept of the catalogue as
an information retrieval stool in the library.

@ 2.2 LEARNING OUTCOMES

At the end of this unit, you should be able to:

I.  list and explain the different forms of a libramgtalogue

ii. Enumerate the advantages and disadvantages offéreit forms of catalogue
lii.  and discuss the characteristics of the librarylogtee

2.3 FORMS OF LIBRARY CATALOGUE

Aina (2004) identified five forms of catalogues &dn physical format. These are; the
card catalogues, book catalogues, computer outperoform (COM) catalogues, CD-
ROM catalogues and online public access cataloDEaC).

Card catalogue This is one of the most prominent forms of lilgraatalogue in Africa. It
could either be of wood or steel. Just as the niampéies, this form of catalogue makes
use of cards to document the bibliographic inforamabf all the information resources that
are in the library. This means that all the infotioraresources in the library should have
cards that serve as their surrogates (represesdgatidsually, the card has a dimension of
3 inches by 5 inches or 7.5 centimeters by 12.5moeter. The cards are usually arranged
alphabetically in drawers inside the cataloguematbiGenerally, a single book will have
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more than one card so that users can have mudtqaess points to it. That is why for the
card catalogues, there are the author catalogtiegatalogues and subject catalogues. For
a book, a card will be filed in the author cataleganother one will go to the title catalogue,
and the last one will go to the subject catalogber example, the book, things fall apart
by Chinua Achebe will have at least the author cé#tl® card and subject card. The
bibliographic records on the author card will hagdts heading the surname of the author
and the initials. Thus, if you need to access thekland you know the name of the author,
you will check the drawer of the author catalochet is labelled ‘A’ and locate ‘Achebe’,

it is expected that all the works of Chinua AchelWk have their cards. Then, you can
search for the book; things fall apart, check fa ¢tall number, proceed to the shelf and
retrieve the book.

Furthermore, the title catalogue will still docurheti the bibliographic details of things
fall apart, but the heading this time will be tiitéetof the work. This implies that if you
need the book and you know the title, all you needo is to use the title catalogue and
check under ‘T’, look for all the titles that begmth that heading and search for things
fall apart. Take note of the call number and prdceethe shelf to retrieve the book. As
regards the subject catalogue, the cards aredifgthbetically based on their subjects. The
card of the book, things fall apart, may be filetler ‘Politics’ and as such, all the books
on politics will have their cards in that drawerside the drawer, you can search for things
fall apart, copy the call number and retrieve thekb This shows that if a user knows the
author of a document that he or she needs, themacdtalogue can be helpful. If the user
does not remember the author but knows the tigepihshe can still access the same
document. Also, if the user cannot even remembeiatithor and the title but knows the
subject of the document, he or she can still haasess to the book through the card
catalogue.

The card catalogue has advantages and disadvan@gef the advantages is that it is
not rigid. Once a new document is acquired, praskssid organized, the card catalogue
can be updated by adding the cards of the new dectunihis is made possible because
the card has a hole at the bottom where a rod gpaserod is removed and the new card
Is added in the right position. Another advantafythe card catalogue is that it allows for
simultaneous use by the patrons. A user can makeofusrawer ‘B’ at the same time
another user is making use of drawer ‘O’. The @athlogue is also beneficial because it
is relatively affordable and not so difficult to m&ain, as regular dusting and cleaning can
prevent deterioration.

Despite the merits of the card catalogue, it hasesdemerits. One such is that if care is
not taken, the library staff may file the cards mglty. This could happen if the staff is tired
or not thorough and patient enough while filing tba&ds. This could have serious
consequences because a card that is wrongly phaicgd lead to the inability of the users
to have access to it when they need it. This idearcviolation of the third law of
librarianship which states that every book mustehsruses. Another disadvantage of the
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card catalogue is that as the library grows, threlsalso grow and that it could to the
acquisition of more catalogue cabinets. This coalke up space in the library.

Fig. 8: A wooden card catalogue
https://encrypted-tbn0.gstatic.com/images?q=tbn:2BcD6JU2nnovzXvoyp-
441L.cosG1N9kNabIipN Dg&usqp=CAU

Book catalogue: Nwalo (2012) described the book catalogue as tldesolform of
catalogue. This form of catalogue could be writtgnhand or typed. The bibliographic
details of the documents in the library are systerally recorded inside a book. Thus, if a
user wants to use the catalogue, a book is givemido check the description of the book
and where it can be found on the shelf. Libratied have small collections like a school
library could make use of this form of catalogukisiform of catalogue also has its own
merits and demerits. One of the merits is thag gortable as such it can be moved easily
in the case of a natural disaster. Another bergefiat it does not occupy too much space
at all. This form of the catalogue is not expendvaet up and maintain. Also, the book
catalogue can be photocopied or copied by handdare that more users have access to
it.

Despite the advantages of the book cataloguesiitealrawbacks. One of the drawbacks
is that the book catalogue is rigid. Once the padall, it is difficult to add a new entry
for a document that has just been acquired inithary. This means that it is not flexible.
Another demerit is that it does not support simétaus use by the patrons. This is evident
if it has not been replicated. If a user is usimg book, others will have to wait until he or
she finishes before they can have access. Thisl ¢teadl to a waste of time and can even
discourage them from using the library. Also, doets portable format, it can easily be
taken out of the library intentionally or unintesrially by users.
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Computer Output Microform (COM) Catalogue: This is the form of catalogue that
accommodates the bibliographic details of infororatiesources on reduced photographic
materials like microfilms and microfiches faciliéakt with the use of the computer system.
To view the bibliographic details of documents loea COM catalogue, a microform reader
has to be used to magnify the contents. A majoetieaf the COM catalogue is that it
does not occupy too much space in the library aatlaws for the production of multiple
copies to facilitate the access by the users. Té@germdisadvantage of the COM catalogue
Is that the library has to acquire a microform e¥ad access the content of the catalogue.
This could create an additional financial burdentlom library. Another drawback is that
the microform reader and associated machines seéto bhe common in this part of the
world and as such learning to use them might deatlenge.

Fig. 9: A user accessing the COM catalogue
http://technoneuse.blogspot.com/2018/07/computgstdtmicrofiims.html

CD-ROM Catalogue: This is the form of a catalogue whereby the bipaphic
information of library materials is captured onanpact disc. Due to the size of the CD-
ROM, it can accommodate a large number of entAesther benefit of the CD-ROM
catalogue is that it does occupy space at all.sadliantage of this form of the catalogue
is that it might be difficult to update especialily the CD is read-only-memory.
Additionally, if not properly handled and it fallg, could break and that may render the
content inaccessible. Notwithstanding, the contant be stored on a computer system or
other forms of storage devices as a form of backup.
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Fig. 10: Sample of a CD-ROM catalogue
https://encryptedtbn0.gstatic.com/images?qg=tbn: ABlkiIPMu8N 7EcCEtlwWJ9UsP1FD
[YAs8WjMtboMw&usgp=CAU

Online Public Access Catalogue (OPAC)This form of the catalogue is an invention
brought about by the advancement in Information @achmunication Technology (ICT)
(Nwobu, Oyewole and Apotiade, 2016). OPAC is thestmmodern of the forms of
catalogue. It can be defined as an electronic ampcerized index of the information
resources of a library. This online index is innfioof a database stored on a device with
computing facilities. With the OPAC, users can asdérary resources through the name
of the author, title of the document, edition, asten number, year of publication and even
through the International Standard Book Number Nppist through the click of a button.
ICT has also made it possible for OPAC to be aszksaitside the library through the
World Wide Web (WWW). This is called the Web-baseBAC. With this, individuals
regardless of their location can access the libr@spurces and they can even have access
to the full text either in Portable Document Forn(BDF) or in Hypertext Mark-up
Language (HTML). The advantages of OPAC are; vedl for simultaneous use, it is
flexible, it does not occupy too much space anutovides multiple access points to the
library resources. The disadvantages are; it ileggHpensive to set up, the erratic power
supply will hinder its use, if it is Web-based OPAbw internet connectivity could pose
a challenge and issues with the computer like \attecks, frequent software updates and
the like can also hinder the effective use of OPAC.
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Fig. 11: A sample of an OPAC interface
https://encryptedtbn0.gstatic.com/images?qg=tbn: ABENFvBDToDbKJHvk2yZgDJ
DCIWRpTGGxladKw&usqp=CAU

Please use this link to watch a video on the fasfrike library catalogue
https://www.youtube.com/watch?v=wljMGwWWrYGs

Self-Assessment Exercises 1

Attempt this exercise to measure what you haventesar far. This should not
take you more than 6 minutes.

Match the following

Card catalogue I. Most modern

Book catalogue ii. Uses compact discs
Computer Output Microform (COM) catalogue iiiost prominent
CD-ROM catalogueiv. Oldest

Online Public Access Cataloc v. Photographic materie

aprwbhRE
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2.4 CHARACTERISTICS OF THE LIBRARY CATALOGUE
Aina (2004) noted that an ideal library catalogbewd have the following features:
1. Flexibility
2. Accessibility to entries
3. Affordability
4. Space saving
5. Ease of duplication

Flexibility : The library catalogue needs to allow easy updateits records. If the
catalogue is rigid, it will be difficult to add nemformation resources to the collection. If
this is the case, the catalogue will not be updatetialso not reflect the true situation in
the library. Since the library is a growing organjghe catalogue needs to allow for such
growth through its flexibility. Of the forms of @lbgue discussed, the book catalogue is
the most rigid. Thus, it is necessary for librames to rely on this in the library. Others
like the card catalogue and OPAC are very flexible.

Accessibility to entries The library catalogue is deployed to ensure tisats have access
to the entries and subsequently, the informatiotenas in the collection. Therefore, the
library catalogue should not give room for occucesthat might hinder access to the
entries like misfiling. This a one of the challeage the card catalogue despite its benefits.
As a result, there is a need for due diligencéherptrt of those who have the responsibility
of filing. Access to entries in a situation of eptic power supply and slow internet
connection could also affect OPAC.

Affordability : The library catalogue should not be too exortita create and maintain.
The library needs money for other pressing issu&s the acquisition of information
resources. Therefore, the library should be ablaftord to effectively maintain the
catalogue. Most of the forms of library catalogadesnot come cheap, except the book
catalogue which also has a major limitation alrelidylighted.

Space savingThe catalogue should not take so much spacdttbatading area or other
important sections of the library have to be reducemake way for the catalogue. As for
the card catalogue, despite its merits, it hasptitential of occupying too much space.
OPAC, COM catalogue and CD-ROM catalogue do notipgd¢oo much space.

Ease of duplication Another important feature of the library catalegs its ability to be
easily replicated so that users can continue te lecess to it. While there could be
difficulty in duplicating the card catalogue, ather forms can be duplicated easily.
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It is important to state that all these featurey mat be found in one particular form of
catalogue. Therefore, it is advisable for the lipraf possible, to maintain more than one
form of catalogue. That is why in some librariesere though the card catalogue is
available, OPAC is also provided to complement it.

Self-Assessment Exercises 2
Attempt this exercise to measure what you haventesar far. This should not
take you more than 5 minutes.

1. The book catalogue is flexible. Yes ( ) No ( )

2. The cheapest form of catalogue is Bdal catalogue (b
Card catalogue (c) OPAC (d) CD-ROM catalogue

3. The library catalogue that has all the featuresmideal catalogue
IS (a) All of the above (b) OPAC (c) Baaktalogue (d) None
of the abov

N\

9
2.5 SUMMARY

In this unit, the various forms of library cataleguwere discussed with their advantages
and disadvantages. They are; a card cataloguek bGatlogues, computer output
microform catalogues, CD-ROM catalogues and thenerpublic access catalogue. The
characteristics of the library catalogue were abgalained. Libraries need to consider their
users and the size of their collection in deterngrthe form(s) of the catalogue to adopt.
The aim is not to deploy all the different typesafalogues and the users do not use them.
It is best for libraries what works for them depiagdon their circumstances. The goal is
to ensure that the catalogue is effective andubats enjoy using it.

Tutor-marked assignment

1. Critically discuss the forms of catalogue andhhght their merits and
demerits
2. One form of catalogue can be the ideal formatélogue. How far do yol
agree with this statement?

—
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2.6 GLOSSARY

Catalogue cabinet:this refers to the wooden or steel closet where#talogue cards are
stored.

Patrons: these refer to the users of the library.

@;ﬂ 2.7 REFERENCES AND FURTHER READING

Aina, L.O. (2004)Library and Information Science text for Africa. Ibadan: Third World
Information Services

Nwalo, K.I.LN. (2012. Imposition of order on chaos. cataloguing as the soul of
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\ﬁl 2.8 POSSIBLE ANSWERS TO SAES

Possible answers to SAES 1

1. Card catalogue- Most prominent

2. Book catalogue- Oldest

3. Computer Output Microform (COM) catalogue- Pho#gdic materials
4. CD-ROM catalogue- Uses compact disc

5. Online Public Access Catalogue- Most modern

Possible answers to SAES 2

1. No
2. Book catalogue
3. None of the above

UNIT 3 ARRANGEMENT AND METHOD OF PREPARATION OF THE
LIBRARY CATALOGUE

CONTENT
3.1 Introduction
3.2 Learning outcomes
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3.3 Arrangement of the library catalogue

3.4 Method of preparation of the libragtadlogue
3.5 Summary

3.6 Glossary

3.7 References/Further Reading

3.8 Possible answers to SAES

@ 3.1 INTRODUCTION

The previous unit examined the forms of libraryabagues mostly in terms of their
physical properties. This unit will focus on th@@n aspect in terms of how the entries are
arranged in the catalogue. The different methodgreparing the library catalogue will
also be considered.

@ 3.2 LEARNING OUTCOMES

At the end of this unit, you should be able to:
I.  explain the arrangement of entries in the libratalogue
ii. discuss the methods of preparing the library cgtado

——=| 3.3 ARRANGEMENT OF THE LIBRARY CATALOGUE

Regardless of the form of the catalogue, theravapeprincipal methods of arranging the
entries in the catalogue. These are; alphabetnchtkassified arrangements.

Alphabetical arrangement method In this method of arranging the cards are filed i
alphabetical order. This method is quite populad aasy for information seekers. With
this arrangement, the author, title and subjeat<care filed alphabetically with the use of
their heading. Aina (2004) opined that there ar® twypes of arrangement in the
alphabetical method. These are;

1. Divided arrangement
2. Dictionary arrangement

1. Divided arrangement This is a situation whereby a library maintaimsaathor/title
catalogue and another catalogue that caters fosubgect entries and both of them are
arranged alphabetically. Thus, it is easy for thersi to access the entries based on their
manner of approach which could be authorf/title usject. Take a look at the example
below that illustrates the divided arrangement.
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Catalogue A Catalogue B
Author Arrangement Subject Arrangement

Abubakar, D. Accounting

Jonathan, A. Economics

Obi, A. Mathematics

Ola, O. Philosophy

Smith, Z. Political science

Tella, J. Psychology

From this example, the headings for the authorssatjects are arranged separately in
alphabetical order. That is why in catalogue A ikdbr the author, Abubakar was filed
ahead of Obi, and Obi ahead of Tella. On the atluker in catalogue B, the subject headings
are also filed in alphabetical order.

2. Dictionary arrangement In this form of arrangement, there are no separatalogues

to take care of the access points (author/titlesagect). All the access points are arranged
alphabetically and together as there is no divibased on author/title and subject. See the
example below.

Catalogue

Dictionary Arrangement
Abubakar, D.
Accounting
Economics
Jonathan
Mathematics
Obi, A.
Ola, O.
Philosophy
Political science
Psychology
Smith, Z.
Tella, J.

It is clear from this example that in the dictioparrangement, there is no provision for
separate provision for author/title and subject.thé headings are arranged together in
alphabetical order. The method of alphabetical rgeaent has its advantages. The
dictionary arrangement allows the users to acdessdbcuments in the library easily.

Within, the same catalogue, they can search fackdar a document using the name of
the author, title or subject. Another benefit iattthis method seems straightforward for
the users. One major limitation of this methodhigttinformation materials that ought to
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be filed together will be separated within the lcgae. For example, information resources
that treat inflation, demand and supply, monetalycpes and labour economics ought to
be filed under one broad subject Economics. Howewnehe dictionary catalogue all these
related documents will be filed separately undgrhabet D (demand and supply), |
(inflation), L (labour economics) and M (monetarylipies). Therefore, access to
documents on the same subject may not be as gsliskssible.

Classified arrangement method This is a method whereby the catalogue entnesiled
with the use of the classification number of thewtoents. Hence, it is a form of subject
arrangement because classification schemes assigiens based on the subjects of
documents. Therefore, it is the classification soh¢hat the library adopts that will dictate
the arrangement of the catalogue entry. For exaniglee Dewey Decimal Classification
(DDC) is used in a library that operates the cfesbientry arrangement, the headings of
the entries will carry the notation (signs, symbalimbers and alphabets used in
classification schemes to represent subjects) of @Bpending on the subject. Thus, the
entries of documents on social sciences will bedfih class 300. This class will still be
subdivided further as:

300-Social sciences, sociology and anthropology
310-Statistics

320-Political science

330-Economics

340-Law

350-Public administration and military science
360-Social problems and social services
370-Education

380-Commerce, communication and transportation
390-Customs, etiquette and folklore

This connotes that if a library has acquired armt@ssed books on Law, instead of entries
to be entered in the catalogue with the surnantbeofiuthors and title, it will be entered
under 340. Likewise, all the documents on Educatidibe entered under 370. There are
benefits associated with the use of this methodroingement. One of which is that
documents on the same subject are not scatterhe icatalogue; the entries are brought
close to each other. This will give a user whonigriested in information material on a
particular subject to have access to more docuntbatsare related to his subject of
interest. Additionally, this method can assist @mnis of statistics as the number of
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catalogue entries will give an insight into the fi@mof documents that a library has on a
particular subject.

Despite these benefits, this method of arrangemesnits drawback. One is that if the users
are not familiar with the classification schemedusethe library, they will not be able to
use the catalogue. The users need to be familir the notation of the classification
scheme. A scheme like DDC groups subjects intobtelad areas, this might present a
serious challenge for some users to master. Howevetassification scheme like the
Library of Congress (LC) will present an even geeahallenge because the main classes
are more than 20. As a result, a library that wanglopt the classified arrangement should
consider the abilities of its users and embark cge@ous user education program to
enhance the knowledge and skills of the users.

000 General knowledge
100 Philosophy & psychology
200 Religion

300 Social sciences

400 Language
‘ - -
*4 500 Science

600 Technology

) ] @ 700 The arts hﬁ"
\ BO0O Literature irl

900 Geography & histo

]'_fl

Fig.12: The ten main classes of DDC
http://www.localwiki.org

General Categories: Library of Congress (LC) Classification Scheme

A General works H  Social Scences B Medone

B Philasophy-Peychalogy-Religon 1 Palibieal Seisnce §  Agriculture

€ History (Civilization) ko Law T Technology

I History: General & Europs I Education U Military Scierce

DS Asia Mo Misic ¥ Naval Science

E Amercan History Mo Fine Arts 2 Bibliography-Library Scigncs
F o Lalin American Histary P Language b Literature

G Geography-Anthropology-Recreation @ Science

Fig. 13: Main classes of LC
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https://cdn.ymaws.com/www.oklibs.org/resource/resmmported/TSRT_Presentations_
LC%20Classification.pdf

Self-Assessment Exercises 1
Attempt this exercise to measure what you haventesar far. This should not
take you more than 6 minutes.

1. The two types arrangement in the alphabetical noeéne
and
2. The entries under the classified catalogue arraegéns done through

(a)form (b) subject (c) number (d) classification rngn
3. What is notation?

3.4 METHOD OF PREPARATION OF THE LIBRARY
CATALOGUE

Libraries use different methods in preparing tloatalogues entries. These methods are;
the original preparation method, copy cataloguingthad, acquisition of commercial
catalogues and combination of different methodses€éhdifferent methods will be
explained one after the other.

Original preparation method: This is a method of preparing the entries in &@logue
whereby the bibliographic details that will be undéd in the entries like the author’'s name,
the title of publication, edition and the like a@pied firsthand from the documents by the
library staff that is designated to do it. Orbihdafina (2014) noted that this method
requires the staff to carefully go through the doeants to retrieve all the elements that
make up the catalogue entry. The task of engagirige original preparation of catalogue
entries can be carried out by library officers wiawve the required knowledge and skills
and have also been trained in cataloguing. Eveugtindhis method facilitates flexibility
in terms of adopting in-house styles of cataloguthgre are some concerns.

1. This method requires a lot of time for the librataff to do a thorough job. This
arises from the fact that cataloguers are expdotetitain the bibliographic details
that will form the catalogue entry by following senstandards (which will be
discussed in the next module). These standardstbade applied regardless of the
documents being described and because the formaaatf document differs, it
could take some time before a good job is done.|dl¢2Z012) opined the level of
difficulty experienced in cataloguing differs frod@ocument to document and this
could impact the time used in cataloguing.
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2. Some library staff have a phobia of cataloguingabose of the technicalities
associated with it and such staff find it quitefidiflt to engage in original
cataloguing because their incompetence may belezlida some libraries, the staff
in the cataloguing department are overburdened.

3. There are some situations in which a newly emplagtaf that has no experience
in cataloguing except for the average knowledgeiiaed in the library school will
be asked to engage in original cataloguing. Sucimdisiduals will have a high
tendency of making mistakes which could lead torepresentation of the
bibliographic details of documents.

Copy cataloguing method This is a method that does not require the hpstaff to
engage in the original preparation of the catalogpuigies. With this method, the library
copies from an existing record of bibliographica@sion and the contents are adapted to
the local in-house style. Another name for thishrodtis derived cataloguing which implies
that the catalogue entries are derived from antiegissource. Libraries can copy
bibliographic information from documents that ha®ataloguing-in-Publication (CIP)
details already prepared by publishers usuallytémtan the copyright page of books. So
because the publisher already provided all theidgldphic details specified in the
standards that guide cataloguing, the staff jugé ha copy the details and modify them to
suit his or her library. Copy cataloguing can digodone from bibliographic entities like
the Online Computer Library Center, WorldCat aneé thbrary of Congress online
catalogue. These entities have created database Wibliographic details of information
resources are captured and made accessible testadrlibraries via the Internet. This
method has made the preparation of the catalogyeasathe stress of original cataloguing
has been eliminated, even though what is copieldnaile to be written on the catalogue
card or copied and edited on the computer. Fdyrarly that entirely relies on this method
to prepare its catalogue, there could be challengghselectricity (peculiar to this part of
the world at the moment) and seamless internetesziivity. Another drawback of this
method is that it could render cataloguers lazthag might rely on this method solely and
negative original cataloguing.

Commercial catalogues Some organizations are in the business of progidibraries
with catalogue records for a fee. Through this meththe staff of the library will not
engage in cataloguing and such human resourceecahdmneled to other sections of the
library where they are needed. Therefore, this og#aves time and effort. However, this
method can place a huge financial burden on tharitand could also affect the ability of
the staff to engage in original cataloguing in aerg¢ that the arrangement cannot be
sustained.

Combination of different methods This is an approach whereby the library makes us
of all or two of the three methods earlier discdsaich are original cataloguing, copy
cataloguing and use of commercial catalogues. \With, the library can leverage the
advantages of these methods and reduce their demeri
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Self-Assessment Exercises 2

take you more than 3 minutes.

use of CIP?

to retrieve all the elements that
entry?

original cataloguing (d) all of the above

Attempt this exercise to measure what you haventesar far. This should not

1. Which of these methods of preparation of cataloguéd require the

2. Which method requires the staff to carefully gootigh the document
make up the ogts
3. Which method of preparation of catalogue couldilifisar in the library

staff? (a) copy cataloguing (b) use of commerdatalogues (c

[92)

N\

Yo/

3.5 SUMMARY

In this unit, the two principal methods of arrarggthe entries in the catalogue which are
alphabetical and classified arrangement were dsgcliswith their advantages and
disadvantages. Also, the four methods of preparatid the library catalogue were
explained. The four methods are; the original praji@an method, copy cataloguing
method, acquisition of commercial catalogues amdlsoation of different methods. The
arrangement and method of preparing the librarglagtie is a decision that each library
has to make with its users in mind. No form of agement or method of preparation is the
best; all depends on how well libraries can ensugé their users can effectively retrieve
information resources from their collections redesd of the arrangement and method of

preparation of the catalogue.

Tutor-marked assignment

arranging entries in a catalogue.

that you could use to prepare your catalogue.

1. With the aid of practical examples, discussiig¢hods that could be used

2. As a newly employed librarian in charge of aagaing, explain the method
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3.6 GLOSSARY

Classification schemethis refers to the arrangement of how informatiesources are
grouped into subjects in the library.

Elements: these refer to the features of a document thatem@rded during cataloguing
as specified by the rules governing the process.

In-house style this refers to the unique peculiarities of a difyr that are taken into
consideration when engaging in library routines.

M

Aina, L.O. (2004)Library and Information Science text for Africa. Ibadan: Third World
Information Services

3.7 REFERENCES AND FURTHER READING

Nwalo, K.ILN. (2012. Imposition of order on chaos. cataloguing as the soul of
librarianship. A Faculty Lecture delivered at the Faculty of Ealiion, University
of Ibadan, Ibadan

Orbih, D.E. &Aina, A.J. (2014). “Issues, benefitsdachallenges of original cataloguing
versus copy cataloguing: the experience at the da@tate University”.
International Journal of Library and Information Science, 6(5), 88-97.

\ﬁl 3.8 POSSIBLE ANSWERS TO SAES

Possible answers to SAES 1

1. Divided and dictionary arrangement

2. Classification number

3. Notation refers to the signs, symbols, numbersadpldabets used in classification
schemes to represent subjects

Possible answers to SAES 2

1. Copy cataloguing
2. Original cataloguing
3. Original cataloguing
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UNIT 4  STRATEGIES FOR FACILITATING EFFECTIVE USE OF THE
LIBRARY CATALOGUE

; 3 ' i

Fig.14: A library user making use of the OPAC

https://natlib.govt.nz/schools/school-librariesfiby-systems-and-operations/your-
library-catalogue

CONTENT
4.1 Introduction
4.2 Learning outcomes
4.3 Strategies for facilitating effectiveeuof the library catalogue
4.4 Summary
4.5 Glossary
4.6 References/Further Reading
4.7 Possible answers to Self-Assessmentcises (SAES)

@ 4.1 INTRODUCTION

As a librarian, you will be very disappointed ifeus in your library do not make use of the
catalogue after exerting yourself vigorously towgesthat the catalogue is made available
and accessible. In a situation like this, it cookdbecause the users do not understand how
to use the catalogue, and as a result, they ardiagat. Therefore, it is not only important
for a librarian in training for you to know how fwrepare the catalogue, but it is also
essential that you know how to ensure that libgsagrons make use of it. The strategies
that can facilitate this will be discussed in tinrst.
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@ 4.2 LEARNING OUTCOMES
At the end of this unit, you should be able to:

I.  discuss the direct method of facilitating the ukée library catalogue
li. describe the indirect method of facilitating the w$ the library catalogue

4.3 STRATEGIES FOR FACILITATING EFFECTIVE USE OF
THE LIBRARY CATALOGUE

Onuoha (2013) noted that library users will make ofsthe catalogue if they are properly
educated in terms of the knowledge and skills #ratrequired and to ensure this, two
methods can be deployed by the management ofiesrarhese are the direct and indirect
methods. The direct method includes;

1. Bibliographic instruction
2. Library orientation/tour

Bibliographic instruction: to ensure that library users, especially thosedinool and
academic libraries make use of the catalogue @fédgf they need to be instructed on how
that can be done. Bibliographic instruction refiers. formal approach of teaching library
users how to make use of the library, especiaklydatalogue through a course designed
specifically to achieve this. Istifanus, Usman drdkpa (2019) were of the view that
bibliographic instruction can empower library userspecially in school and university
libraries with the skills how to use the catalogtlikat is why some academic institutions
have a stand-alone course on the use of the lilmaaysection on the use of the library as
part of the course on general studies. If the ustrs that are handling this course devote
ample time to educate the students on how to usdilihary catalogue with practical
examples, it will facilitate the use of this impamt information retrieval tool. Therefore,
the instructors shouldn't rush through the parthef course that deals with the use of a
catalogue. They should not just provide the deénitof a library catalogue and also
discuss the forms; they need to focus more on @nstudents can use the catalogue to
locate information resources that will be useful tbeir assignment completion and
projects.

Library orientation/tour : library orientation is a user education techniguieereby

librarians give a formal lecture (physical or vatuon the different sections of the library
and the activities that they carry out. For schaoad academic libraries, the librarians are
called to provide orientation to the pupils anddstuts as part of the orientation program
for new students. This opportunity could help ibedrians to draw special attention to the
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library catalogue during the orientation prograrheThew students should be made to
know the relevance of the catalogue to their acadedtivities. The librarians could make
use of PowerPoint presentations to illustrate hiogv datalogue can be accessed by the
students. Islam (2010) stated that a well-condulikedry orientation could instill in the
pupils and students the need for them to use bin@rli catalogue whenever there is a need
for them too.

As regards library tour, it provides the opportyridr library users to participate in a tour
of the library led by library staff. This tour caube physical or virtual. In a physical tour,
the users are taken on a guided tour of the diitesections of the library where they will
have the opportunity to interact with the staff atsb ask questions. The library staff in
these sections would have been aware of the touhémn to prepare. During such tours,
the students must be taught by way of practicalatestnations of how the catalogue can
be used when they get to the technical sectiomeflibrary where cataloguing is done
(David-West, 2020). This will allow the studentsask some of the questions they might
have regarding the catalogue. As for the virtual taisers are provided with a recorded
video showing the different sections of the librand talks on the activities of the sections
by the library staff. Some institutions provide atual tour of their libraries on their
websites, meaning that interested users can dodmnte@avideo or watch it over and over
again. Thus, under a virtual tour, library usens watch the video recording on the use of
the catalogue repeatedly. This could facilitaterthse of the catalogue.

¥ i IN

Fig.15: A group of users on a library tour
https://www.eui.eu/Research/Library/Events/Eventfha-Library
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Use this link to watch a short video of a virturéry tour of a library

https://www.youtube.com/watch?v=I2zIvSRCaM4&t=140s

In addition to the direct methods of facilitatingetuse of the library catalogue, there are
also indirect methods which do not involve physalirtual contact with library users.
These are:

1. Library guides

2. Display

3. Directional signs
4. Library handbooks

Library guides: these are documents prepared by the library staefint to instruct and
inform library users about the information resogtcgervices and facilities in the library
and how they can use them appropriately. Such andect can help to promote the use of
the library catalogue if clear and effective ilkagtons focusing on the use of the catalogue
are presented. At times, library guides are ndbim of documents but library personnel
who is on the ground to help users navigate thay w the library and assist them to
access needed information resources. The libradeghould be able to instruct the users
on how to use the catalogue effectively. If thersg@ow that guides are available to assist
them with the use of the catalogue, they mightrmoeraged to use it.

Display: this could be in form of pictures or charts desidjto draw the attention of library
users and captivate their attention in promotirggube of the library. Displays are colourful
by their nature to easily draw the attention ofdisers. Displays can be done to stimulate
the interest of the users to always remember tadhesébrary catalogue. The display can
also be done through the use of electronic boardese boards are programmed with
messages that can be displayed continuously evagtgtwhen the environment is dark.

WE -—-%m |
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Fig. 16: A display in a library
https://www.pinterest.com/pin/462252349247554074/

Directional signs these are symbols or inscriptions that assigsusgh navigation in the
library. These signs ensure that patrons get arthenlibrary successfully without verbally
asking for directions. In some libraries where OR#&Gsed, the users may not know where
the computer systems dedicated to it are. In sught®ns, the directional signs can be
very helpful in leading the users so that can medeeof the OPAC. Some libraries provide
directional signs but because of a lack of mainmeeathe signs either fade away or are
removed. Therefore, it is imperative for librariggt want to enhance the use of the
catalogue to ensure that directional signs areyawaplace to provide needed information
to users. Oghenekaro (2018) observed that direadtg&gns can go a long way in promoting
the use of the library catalogue.

Childrent
Arf.'!:liﬁmﬁ

Family
History

iction &
Eunﬂfiﬂlﬂ“

Fig. 17: Examples of directional signs in a library

https://sussexsigns.com/recent-project/seaforauidr

Library handbooks: these are documents, either hard copy or elactriiat contain
information about the library, its resources, filie$ and services prepared handily. Library
handbooks are not like textbooks, they are instyoat with quite several illustrations to
assist the users to get quick information aboutibrary. The library handbook is revised
periodically to give opportunities for adjustmenatsd changes in the library services and
resources.
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Fig. 18: An example of a library handbook

https://www.goodreads.com/book/show/58680046-th&-pandemic-library-handbook

Self-Assessment Exercise

Attempt this exercise to measure what you haventesar far. This should not
take you more than 3 minutes.

1. Bibliographic instruction is a form of method of user
education in the library.

2. Which method of facilitating the use of the libracgtalogue does ndg
involve physical or virtual contacts with librargers? (a) direct (b) indirec
(c) none of the above (d) all of the above
3. Match the following:

— —+

Direct method Bibliographic instruction
Indirect method Library guides
Display

Directional signs
Library orientation/tours
Library guides
Librarv handboo

19,

The direct and indirect methods of facilitating thee of the catalogue by library personnel
have been discussed in this unit. The approachaer dine direct method are bibliographic
instruction and library orientation/tours. Whiler fime indirect methods, they are library
guides, displays, directional signs and library diavoks. Libraries that implement the

4.4 SUMMARY
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already discussed methods of facilitating the uksé¢he catalogue will withess more
patronage by users and the relevance of suchikraill not be called into question.

Tutor-marked assignment

1. As a librarian in charge of user education ianjidorary, discuss the method
of facilitating the use of the catalogue that Wil most effective.
2. How can directional signs help facilitate the o$the library catalogue?

4.5 GLOSSARY

Academic libraries. these are libraries attached to tertiary instingidike universities,
polytechnics, colleges of education, monotechnmtstae likes.

School libraries. these are libraries attached to pre-primary andgry schools.

M
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\ﬁl 4.7 POSSIBLE ANSWERS TO SAES

1. Direct
2. Indirect
3. Direct: Bibliographic instruction and libraryientation/tour
Indirect: Library guides, displays, directiorsagns and library handbooks
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MODULE 3 HISTORY AND DEVELOPMENT OF CATALOGUING
CODES

In module 2, unit 3, you learnt that cataloguingaserned by standards. This module will
give you a historical perspective of the standdhds have guided cataloguing over the
years and those that are used presently. Thisricstgerspective is divided into the
development of individual codes, the developmenthef Anglo-American Cataloguing
Rules (AACR) and that of Anglo-American CataloguiRgles Il (AACR2), and the
development of Resource Description and Access (RDA

Unit 1 Development of individual codes

Unit 2 Development of AACR and AACR2

Unit 3 Development of RDA

UNIT 1 DEVELOPMENT OF INDIVIDUAL CODES
CONTENT

1.1 Introduction

1.2 Learning outcomes

1.3 Development of individual codes

1.4 Summary

1.5 Glossary

1.6 References/Further Reading

1.7 Possible answers to Self-Assessment Exer($&ss)

1.1 INTRODUCTION

In an attempt to develop codes that will guideghactice of cataloguing in libraries, some
individuals develop codes that assisted in thianéglhe contributions of these individuals
will be discussed in this unit.

@ 1.2 LEARNING OUTCOMES

At the end of this unit, you should be able to:
I. highlight the contributions of Anthony Panizzi
ii.  state the contributions of Charles Coffin Jewett
lii.  highlight the contributions of Charles Ammi Cutter

54



P

il 1.3 DEVELOPMENT OF INDIVIDUAL CODES

The contributions of some notable individuals tadgathe development of codes that
govern the practice of cataloguing cannot be ovptersized. Most of these individuals
were prominent in the 19Century, but what they did in terms of the deveiept of
cataloguing codes laid the foundation for the pmesgandards that govern cataloguing.
The contributions of three of such notable indialduwill be discussed. These individuals
are; Sir Anthony Panizzi, Charles Coffin Jewett &idarles Ammi Cutter.

Sir Anthony Panizzi (1797-1879)

Fig: 19 Anthony Panizzi
Sourcehttps://www.britishmuseum.org/collection/term/BIOG61

Anthony Panizzi, an Italian and a British citizemprked in the British Museum as the
keeper and has been reputed to be the father cdnmaadtaloguing (Miksa, 2021). Before
he intervened in the cataloguing arena, individibahrians determined how the guidelines
provided by those in the past were to be followddaning that librarian A may decide to
add an edition to the description of a book andahilan B may decide to omit it. Since
there were no accepted standardized sets of ihieg;were allowed to do what pleased
them. One of the early catalogues developed waothhbe British Museum by Sir Henry
Ellis and Rev. H.H. Barber. Aina (2004) noted tthegt catalogue was in book form which
was arranged alphabetically and in seven volumeshadky Panizzi felt that the idea of
the catalogue should move beyond a list of theihgklof a library to one that could guide
the users to effectively make use of the libragotgces. In light of this, he developed and
published with the aid of his assistants the Ridethe Compilation of the Catalogue, also
known as Panizzi’'s 91 rules in 1841 for the BritMhseum.
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The principles that set the foundation for his sidee;

1. The document should be the foremost source offda@escription. This indicates
that a librarian that wants to catalogue a boolukhtocus entirely on the book in
selecting the elements of description. Data likeertme of the author, title of the
book and the like should all be gotten from thekbddherefore, the use of external
sources to get data for the description of the ohasu is not encouraged at all.

2. The chief source of information is the title padeh® document. This is based on
the notion that the title page will contain somimation that will be of benefit to
the information user like the name of the authdle f the book, publisher’s
information and the like.

3. There should be no alteration in the title of tleewment while recording it on the
catalogue card. This means that the librarian shoapy the title as it is without
modifications. Even if the title does not read eotly to the librarian, since it is a
published work, it should be left as it is becaths is what the users will know and

recognise. Thus, a change in the title could misl#ee users when they are
searching for it.

These principles form part of the rules that lilzas in this Modern Age use in cataloguing
information resources. Apart from this, Panizzihtighted some of the elements that
should be considered while describing documentses&hinclude the title of the

publication, edition, where the document was ptielis the printer and year of publication.
In as much as Panizzi's rules pioneered the dew@ap of standards to guide cataloguing,

his rules have been criticized for their inabilibyapply to new information materials that
are not books.

Charles Coffin Jewett (1816-1868)

- ¥ l.lf

Fig. 20: Charles Coffin Jewett

Sourcehttps://www.flickr.com/photos/smithsonianlibrarid813472282
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Miksa (2021) noted that Panizzi's work set the fdation for others to build on. One such
individual who learnt from Panizzi was Charles @offewett who was a librarian
employed at the Smithsonian institute in 1846. KHaft975) stated that even Jewett
himself acknowledged that he learnt from Paniza.ddveloped a code of 39 rules for the
Smithsonian library in 1852 (Aina, 2004). Jewets@ed that librarians in the United
States took the center stage in the developmeoatafoguing throughout the world. His
main contribution to the cataloguing code camerdiféewas appointed as the Librarian of
the public library in Boston, United States of Amar It was there that he published an
Index to the Catalogue of a Portion of the Pubilrary of the City of Boston.

The elements of bibliographic description publishgdewett which was additional to that
of Panizzi are:

1. Statement of responsibility which indicates theivitihal(s) responsible for the
content of documents. This means that in addibadhé name of the author, another
element should cater for all those who are respégor the intellectual content of
the document.

2. Inclusion of the size of the volume gives informatto the user about the numerical
position of that particular publication.

3. Then replacement of printer's name with that of ghblisher. Thus, Jewett
recognised that the responsibility of a publistaereixceeds that of a printer and that
should be acknowledged.

Saini (n.d.) described the contributions of Jewettataloguing as a watershed in the
history of the practice.

Charles Ammi Cutter (1837-1903)

Fig. 21: Charles Ammi Cutter
Sourcehttps://search.library.wisc.edu/digital/ AFQ4624 ABERK87
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Cutter was an experienced cataloguer who workéaeatlarvard College Library and the
Boston Athenaeum where he met Jewett. Even thoagigheed with Jewett on some of
the rules he developed, he based his own ruleseocerd catalogue and not the description
of books. Aina (2004) noted that it was Cutter thate subject headings the prominence
that they have today. Cutter published Rules f@riated Dictionary Catalogue in 1876
which is still referred to today (Miksa, 2021). Teentributions of Cutter to cataloguing
are obvious with his views on the objectives of théalogue. He stated that a catalogue
should be able to help users to decide on booksgarticular author, with a particular title
and on a particular subject.

Furthermore, he held the view that from the cataéoghe user should be able to determine
the form of a publication, the edition, and detafghe publishers in terms of name and
place of publication and the language of publicatide believed that the catalogue should
be able to assist the users to find a documentsimaitl others on the same subject; to
assisting the users to make an informed decisieedan their information needs. The
codes developed by Cutter ended the era of thdajewent of individual codes. The next
set of codes developed after this was done byriitassociations.

Summary of the contributions of the three individuds to cataloguing codes

Anthony Panizzi Charles Coffin Jewett Charles AmmiCutter

The document should be th&he description of booksThe description 0
sole source of data foshould include: a statemeninformation resource
cataloguing of responsibility, volume should identify; a form o
The title page should be theumber where applicablepublication, edition, nam
chief source of informatior) and  publisher's  nameof publisher, place @
The title should be writtepinstead of the printer'spublication and language
asitis name
The description shoul
include: Title, edition, plac
of publication, name @
printer and year O
publication

—~ (D ~" O "

== D

—h
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Developed 91 rules fgrDeveloped 39 rules fg
cataloguing cataloguing

=

Self-Assessment Exercise

Attempt this exercise to measure what you haventesar far. This should not
take you more than 5 minutes.

1. Who first stated that cataloguing should be sab@ged on the content

of books?

How many sets of rules were developed by Charlegtie

3. Who ensured that librarians in the United Statek the centre stage
in the development of cataloguing throughout thela®

N

4. Who replaced printers name with publishers nanfedrset of
rules?
5. Who developed 91 sets of cataloguing rules?

19,
1.4 SUMMARY

The unit has explored the development of catalaggaodes by three individuals; Anthony
Panizzi, Charles Coffin Jewett and Charles Ammit&€utTheir various contributions to
the practice of cataloguing were enumerated. Thieethndividuals discussed have
contributed their quota to the development of cafaing as a practice. The codes they
developed set the foundation for what catalogumgpday. Even though they developed
those rules in the 9Century, their relevance transcends their timeaaye

Tutor-marked assignment
1. Briefly discuss the contributions of Anthony Ramnto the development of
cataloguing codes.
2. Highlight the similarities between the cataloguicodes developed hy
Charles Coffin Jewett and Charles Ammi Cutter.




1.5 GLOSSARY
Cataloguing codesthese refer to the body of rules and guidelimemtilated by experts
in the field of librarianship that govern the praetof cataloguing.

L‘J 1.6 REFERENCES AND FURTHER READING
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\ﬁl 1.7 POSSIBLE ANSWERS TO SAES

1. Anthony Panizzi

2. 39

3. Charles Coffin Jewett
4. Charles Coffin Jewett

5. Anthony Panizzi
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UNIT 2 DEVELOPMENT OF AACR AND AACR2

CONTENT

2.1 Introduction

2.2 Learning outcomes

2.3 Development of AACR and AACR2

2.4 Summary

2.5 Glossary

2.6 References/Further Reading

2.7 Possible answers to Self-Assessment Exer(3&ss)

@ 2.1 INTRODUCTION

In the previous unit, you learnt about how threividuals contributed to the development
of cataloguing codes. In this unit, you will be egpd to the second era in the development
of rules that govern the cataloguing of libraryowges. This era was dominated mostly
by the intervention of associations in the Uniteat&s of America, the United Kingdom
and Canada. This era is a direct precursor to tesept era in the development of
cataloguing codes.

@ 2.2 LEARNING OUTCOMES

At the end of this unit, you should be able to:
I.  trace the historical development of the AACR 1967
ii.  outline the contributions of Seymour Lubetzky te ttevelopment of AACR

——| 2.3 DEVELOPMENT OF AACR AND AACR2

Before the development of Anglo-American CataloguRules, associations in the United
States of America (USA) and the United Kingdom (LH&d their own different sets of
rules. For example, in the USA, there were the Acaer Library Association (ALA)
Rules. The first set of rules published by thsoagtion in 1879 integrated the works of
Jewett on the elements needed for description fzettdof Cutter on the choice and form
or entry points. Aina (2004) recalled that theskesuvere not generally accepted by
libraries in the US as some used the Library of gfess codes instead of the ones
published by ALA. In an attempt to provide a unmorset of rules, the Advisory
Committee of ALA agreed to publish new sets of sud¢ combining the ALA rules of
1879, the # edition of the Dictionary Catalogue by Cutter ahdt of the Library of
Congress. That integration gave birth to the manbracing ALA Rules of 1902.
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As for the UK, the turning point for the developrhesf cataloguing rules was the
conference of the library association which focugthmarily on bibliography and
cataloguing and had in attendance some librari@ng the US, among whom was Charles
Ammi Cutter. Deliberations at the conference brawdfout the Cataloguing Rules for the
Library Association of the United Kingdom and twditeons were published. The 1881
edition had 49 rules and the 1883 edition had 4ru

From the information presented thus far, it is olgithat librarians in the US and the UK
had different sets of cataloguing rules, even thoing cataloguers interacted with each
other. At some point, there was a need to unifydbees of the UK and that the US,

thereby creating the nomenclature, Anglo-Americaaé That time came in 1908 when
ALA and the Library Association of the United Kingah published the Catalogue Rules,
Author and Title Entries which had 174 rules. Hoam\t was reported that members of
the two associations could not agree on the detdilthe rules and that led to the

publication of two editions, one for the Americasl the other for the Britons (Haider,

2021).

After the code of 1908, the goal of having a tutyfied Anglo-American code was stalled
by World War II as the Britons could not participah the deliberation. This gave the
Americans the opportunity to work on their coded #mat led to the publication of the
ALA 1949 code for author and title headings (Hajd21). This was not the only code
in America, as the Library of Congress also devetog code that assisted with descriptive
cataloguing which was not captured by the ALA cod&949. Both codes guided how to
catalogue library resources until work on the Argloerican code was revived.

That revival came in 1951 when Seymour Lubetzky winrked with the Library
Congress was called upon to carry out a criticalyeis of the ALA 1949 code. Herbon
(2006) noted that Lubetzky criticised the ALA codad accused it of being long,
unnecessary and confusing. He presented his repot©®53 where he argued that
cataloguing code should not be complex and nottitefge This made ALA consider a
revision of its code and Lubetzky was appointedoedf this new code in 1956. Even
though he resigned from this position in 1962, lhesaly prepared a draft titled Lubetzky’s
Code of Cataloguing Rules, Author and Title Enfg: Unfinished Draft (Herbon, 2006).
This draft was presented at the 1961 InternatiQuaiference on Cataloguing Principles
in Paris, France and it was adopted. Thus, givsgyto the 12 principles popularly called
Paris Principle. The draft by Lubetzky preparedgtainds for a truly unified code of the
Anglo-American Cataloguing Rules (AACR).

The first unified cataloguing code AACR was pubdidhn 1967 and it was an offshoot of
Lubetzky’s work presented at the Paris conferemcel961. The 1967 AACR was
published in two texts, the North American Text fonericans) and the British Text (for
those in the United Kingdom). The two texts werdl@ined because members which
included those from ALA, the Library of Congredse Library Association of the United
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Kingdom and the Canadian Library Association cowtreach a unanimous decision on
some rules. Aina (2004) noted that the AACR of 1968 divided into three parts: Part 1
guided the rules governing the choice of headind as form, Part 2 focused on
bibliographic description and Part 3 gave guiddiren how to describe non-book
materials.

Two years after the AACR was published, an Inteomal Meeting of Cataloguing

Experts was held in Copenhagen, Denmark in 196%hi&tmeeting, the International
Federation of Library Associations and Institutigitie_A) facilitated the plan to produce

the International Standard Bibliographic Descript{¢SBD). This set of the standard is
expected to provide a comprehensive guide on hosngage in descriptive cataloguing
by stating the elements needed for bibliographgcdption and how to use punctuation
marks. By 1974, IFLA published ISBD (M), the M cantes that it was only for

monographs. Later, IFLA also published serials,-bhoaok materials and cartographic
materials.

With the publication of ISBD by IFLA, the relevanoéthe AACR of 1967 began to be
guestioned. In addition, there were already corgasto the limitations of the AACR of
1967 as the elements of description did not coudtimedia resources and ALA also had
three amended copies of the AACR issued in 19781 X¥hd 1975 respectively. As a
result of this, librarians from the United Statgsjted Kingdom and Canada met to revise
the AACR and to issue a second edition that wilfyuthe North American and British
codes and also appeal to other countries of thielwlarorder carry out, this responsibility,
a Joint Steering Committee (JSC) was set up witmlbees drawn from the American
Library Association, the British Library and the r@alian Library Association with
Michael Gorman and Paul Winkler as editors.

The JSC published AACR2 in 1978 as a single codéh description of documents in

the library. AACR2 appealed to those in the US drelUK as their peculiarities were

addressed. Unlike AACR which had 3 parts, AACR2 twas parts. Part 1 has thirteen

chapters devoted to descriptive cataloguing andcesed issues. These chapters

integrated the IFLA ISBD (M) and that of serialsurf2 covers six chapters (21-26) which

deal with the choice of headings. Chapters 14-20panitted purposely to make room for

future expansion of the code. The principles urnciedy AACR?2 are:

1. ISBD should guide the description of informatiorsaarces. This gives credence to
the effectiveness of the IFLA codes.

2. Preference should not be given to an informatiomnéd over others. Cataloguers
should follow the rules that govern the descriptdmll information materials.

3. The bibliographic item should serve as the basii#®description. An external source
of information should not be used to determineeleenents of description apart from
the information source itself.
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4. Other entry points should be determined from théenms being catalogued. This
allows for the creation of multiple access poiotassist users to locate the material in
the library easily.

The AACR2 has also witnessed a series of revismres the years to respond to the
demands of the times with the 1988, 1998 and 260Red editions called AACR2R. To
make the code more acceptable, the Joint Steermmn@ittee members have been
expanded to include librarians from Australia. Theglo-American Cataloguing Rules,
2nd Edition, 2002 Revision (AACR2R; 2002) made sigrafit modifications to the part of
non-book materials and there have been updatesitdshed in 2003, 2004 and 2005
(Haider, 2021).

As regards the governance structure of AACR2, treee two main groups. One is
responsible for publishing the document, while akiger is responsible for publishing the
rules (Codes). The publishers of AACR2 are the Acaer Library Association, the
Canadian Library Association and the Charteredittiiet of Library and Information
Professionals. The body that is responsible fotighing the rules is called the Committee
of Principals which oversees the work of the CoiiBhbrs of AACR, The Joint Steering
Committee for new revision and the AACR Fund Conweit

The AACR2 has also been published in concise editto allow libraries that require it.
Michael Gorman, one of the editors that worked loen AACR2 of 1978, prepared The
Concise AACR2. The main one was published in 19®llravised in 1989, 1999 and 2004.
Based on the acceptability of AACR2 by librariangdifferent parts of the world, it has
been translated into Spanish, Chinese, Latvianbidrand even Portuguese. There is an

online version of AACR2 that requires users to subg to the Resource Description and
Access (RDA) Toolkit before it can be accessed.

ANGLO-
AMERICAN
CATALOGUING
RULES

- Secund Edition
155 Risyinden
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Fig. 22: AACR2 1998 Edition
https://www.librarianshipstudies.com/2018/12/angloerican-cataloguing-rules-
aacr.html

BATCH A B RO R Pl 52

Fig. 23: The Concise AACR2
https://www.goodreads.com/book/show/883773.The Gen®dACR?2

Organisation of AACR2R

The AACRZR has two parts. The title of the firsttps.a description and it has 13 chapters.
Chapter 1 deals with the general rules that agptifterent types of information resources
regarding the source of information, the descriptipunctuations and levels of detail in
the description. The source of information is thet pf the information resource where the
important details needed for cataloguing can badoln the case of books, the chief source
of information is the title page which contains tiitee of the work, author(s), edition
statement (if applicable), publisher's name, platgublication and year among other
details. The description covers the eight elemehdgscriptive cataloguing which are; title
and statement of responsibility, edition, speciagaafor serials, maps and audio-visual
resources, publication details, physical descnptg®eries, notes and the standard number.
The punctuations help to differentiate the elemdrdsn each other and also help to
separate the details within each element.

The levels of detail in the description specifyttha much as possible and depending on
local circumstances, elements like title and statgnof responsibility, edition, special
areas for serials, cartographic materials and audimal resources, publication area, notes
and standard number should be recorded espec@llgrhall libraries. For academic
libraries, all the required elements should be réd®d. Chapters 2-13 focus on the rules
governing the description of each type of inforrmatiesources like books and pamphlets,
cartographic materials, manuscripts, music, soendrdings and the like.
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The second part has 6 chapters, from chapters 2¥dé6may wonder why starting from
chapter 21 when the first part ended with chap@eihe reason behind this is that chapters
14-20 do not carry any content as they are resdorefditure expansion of the code. The
focus of part 2 is on rules for headings, uniforthes and references. In chapter 21, the
rules for the choice of access points were capiubdpter 22 focuses on the headings of
persons and chapter 23 deals with geographic ndbweporate bodies were captured in
chapter 24, while chapter 25 deals with uniforhesitand chapters present the references.
The AACRZ2R has four appendices which cover capaéibbn, abbreviations, numerals and
glossary.

Self-Assessment Exercise

Attempt this exercise to measure what you haventesar far. This should not
take you more than 7 minutes.

1. What is the full meaning of the acronym
AACR?
2. What is the name of the conference that prepaedribunds for AACR?

3. When was AACR published?

4. What is the name of the body responsible for
ISBD?

5. When was AACR2 published?

6. Who prepared The Concise AACR2?

19,
2.4 SUMMARY

This unit has exposed you to the development of RACThis started with the unification
of the codes of the United States and the Unitegy#am in 1908. The limitations of this
code gave rise to the AACR of 1967 arising from itygut of Seymour Lubetzky and
deliberations at the Paris Conference of 1961. [irhgations in the AACR of 1967,
coupled with the need to integrate the ISBD pulelisby IFLA, led to the publication of
AACR2 of 1978 which was revised in 1988, 1998 a2 The Anglo-American
Cataloguing Rules 2 came about as a result of aivesfaking efforts of associations and
individuals who remained resolute to produce aerivdtional code for the cataloguing of
information resources in libraries. The extensiverkvdone has made cataloguing an
international practice in which information matésiaare described the same way,
following the same rules in most parts of the globe
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Tutor-marked assignment

1. Trace the major development that led to theipatibn of AACR of 1967
2. Discus the significant events that led to thélipation of AACR2 and
highlight its development over the years.

3. Describe the organization of AACR2R

2.5 GLOSSARY

Bibliographic description: this is another word for cataloguing of informati@sources
in which the essential elements are recorded fb#nefit of the users

Multiple access points:these refer to the different ways by which the sigan access to
a document through the name of author, title, gégublication, place of publication etc.
Non-book materials: these are also called special library materialeyTare special
because they are not books. They are resourcearthabt of the normal size with peculiar
formats and features like maps, atlases, sounddiegs, video recordings etc.

M

Aina, L.O. (2004)Library and Information Science text for Africa. Ibadan: Third World
Information Services

2.6 REFERENCES AND FURTHER READING
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http://www.librarianshipstudies.com/2018/12/angheaican-cataloquing-rules-
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\ﬁl 2.7 POSSIBLE ANSWERS TO SAES

1. Anglo-American Cataloguing Rules

2. International Conference on Cataloguing Primsph Paris, France, 1961
3. 1967

4. International Federation of Library Associati@ml Institutions (IFLA)
5.1978

6. Michael Gorman
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UNIT 3 DEVELOPMENT OF RDA

RESOURCE DESCRIPTION & ACCESS

Fig. 24: New cataloguing rules RDA
https://www.wikidata.org/wiki/Q151983

CONTENT
3.1 Introduction
3.2 Learning outcomes
3.3 Development of RDA
3.4 Summary
3.5 Glossary
3.6 References/Further Reading
3.7 Possible answers to Self-Assessmegricises (SAES)

@ 3.1 INTRODUCTION

The two preceding units have provided insights theodevelopment of cataloguing codes
from the 1800s to the early 2000s all leading ®ftrmulation of AACR2. In as much as
AACR2 provided guidelines in the description ofamhation materials, it had some
shortcomings leading to the development of a netal@eguing code called Resource
Description and Access (RDA). This unit will explaivhat led to the development of
RDA, the objectives of RDA, the differences betw&iDA and AACR2 and how RDA
can be accessed.

@ 3.2 LEARNING OUTCOMES

At the end of this unit, you should be able to:
I.  explain the factors that led to the developmerRDA
ii. enumerate the objectives of RDA

iii.  highlight the differences between RDA and AACR2
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3.3 DEVELOPMENT OF RDA

The inherent limitations of the AACR2 took a cergtage at the International Conference
on the Principles and Future Development of AACRI ve Toronto in 1997. This began
the process of revising the AACR2 and work stadedhis in 2004 intending to come up
with AACR3. However, in 2005, an announcement waslenthat what was needed was
not AACR3 but an entirely new code that will proziguidelines on how to describe
information resources of the modern age. Thusngivise to the Resource Description and
Access (RDA). Knight (2011) noted that a significamlestone in the development of
RDA was the merging of the Functional RequirementHibliographic Records (FRBR)
with the Functional Requirement for Authority DatBRAD) by the Joint Steering
Committee in 2007. Work on this new code continuetil RDA was released to the library
community on the 230of June, 2010 (El-Sherbini and Curran, 2011).

But why was AACR2 replaced instead of revised? ¢ time when AACR2 was
published, the prominent information carriers waoeks and as such the cataloguing code
had to provide guidelines on how they can be desdri However, the AACR2 was
criticized for being ‘book specific’ rather thanotatent specific’, placing much emphasis
and providing rules governing the physical forméhe AACR2 also made use of
abbreviations and was very rigid on punctuationsiciwhsome considered as too
overbearing. They felt the focus should have beehaw to ensure that users have access
to the content of documents and not on placing casrsemi-colons and the likes. Some
individuals thought that the use of abbreviatioasld confuse and frustrate the users of
the catalogue who are expected to understand #eeipgigon with minimum effort, thereby
hindering information retrieval.

Furthermore, the influence of Information and Comioation Technology (ICT) on the
format of information carriers also made it necesfar AACR?2 to be replaced. The online
environment where documents are published in @ffeformats that are not captured
effectively by the AACR2 brought about the need #onew set of guidelines that will
respond to the ever-changing information landscdpet is why RDA is sometimes
addressed as the cataloguing rules for the web. RDWt designed to provide rigid sets
of rules that cataloguers must apply. On the dilaed, it provides guidelines that at times
may necessitate inputs from the cataloguers baséufoouse styles.

According to Tillett (2013), the objectives of R[eke;

1. provision of instructions and guidelines that ape ambiguous

2. ability to apply the guidelines to the online infation environment

3. provision of effective bibliographic control forldlypes of media and information
format

4. stimulating its use beyond the confines of thealipras other information service
agencies should be able to use it
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5. application of the accepted principles governingibgraphic description
6. ability to separate the description of the confesrnh the carrier

A very important component of RDA is its FRBR compat. FRBR was a creation of the
Study Group of IFLA which developed it from 19921895. The development of FRBR
intended to have a distinct procedure of bibliograglescription that is not linked to the
cataloguing codes and that will ensure that aleatspof the data contained in documents
are highlighted to facilitate the access by thersis&€hat is why FRBR adopted the
conceptual model approach in describing the estitrelationships and attributes of
different information resources.

FRBR provided for three groups of entities. Thetfgroup focuses on the representation
of intellectual/artistic content. The second grasueferred to as the creator's group, while
the third group is the subject group. Since ths firoup bothers more with the description
of the information resource, it will be explaineditde bit further. Group one is made up
of four entities that guide the description andythee Work, Expression, Manifestation
and Item (WEMI). The Work and Expression entities the abstract aspects, while the
Manifestation and Item entities are the physicatgpa

A practical illustration of WEMI can be made witlmet well-known Library and
Information Science (LIS) textbook authored by L.®na and titled Library and
Information Science Text for Africa. The authobpshed the book to provide trainees in
LIS with a textbook that they can relate to on #heican continent. That objective
necessitated th&/ork. The twenty chapters in the book with the indexstibute the
Expression The several copies of the book published by thelipher (Third World
Information Services Limited are thdanifestation, while the copy that an individual
purchased or that which the library acquires idti@. Thus, it is expected that attributes
of the entities are recorded when describing infdrom materials. RDA has some
attributes that are called the core elements thet e part of the description by an entity.
For example, the core elements that should beidesicas part of the Manifestation which
will be useful to information searchers are tHe tif the work, statement of responsibility,
imprint, physical description and the Internatio8tdndard Book Number (ISBN).

You may ask, what is the difference between RDA AACR2? El-Sherbini and Curran
(2011) provided a table that clearly states thiekhces.

Differences between AACR2 and RDA
S/N AACR2 RDA

AACR2 used the word ‘Headingf RDA used the word tharised Acces;
1 Point

U
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AACR2 refers to individualsIn RDA, the nomenclature for themiis
2 responsible for the intellectualCreator’
content of a document of a song|as

‘Author’ and ‘Composer
AACR?2 used ‘See Reference’ RDA used a ‘Variant Ascieoint’

AACR?2 used ‘See  AIspRDA used an Authorised Access Point
4 | Reference’
Collation in AACR2 is called RDA changed it to ‘Carrier Description
5 | ‘Physical Description
AACR2 made use of the worfdRDA used the word ‘Preferred Sourcs
6 | ‘Chief Source’
AACR2 used ‘Uniform Title RDA changed it to ‘Prefed Title’ or
7 Conventional Collective Title’

D

AARC2 made provision for ‘Main RDA calls it ‘Preferred Title+
8 | Entry Authorised Access Points for Creator

‘GMD’ is used in AACR2 for nont RDA replaced it with ‘Media Type’,
9 book materials ‘Carrier Type’ and ‘Content Type’. For
example, an electronic document may
be described as:
Content- Text

Media- Computer
Carrier- Online resource

RDA is published online as a web-based producedd®DA Toolkit. Though print copies
of the RDA Instructions can be purchased by thdse @esire it, the goal is to have users
access the Online RDA. The co-publishers of RDAthesAmerican Library Association
(ALA), the Canadian Library Association (CLA) arftetChartered Institute of Library and
Information Professionals.

Within the Nigerian context at the moment, RDA has$ been fully adopted by libraries.
According to a study conducted by Bamidele, Madukand Onoyeyan (2020) on the
awareness of RDA among cataloguers who participat®dorkshop by the Cataloguing,
Classification and Indexing Section of the Nigeriabrary Association, most libraries
have not fully adopted RDA as further training waguired. It is hoped that just as RDA
has been adopted by the Library of Congress andrrijaries in the US and Europe,
libraries in Nigeria will in no distant future engme RDA fully.
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A

Resource Description & Access

TOOLKIT

Fig. 25 RDA Toolkit, online access to RDA
https://www.rdatoolkit.org/about

Please use the link below to watch a video thattmally introduces you to RDA

https://www.youtube.com/watch?v=McIDiXFZ50k

Self-Assessment Exercise
Attempt this exercise to measure what you haventesar far. This should not
take you more than 7 minutes.

1. What two requirements served as milestones fodévelopment of
RDA

2. What does WEMI stand

for? -

What replaces Heading in RDA?

4. Physical description is called what in RDA

w

3.4 SUMMARY

This unit has traced the development of RDA stgrtwth the Toronto Conference of 1997,
to the decision to merge the FRBR and FRAD in 2@0i7these led to the announcement
of the publication of RDA 2010. You learnt thatias because of the limitations of AACR2
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that RDA was published to replace AACR3. The ufsbautlined some of the features
that differentiated RDA from AACR2. The developrmasi RDA has revealed that

cataloguing as a practice must respond to the deésnainthe time. Even though this new
guideline has not been fully adopted by most lilesan Nigeria, it is hoped that this apathy
might fade away soon. This is because LIS professiassociations in Nigeria have
continued to educate members on how to use RDAa3ugrarians in the US and Europe
overcame their initial apprehension of using RDBsdrians on the continent of Africa are
expected to overcome theirs and adopt RDA.

Tutor-marked assignment

1. Explain the reasons why AACR2 has to be replagddRDA
2. Describe some of the key features of RDA
3. Outline some of the modifications done to AAGRZRDA

3.5 GLOSSARY

Cataloguers these refer to the library staff that engagenm ¢ataloguing of information
resources.
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\ﬁl 3.7 POSSIBLE ANSWERS TO SAES

1. FRBR AND FRAD
2. Work, Expression, Manifestation and Item

3. Authorised Access Point
4. Carrier Description
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MODULE 4 NORMATIVE PRINCIPLES OF CATALOGUING

- — e —————eee

Fig. 26: S.R. Ranganathan (1892-1972) credited ftne development of the normative
principles

https://achalamunigal.wordpress.com/2016/08/09/ly@myia-s-r-ranganathan-a-great-
seer-on-124th-birth-anniversary-1892-2016-rememigehis-contributions/

This module will focus on the normative principle cataloguing that serve as the
fundamental template for the development of catalug codes. The AACR2 and RDA

applied these principles in the formulation of sudend guidelines governing the description
of information resources. Even if another codeaeps RDA which is the latest at the
moment, the normative principles will still be catesed in its development. This module
has two units that focus on the canons of catalagand the purposes for the canons.

Unit 1 The canons of cataloguing

Unit 2 Purpose and application of the canons td#leguing in the Digital Age

UNIT 1 THE CANONS OF CATALOGUING

CONTENT

1.1 Introduction

1.2 Learning outcomes

1.3 The canons of cataloguing
1.4 Summary
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1.5 Glossary
1.6 References/Further Reading
1.7 Possible answers to Self-Assessment Exer(3&ss)

@ 1.1 INTRODUCTION

This unit will introduce you to the normative priples of cataloguing which includes the
general laws, laws of library science and the camrtataloguing. Even though the focus
of this unit is to discuss the canons of cataloguthe general laws will also be briefly
discussed.

@ 1.2 LEARNING OUTCOMES

At the end of this unit, you should be able to:
I. list and explain the general laws relating to thgaaization of knowledge,
especially cataloguing
ii.  discuss the canons of cataloguing

——| 1.3 THE CANONS OF CATALOGUING

The famous Indian librarian and mathematician, &hijRamamrita Ranganathan is
reputed to be the individual who brought the nomeaprinciples to prominence in the
field of library and information science. Thesemative principles are principally in three
categories;

1. The general laws

2. The law of library science

3. Canon of cataloguing

The general laws govern the field of library anrmation science, especially the area of
organization of knowledge and specifically in thedd of cataloguing. The laws have stood
the test of time as they are still as valid agdithe they were propounded. The general laws
are; the law of interpretation, the law of impditya the law of symmetry, the law of
parsimony, the law of local variation and the lawsmosis.

Law of interpretation : this law stipulates that cataloguing codes shaoldust be viewed
as bibliographic documents; rather they shouldibaved as legal documents that should
be subjected to interpretation when the need aridesrefore, in a situation whereby two
rules in a code appear to be conflicting, they laviee subjected to interpretation taking
into consideration the document that is to be ogtedd. This conflict might be resolved
after due interpretation or the rules may havedammended eventually.
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Law of impartiality : this law states that the decision on the accesd o a document
should not be taken out of bias but following witet cataloguing code states. For example,
if a book authored by three individuals is beintattgued, just because one of the authors
whose name came third is known to the catalogues @ot mean his or her name will be
used as the heading. If the rule states, therfansted author should be the heading, then so
be it, no partiality.

Law of symmetry: this law stipulates that in a situation of cokaarship, even though one
individual will be used as the heading, the othethar(s) should be credited for their
intellectual or artistic content. If a documenttbét nature is being indexed, the authors'
name can be reversed. For example, if the autmer<bi, O. and Fatai, A. It could also
be indexed as Fatai, A and Obi, O.

Law of parsimony: this law states that when a decision has to beéenh@tween two or
more alternatives, it is best to weigh the cho@mesfully in terms of management of man,
materials, money and time. This indicates thaalilans should not waste their resources
in organizing information resources that will nosiify the resources invested. This law
could be applied when a library changes the classibn scheme and documents have to
be reclassified. The application of this law, imstbase, means that only documents that
are used or have the potential to be used shoulddiessified.

Law of local variation: in as much as cataloguing codes attempt to pecaidet of rules
that can be applied to librarians in different partthe world; this law advocates that there
be room for the inclusion of elements that reflectal content in the description. This
connotes that the rules should be sensitive tdoited environment in terms of countries
and regions.

Law of osmosis this law stipulates that when there is a needhiange a classification
scheme, all newly acquired, relevant documentsadirein the collection should be
classified according to the new scheme. The law atnotes that users need to be
informed of the change in the classification schamg also educated on how to access the
documents in the collection using the new scheme.

As for the laws of librarianship which are alsotpasf the normative principles, they have
already been discussed in Module 2, Unit 1 of ttesirse material. The part of the
normative principles that is of much significanoeataloguing is the canon of cataloguing.

Canons of cataloguing
Canon refers to the fundamental principles thatuaieersal truths. Thus, no matter how
resourceful a cataloguing code is, if it fails tihare to the canons of cataloguing, it would
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not stand the test of time and may also fail ineahg its goals. There are nine canons of
cataloguing. These are:

Canon of ascertainability
Canon of prepotency
Canon of individualization
Canon of sought heading
Canon of context

Canon of permanence
Canon of currency
Canon of consistency
Canon of recall value

©CoNoO~wWNE

Canon of ascertainability. this principle prescribes that the descriptionirdbrmation
resources should be done such that the users avidlbte to locate and trace documents
without any hindrance. Thus, the information ond¢htalogue card must not be imaginary;
it should reflect what is in the document. The samecommends that to uphold this
principle, the chief source of information like ttide page should be examined to get the
details that will properly represent the documémtaddition, the half-title page and the
table of contents can also be examined to getdtedlsl needed to catalogue the document.
However, in a situation whereby an extract fromoalbis being catalogued, the extract
may not provide the needed information, as suahnthin document which the extract is
taken from can be consulted.

Canon of prepotency this canon relates to how entries are arrangéteiicatalogue. This
principle emphasizes the need for entries to ke fiinder the most potent heading to allow
for easy retrieval by the user. This canon stresisadthe heading that should take pre-
eminence is the one that the users can easilyereldh. In order words, the cataloguers
need to select the best subject descriptors tHamaich what the users will also search
the catalogue with. This canon also relates tditimg of catalogue entries. As much as
possible, the entries should be filed in decreasndgr for example A, B, C and the like.
If a mistake is made in the filing system and B esrbefore A, it has violated the canon
of prepotency and that could lead to the loss afesdocuments in the collection as the
users will not be able to retrieve them.

Canon of individualization: this canon prescribes that the name of an ety personal
or corporate must represent just a single entibwelser, clarifications can be made in the
event of two authors with the same name or conéerelm such a situation, the date of
birth or death, the place of publication and thantoy may be used to differentiate one
entity from the other. This is to ensure that thexeno ambiguity in the person(s)
responsible for the intellectual content of theudoent.

Canon of sought headingThis principle specifies that the heading of auwtuent should
as much as possible represent what informatiorese&kll use in searching the catalogue.
In order words, the headings chosen must be tihaseate also “sought after” by the users.
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For example, in the United States of America, thading that should be used for ‘Petrol’
Is ‘Gasoline’ as that is the heading that the wséruse for retrieval of a document on
petrol.

Canon of context this canon stipulates that cataloguing codes ldhbae developed
following the changing nature of information resmes. For example, the AACR2 was
developed to effectively describe the bibliograpkiements of books which are the
information carriers on the scene. However, thesgme context where electronic
information resources are becoming increasinglynmment necessitated the development
of RDA. Thus, the Joint Steering Committee resdaedor the publication of these codes
applied the canon of context.

Canon of permanencethe canon states that the elements of catalogshiegld not be
changed in the case of the development of new cddhes means that in the instance of a
change in code like the replacement of AACR2 witbAR the basic elements of
description like the author’'s name, the title oblication, edition, publication details,
collation and ISBN should be retained as it hat Wit Manifestation entity in RDA. The
only exception to this canon is the situation whteecanon of context has to be applied,
that is when it has become obvious that the straaifithe code has to change because of
a change in an information carrier. Another appioca of this rule is when an author
changes his or her name for whatever reason, suelthor is still the permanent owner
of his or her previous work. A ‘see also referenza be used to link the previous works
with the old name and the new works with the nem@&aFor example, Anne Peters who
has authored five books gets married and afteriaggshe authors a new book with the
name Anne Sanders. Since she is still the samemeise new name will be used as the
heading of the new work and a ‘see also referere@be used to refer to her former name.
So the users will know she is the same person wteed the five books.

Canon of currency: this principle states that the heading of the cgia¢ entry should
reflect the current rendering by the users so asurenthat with the use of their
terminologies, they can access the library reseurdéherefore, there should be a
convergence of the language used by the cataloguetsscribing a document and the
language of the user that will be used to accessddtument. This canon is essential
because terminologies are dynamic, a term in vagday may be replaced with a more
popular term tomorrow. For example, if a term l&eidance and Counseling is now
known in the field as Counseling and Human Develepin$tudies, adopting the canon of
currency, all books on the subject matter shouldriered under the heading of Counseling
and Human Development Studies and not Guidanc&€andseling.

Canon of consistency:this canon advocate for uniformity and standardbrain the
cataloguing of information resources. This conndked the information in added entry
cards must be consistent with that on the main. ddrdre should be no discrepancy in the
information presented. Apart from the heading thifitchange in case of the added entries,
the other elements in the description like titlditien, imprint and the like should remain
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the same and in the correct order according tadide. This means that ISBN should not
be recorded before the edition of the document.

Canon of recall value this principle indicates that the heading thaiwtl be used must
be one that the majority of information seekers aaa to retrieve documents from the
collection of the library. If the most popular nartteat an author is known by is a
pseudonym, in compliance with the canon of recalllie, that pseudonym should be the
one that will be used as a heading. For exampdehélading for the author of Animal Farm
should be George Orwell (which is a pseudonym) rotdEric Arthur Blair which is the
real name. This is because George Orwell will hevegh recall as that is the name that
the majority of people know and not his real name.

Self-Assessment Exercise

Attempt this exercise to measure what you haventesar far. This should not
take you more than 7 minutes.

1. Which canon prescribes that the name of an entiyge¥sonal or
corporate must represent just a single entity?

2. Which canon stipulates that cataloguing codes shioaildeveloped in
accordance with the changing nature of informatesources?

w

How many are the canons of cataloguing?
4. The normative principles of cataloguing are
and

19,
1.4 SUMMARY

This unit explained the normative principles ofadagjuing with particular reference to the
general laws and the canon of cataloguing. Thergéleavs are; the law of interpretation,
the law of impartiality, the law of symmetry, thaw of parsimony, the law of local
variation and the law of osmosis. While the canohgataloguing are; the canon of
ascertainability, the canon of prepotency, the naabindividualization, the canon of
sought heading, the canon of context, the can@ewhanence, the canon of currency, the
canon of consistency and the canon of recall vallie. normative principles, especially
the canons of cataloguing have influenced the eacf cataloguing all through the years
as reflected in their application in the catalogucodes. Even though the cataloguing
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codes have undergone a series of revisions, thensadmve remained the same, thereby
revealing their permanence.

Tutor-marked assignment

1. Explain what you understand by the general lafxsataloguing
2. (a) What is a canon?
(b) Write an essay on the canons of cataloguing

1.5 GLOSSARY

Heading: this refers to the term that the cataloguer Hassen as the access point to a
document. Possible heading for a document coulth®eame of the author, title of the
work, subject and the series that the work beldogs
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\ﬁl 1.7 POSSIBLE ANSWERS TO SAES

anon of individualization

1.C
2. Canon of context

3.9

4. The general laws, the law of library science @redcanon of cataloguing
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UNIT 2 PURPOSE AND APPLICATION OF THE CANON OF
CATALOGUING IN THE DIGITAL AGE

CONTENT
2.1 Introduction
2.2 Learning outcomes

2.3 Purpose of the canons of cataloguing
2.4  Application of the canons of cataloguing in the iRigAge

2.5Summary

2.6 Glossary

2.7 References/Further Reading

2.8 Possible answers to Self-Assessiferaitcises (SAES)

£
@ 2.1 INTRODUCTION

In the previous unit, you learnt about how the raiaaons of cataloguing propounded by
Ranganathan. In this unit, the purpose of thesermwill be explained as well as how
they have been applied in the field of catalogumthe Digital Age.

@ 2.2 LEARNING OUTCOMES

At the end of this unit, you should be able to:
I.  discuss the purpose of the canons of cataloguing
ii.  explain how the canons of cataloguing have beeheapim the Digital Age

==1 2.3 PURPOSE OF THE CANONS OF CATALOGUING

The canons of cataloguing propounded by Ranganatrae a very important purpose in
ensuring that the practice of cataloguing benéiftsrmation seekers in retrieving needed
information. As noted by Kaushik (2018), generathg canons of cataloguing serve the
purposes;

1. Provision of guidance to cataloguers by ensurirag their responsibilities reflect
uniformity, consistency and accuracy: If cataloguis not governed by principles
as evident in the canons, different cataloguersowmiine up with their standards of
bibliographic description and that will present ey chaotic situation. In such a
circumstance, the way a book is described in thelague of library A might be
very different from the details provided for thersabook in the catalogue of library
B. This will leave users at the mercy of individuedtalogues. However, if
cataloguers adhere to the canons of cataloguirgy, descriptions will not be at
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variance with each other, they will be uniform. Tétenons of cataloguing also
ensure that consistently, the same standard oflogaiag is maintained. A
cataloguer that allows the canons to guide him ar \ill be accurate in the
description of information materials. In all, th@anons ensure that the way
cataloguing is done in France is not entirely défe from how it is done in Nigeria.
This is what the canon of consistency represents.

. The canons serve as the principles underliningdégelopment of cataloguing
codes: The cataloguing rules will not be effectivihey do not apply the canons.
This is because the canons provide fundamentakljes on the description of
information resources which when expanded, canesas/rules governing the
activity of cataloguing. Therefore, if fundamentalidelines are not taken into
consideration when developing the codes, it mightdbficult to implement the
rules. It is important to state that rules can gearthat is the reason behind the
replacement of AACR2 with RDA. But, principles dotrthange most of the time
and this is reflected in the application of theaaof cataloguing by RDA. If after
code replaces RDA tomorrow, it is expected thatcreons will still be applied.

. The canons also help in interpreting the rules vihemeed arises: This is especially
important when the description of a document prgreblematic because the rules
did not envisage the physical or bibliographicatiees. Such a document will not
be left alone; the cataloguers will have to fakkkan the canons of cataloguing to
examine the one that can be applied. This is dsocase when the channel of
disseminating information changes due to technology libraries have to acquire
and organise information resources in a new fori@mice the format is new, the
cataloguing rules may not be sufficient in offeriggidance to the cataloguer to
properly describe information resources in this iemnat; as a result, the canons
can be interpreted to resolve the issue pendintytieenew rules will be formulated.
This is what the canon of context addresses, thagion and interpretation of rules
that will take into consideration the changes twatld occur in information-bearing
materials.

. The canons also guide the routine tasks of théogatar: Cataloguers are expected
to describe information materials in the librargukarly and the application of the
canons of cataloguing will make them effectivehait responsibility. For example,
the canon of ascertainability should be appliecheane cataloguing is done. A
cataloguer that applies this canon will catalogueaiway that the information
seekers will not waste time retrieving informationthe library. This also has
implications for the fourth law of librarianship wh states that the time of the user
should not be wasted. If the description of a domoimvas done correctly, it will
help a user who also knows the details of the decuinio quickly trace such
material. However, if the user approaches the agte with the correct name of an
author and the cataloguer did not write the nanmeectly, no doubt it could take
time before the user can reconcile the two. That tke user will not miss the
document totally in the library. The canon of réealue is also important in this
context. Each time a cataloguer does his or hek,vesipecially subject cataloguing,
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there is the need to ensure that the terms thatsa@ as subject headings are those
that the users are also familiar with and will asdocate the documents in the
collection of the library. Failure to apply thisnma could frustrate the users and
that may eventually lead to user apathy which isimdine with the goals of the
library.

. The canons also help in appraising any catalogcmaig: Since cataloguing, codes
are expected to apply the canons of cataloguing,cade that fails to apply the
principles can easily be known through careful giutihe canons provide the
standard that any developed cataloguing codes mest. This behoves the experts
that formulate cataloguing codes to incorporatedieons of cataloguing as this
could make the codes functional and generally d@abép by members of the
cataloguing community.

Self-Assessment Exercise 1

Attempt this exercise to measure what you haventesar far. This should not
take you more than 5 minutes.

1. The canons of cataloguing provide guidance to cgtedrs by ensuring
that their responsibilities reflect uniformity, and
accuracy.

2. Do you think the canons of cataloguing can helpterpret cataloguing
codes? (a) Yes (b) No (c) May be (d) None of theva

3. Who are the ultimate beneficiaries of the applaabf the canons of
cataloguing by library personnel? (a) Library ugéjscataloguers (c)
management of libraries (d) None of the above

2.4 APPLICATION OF THE CANONS OF CATALOGUING IN THE
DIGITAL AGE

Ranganathan first published the canons of catahggui 1938 with 6 canons which were
later increased to nine. This means that the cam@e propounded more than eight
decades ago and yet in this age of Information@Gardmunication Technology (ICT), they
are still very relevant. As noted in Module 2, Udibne of the developments brought about
by ICT in the field of information retrieval is tl@nline Public Access Catalogue (OPAC).
The canons are still as applicable to the developroEOPAC as they were when they
were propounded in an era when books were the pearhinformation media and the card
catalogue was dominant. Roul and Panigrahi (20d¢dthat the goal of the card
catalogue and that of OPAC is the same, which enable information seekers to find and
retrieve information from the collection of library
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The main difference between the card catalogue ta@dOPAC is that OPAC makes
provision for multiple access points to documemtse access points for the card catalogue
are the author’s name, title of the document, sulgjethe document and at times the series
that the document belongs to. In addition to tie,OPAC facilitates access to documents
through other fields, like the publisher's namearyef publication, place of publication,
ISBN and even any keyword in the document. Thiwhgre the canons of cataloguing
come in, the keywords and subjects that will beskiempto the database of the OPAC have
to be carefully selected and in this, canons ofjebheading and currency are valuable.
These two canons ensure that the developers oDB®C select descriptors from the
document that will align with what the users migaéed and that will also reflect the current
rendering of the terms. Thus, the fact that OPA@ modern invention and the canons
were developed years back does not make themvamien this age.

In addition, another important development in tieédfof cataloguing in the Digital Age
Is Resource Description and Access which is the nede developed to replace the
AACR?2 in the description of information resourcléghen the canons were propounded,
the development of a universally acceptable catatmgcode was still in its early days.
However, when AACR and AACR2 were published, eletmehthe canon of cataloguing
were found in them. One would have thought perhvaigis the replacement of AACR2
with RDA, the canons will not be as relevant beead\CR2 focused more on the
description of books while RDA was developed bdkidar the online environment. On
the contrary, Roul and Panigrahi (2015) explainked &pplication of the canons of
cataloguing in RDA by examining six of the prin@plof RDA. The six principles are:

Principle of user convenience

Principle of common usage

Principle of representation of bibliographical data
Principle of accuracy

Principle of sufficiency and necessity

Principle of standardisation

ogkwnhE

Principle of user convenience: This principle uplsahe view that users should be able to
identify with the descriptors and the access paetected for a document easily. This is
also the motive behind the canon of sought headingt like the principle of user
convenience, the canon of sought heading advotteies/hatever access point is selected,
the users must not find it difficult to relate with

Principle of common usage: the principle states tiiia vocabulary of the majority of the
users should dictate what should be used to raprédse document in terms of the access
point. This aligns with the principle behind thenoas of sought heading and currency by
Ranganathan. The canons advocated for terms thaglavant to the users and current.
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Principle of representation of bibliographical datas principle stipulates that the data
elements recorded for an information entity shoo#dthe actual representation of the
content so that users can easily locate and retiieVhis upholds what the canon of recall
value states. This is because if a critical elenfikatthe heading is misrepresented in the
description of a document, it could limit the récalue as the users may not have access
to it.

Principle of accuracy: this RDA principle stateattthe bibliographic data recorded should
be exactly what the document contains. That imphasthe description should accurately
reflect the content. This correlates with the caoboonsistency which stipulates that the
description should be consistent and accuratelyrdeithe entries of each element.

Principle of sufficiency and necessity: the prineigtipulates that only entries that are
significant in assisting the users accessing tleaisent should be given utmost priority.
This also agrees with the canon of recall value.

Principle of standardization: this principle adviesa that description of information
resources should not be done arbitrarily; ratheshould be standardized so that it can be
replicated. This is in line with the canon of penaace which states that rules that guide
cataloguing should not be changed at will; thereutth be a form of stability in the
guidelines so that cataloguers can master and mgaiethem

Self-Assessment Exercise 2

Attempt this exercise to measure what you haventesar far. This should not
take you more than 3 minutes.

1. What are the developments in the Digital Age tleatehincorporated
the canons of cataloguing? and
2. The principle of standardization in RDA aligns watthich canon?

3. The principle of user convenience aligns with whielmon of
cataloguing?

19,
2.5 SUMMARY

This unit has discussed the purpose of the candnsataloguing propounded by
Ranganathan by examining five of their roles. Tigliaation of these canons in the Digital

86



Age in terms of how OPAC and RDA integrated som#hefcanons into their system has
also been explained. The relevance of the canonatafoguing transcends the time they
were propounded as they remain relevant even s Digital Age. In as much as the
activity of cataloguing continues to be a core fiow in the library, the canons will
continue to find their way into the cataloguing eothat guides the description of
information resources regardless of age and time.

Tutor-marked assignment
1. Present an essay on the purpose of the can@agabdguing.
2. Discuss how the canons of cataloguing were egph OPAC.

3. Do you agree that RDA adopted some of the canbnataloguing? Justify

2.6 GLOSSARY
Digital Age: this refers to the period of time in human histergere Information and
Communication Technologies (ICTs) have taken thterestage.

LJ 2.7 REFERENCES AND FURTHER READING

Kaushik, S. (2018). Canons of cataloguing. Retdeve from
http://www.slideshare.net/saurabhkaushik45/candftataloguing

Rout, R. &Panigrahi, P. (2015). “Revisiting Rangd@a’s canons in online cataloguing
environment”.Annals of Library and Information Sudies, 62, 296-289

\ﬁl 2.8 POSSIBLE ANSWERS TO SAES

Possible answers to SAES 1

1. Consistency
2. Yes
3. Library users

Possible answers to SAES 2

1. OPAC and RDA
2. Canon of permanence
3. Canon of sought heading
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MODULE 5 CATALOGUING OF INFORMATION RESOURCES

Organ 117101

ﬁ?"’ uf -' ESOUTCES

Fig. 27: Cataloguing is a key function in the orgaization of library resources
https://www.slideshare.net/joh5700/organizing-reses

From the previous modules you have been expostutconcept of information retrieval
and catalogue, cataloguing codes and the normatinveiples of cataloguing. This module
will explain to you in details the process of cataling. You will learn about the types of
cataloguing, the tools used in cataloguing, thacghof access points, forms of headings
and how to catalogue library and information reseay especially books.

Unit 1 Definition and types of cataloguing

Unit 2 Added entries, choice of access pointsfanus of headings
Unit 3 The process of cataloguing (practical)

UNIT 1 DEFINITION AND TYPES OF CATALOGUING
CONTENT

1.1 Introduction

1.2 Learning outcomes

1.3 Definition and types of cataloguing

1.4 Summary

1.5 Glossary

1.6 References/Further Reading

1.7 Possible answers to Self-Assessment Exer(3&ss)
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Ig 1.1 INTRODUCTION

Cataloguing is a very important function that mattes library what it is. It is a process
that is at the heart of the library which is whyhias been described as the soul of
librarianship. This unit will justify this assertioby explaining to you the meaning of
cataloguing and the types of cataloguing.

@ 1.2 LEARNING OUTCOMES

At the end of this unit, you should be able to:
I.  explain the meaning of cataloguing
ii. discuss the types of cataloguing

== 1.3 DEFINITION AND TYPES OF CATALOGUING

Cataloguing is the process of describing informmatesources to highlight the important
features that could be of significance to librasgrs. Nwalo (2012) defined it as the process
of describing a book and pointing out the bibligdrie details that are important. The
essence of cataloguing is to create the catalogutiaé library so that when library users
access the catalogue, they can have a very goadidée library collection even before
locating and retrieving them. Therefore, it cansbel that cataloguing is the process of
creating surrogate records for the library colleeti Cataloguing is an activity that is
carried out in the technical section of the libraryich is outside the view of the library
users. Most times, library users do not know thaloguers as they are behind the scene.

There are two types of cataloguing. These are:

1. Descriptive cataloguing
2. Subject cataloguing

Descriptive Cataloguing

This is the process of describing information reses by recording their bibliographic
details with the use of cataloguing codes. Thishotes that in descriptive cataloguing, the
bibliographic details of information resources ighlighted and it is the cataloguing code
that determines the details that will be recordedlodule 3, you learnt about cataloguing
codes like the AACR2 and the RDA. These tools gtidecataloguers in determining the
important elements of descriptive cataloguing dreddetails of the elements that need to
be recorded depending on the type of informati@oweces. Because RDA has not been
fully adopted by libraries in Nigeria, AACR2 wilkelthe code of focus in this unit and the
subsequent units in the module. The elements alrigtise cataloguing as stipulated by
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AACR2 which were listed in Module 3, Unit 2 undéetorganization of AACR2R will
now be discussed.

Elements of the descriptive cataloguing
If you want to engage in descriptive cataloguing(GR2 (Rule 1.0B) listed the following
as the elements that you should record in thisrorde

Title and statement of responsibility

Edition

Special area (only for serials; maps, etc., music)
Publication area

Physical description

Series Statement

Notes area

Standard number

ONoOk~wWNE

Title and statement of responsibility The title is the unique identifying name that an
author(s) gives to an information material. Thisneadistinguishes the document from
other documents on the same subject. AccordinggdAACR2 (Rule 1.1B1), if you are
cataloguing a book and you want to record the e need to write exactly what you see
on the title page. You need to also obey the hdé guides capitalization. In Appendix A,
under headings, you are directed to capitalizendm@es of individuals and all nouns,
adjectives and verbs in English names. You mudiewine first letter of an individual’'s
name in capital letters. This implies that eveting author writes the title in capital letters,
you are expected to capitalize the first letter ang other noun in the title. For example,
consider these two examples of titles;

The history of cataloguing in Nigeria
Cataloguing of library and information resources

In the first example, the first word in the titlE was capitalized so also the ‘N’ in Nigeria
which is a noun. However, in the second examplgy; the first letter in the title ‘C’ was
capitalized. In addition, the title of a documeanhdave a sub-title. This is indicated in the
document at times by typography (the appearancesgye of font may be different),
capitalization (the main title may be capitalizew ahe sub-title in lowercase), colour
separation (the colour of the title may be difféfeom that of sub-title) and by italicization
(the sub-title may be in italics). If this is thase, then you need to separate the title from
the sub-title with the use of a colon (:). For epén

Cataloguing of library and information resourcegractical approach

90



From this example, the main title is ‘Cataloguirfglibrary and information resources,
while the sub-title is ‘a practical approach’, segpad from the main title by a colon.
Moreover, the second aspect of this element iatarsent of responsibility. This statement
confers the moral right of the author(s) as the@eresponsible for the intellectual content
of the document. This area is separated from tleevtith a diagonal slash (/). This means
that after you have recorded the title, you needrite the names of all those responsible
for the work. See an example below:

Cataloguing of library and information resourcegractical
approach/ O. Obi and T. Rabiu.

In this example, the statement of responsibilityswaaptured by recording the two
individuals who are responsible for the documeiibwheir initials first and their surnames
after. The AACR2 (1.1F) states that you should r@dbe statement of responsibility
exactly as it appeared on the title page.

Edition: Once you have recorded the title and statememspionsibility, the next element
you are expected to record is the edition statenfieaqiplicable. The edition statement
indicates that a particular document has changddsame improvements necessitated by
the passage of time. AACR2 (1.2B) states thatdteoe should be indicated as it is written
in the document. The edition statement should Heesfated for exampleBed. In
cataloguing, the edition statement starts from2fHedition as there is no first edition but
the first published. See the example of how th&éadis written on the catalogue card;

~

Cataloguing of library and information resourcepractical approach
O. Obi and T. Rabiu. -"2ed.

From the example provided, after the statemenegibonsibility, the edition statement is
preceded by a full stop, space and dash. This eleqguedes the user of the catalogue to
determine if the edition of the document that theguire is the exact one that the library
has.
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Special area (only for serials; maps, etc., musicJhis is an area that is unique for non-
book materials and those that are not of the nosmal which is called special materials
(See AACR?2 1.3). Examples of these materials aw®als, maps and other cartographic
materials and music. For serials, this area captine designation in terms of volume and
number. In the case of maps, the scale of the m#pbe recorded and for musical
recordings, the physical presence of the musideanritten.

Publication area: This is also called imprint. This element includbsee other sub-
elements which are; place of publication, publisherame and date of publication.
According to the AACR2 (1.4B), the place of pubtioa that should be recorded while
cataloguing is the particular place that appearshenpublication. For example, Lagos,
Ibadan, Los Angeles etc. If the publisher has brasof the publishing outfit in more than
one location and all the locations are indicatetthenxdocument, the rule states that the first
place mentioned should be recorded. There are stbuements where the place of
publication is not indicated and the cataloguarassure, this element can be left out. As
for the second sub-element, publisher's name,uleestipulates that the shortened form of
the name should be given and any word in the ndaeitplies a publishing function
should be dropped. For example, words like publighimited, co., sons, etc., should not
be written as part of the name. This is an examplehat is expected;

~

Cataloguing of library and information resourcepractical approach
O. Obi and T. Rabiu. -"2ed. —Ibadan: Oxford,

From this example, this element is preceded byrmgespace and dash. After the place
of publication which is a city and not a counttyg fpunctuation that follows is a colon (©).
The name of the publisher alone was given ‘Oxfamithout adding words that imply
publishing function. The date of publication is thst sub-element under the imprint and
it caters for the year of publication. For examf@@03, 2017, 2018 etc. This is how it is
recorded on the catalogue card;

~

Cataloguing of library and information resourcepractical approach
O. Obi and T. Rabiu. -"2ed. —Ibadan: Oxford, 2022.
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In the case of a serial that is still in circulati@fter the year's of publication, a hyphen is
inserted to show that the serial has not ceasedsasxpected to be published indefinitely.

The information that the imprint provides can hilp users to ascertain the quality of the
publisher which could give them an insight into theality of the content. This is because
the content of a document published by a reputabldishing house can be adjudged as
reliable. In addition, the place of publication @dso furnish the users with the location of
the publishing house just in case they might rexmore copies that they would like to

purchase directly from the publishers.

Physical description:This element is also referred to as collationatecs for the physical
properties of the document that is being catalogunetit is the type of information material
that is being described that determines the detla#ls will be recorded as part of this
element. Rule 1.5 presents the details that areateg in the physical description element.
If you are cataloguing a map, the collation areh wclude; How many maps? Is it a
coloured or black-and-white map? What is the dinmnsf the map? If you are
cataloguing a sound recording on a CD, you shaddnd details like; the number of CDs,
duration of play, sound properties and the dimensiathe CD. In the case of books, you
are expected to record the number of preliminagepdin Roman numerals), the number
of Arabic pages, illustrations (abbreviated) anel dimension (the height of the book in
centimetres up, that is if the height is 12.4cnshibuld be approximated to 13 cm.). The
physical description of books can be illustratethwtinis example;

~

Cataloguing of library and information resourcepractical approach
O. Obi and T. Rabiu. -"2ed. —Ibadan: Oxford, 2022.
ix, 120p. : ill. ; 25cm.

From this example, ‘ix’ stands for preliminary page Roman numerals, meaning that the
book has 9 preliminary pages, ‘120p.’ refers to A28bic pages and the book contains
illustrations represented by ‘ill’. The dimensiohtlee book in terms of its height is 25cm.
It can also be observed that even though thertllisgace to continue the collation after
the imprint, it began on a new paragraph. The deiments under the collation can inform
the users about how voluminous a book is and whetlmas an illustration or not. This
would help the users to decide even from the cgigavhether the book will be useful or
not. A user that needs a book with illustrationswdiscovers from the catalogue that the
book the library has does not contain illustratioms likely not access such a book from
the shelves.

Series StatementSeries could be viewed within the context of againg as publications
that are issued in sequence by the same publiahdrare targeted at a homogenous set of
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individuals. For example, books in the Distancerhaey Series of the University of Ibadan
are published by the University Press of the astih. The publishing house also publishes
inaugural lectures, faculty lectures, universitgtiees and even valedictory lectures.
However, books in the Distance Learning Seriespeeifically for the Distance Learning
Students of the university. Not all books are péw series. A book that is part of a series
will carry the series title on the title page oroabé the masthead of the cover. As a
cataloguer, if you are describing a book that id paa series, Rule 1.6 of the AACR2
provides the guidelines. The series' name showdritien exactly as it appears in the chief
source of information. This element should folldve collation immediately in brackets (
). If the document is numbered, it should comerdfte series name. Consider this example;

Cataloguing of library and information resourcepractical approach
O. Obi and T. Rabiu. -"2ed. —Ibadan: Oxford, 2022.
ix, 120p. : ill. ; 25cm. (Cataloguing series. 5)

From this example, the series statement is in letadknmediately after the collation and
the series number is also reflected.

Notes area This is the seventh element of descriptive catalog according to the
AACR2. This area accommodates any additional in&dionm that could not fit into the
other six elements already discussed. AccordinRite 1.7 of the AACR2, it is the
material being catalogued that will determine tbatent of the note. For example, for
books, the notes will give information on whethee book has an index or bibliography.
For serials, the notes area will give informatidooat the frequency of the serial whether
it is issued monthly, yearly etc. and the namehefdditor-in-chief. In addition, for video
recordings, the notes will include the nature aownf of the presentation, cast, credit,
intended audience, summary and content. See timepéxdelow on how notes are added
to the catalogue entry of a book.

~

Cataloguing of library and information resourcepractical approach
O. Obi and T. Rabiu. -"2ed. —Ibadan: Oxford, 2022.

ix, 120p. : ill. ; 25cm. (Cataloguing series. 5)
It includes; Index: p. 250-253
Bibliography
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The example shows that the notes begin on a neagmh (‘index’ with the pages it

covers in the book) and each note (for exampldlitgyraphy’) also occupies a new

paragraph. An individual who wants a book with atleix can be informed by the entry in
the catalogue card whether the book in the libfeag an index or not. This reveals the
importance of this element.

Standard number: This is the last element of descriptive cataloguihat caters for the
International Standard Book Number (ISBN) or thieinational Standard Serial Number
(ISSN) for serials (Rule 1.8). The ISBN in the ca$dNigeria and most countries in the
world is issued by the National Library and it wnedy identifies a book as one of the
intellectual properties published in the countrjisTwill also be recorded in a new
paragraph. See the example below;

Cataloguing of library and information resourcepractical approach
O. Obi and T. Rabiu. -"2ed. —Ibadan: Oxford, 2022.

~

ix, 120p. : ill. ; 25cm. (Cataloguing seri@s. 5)
It includes; Index: p. 250-253
Bibliography

ISBN: 97¢-59¢-x-0-3

The layout of a catalogue entry

After the access point that will determine how da¢alogue entry will be filed, the first
paragraph of the catalogue entry starts from tiedstatement of responsibility and ends
at the imprint. After that, the next element whiglhe physical description starts on a new
paragraph and the series statement follows thiataiokets. After this, the notes start on a
new paragraph, and ditto for the standard number.

It is important to state that after the descriptbataloguing, the catalogue entry is not a
complete one without subject cataloguing. The pagaty numbered 1 in the example of
the catalogue entry below will accommodate theltedisubject cataloguing.

Cataloguing of library and information resourcepractical approach
O. Obi and T. Rabiu. -"2ed. —Ibadan: Oxford, 2022.

~

ix, 120p. : ill. ; 25cm. (Cataloguing series. 5)
It includes; Index: p. 250-253
Bibliography

ISBN: 978-599-x-0-3
1.




Subject Cataloguing

Subject cataloguing can be defined as the prodesst@rmining the subject of a document
with the use of some standardized tools to fatdigibject access to the document. This
implies that with subject cataloguing, a librangus/ho has a book on a particular subject
in mind should be able to locate the document frbv@ subject catalogue. Before
discussing the process of subject cataloguing, iinportant to discuss the tools used in
subject cataloguing. Two such tools will now becdssed and they are the Library of
Congress Subject Headings (LCSH) and the Sear®l &ubject Headings (SLSH).

Library of Congress Subject Headings (LCSH)

An important tool that is used in subject cataloguis the Library of Congress Subject
Headings (LCSH). Aina (2004) noted that the LCSafted as the subject catalogue for
the Library of Congress. The first edition was ctetgd in 1897 and published in 1914 as
the List of Subject Headings used in the dictionzatalogues of the Library of Congress.
In 1919, the second edition was published and @tiions were published subsequently.
However, the name of the subject heading was clobtogehe Library of Congress Subject
Headings in 1975 when the eighth edition was phblis The 43 edition was released in
April 2021 and data for the #4vas selected in May 2022. LCSH is prominent bezaitis
its wide scope as subjects like philosophy, refigiscience, education, literature and the
like were sufficiently covered. This has led to @&doption by academic and research
libraries that have broad collections.

Headings in LCSH

There are three types of headings which can be asedibjects in LCSH. These are the
one-word, two-word and three words. The one-woradirgy is usually a noun. Examples
are; University, Goat, Computer and the like. Most times, concepts are writtenhe t
singular form, while objects are written in thenalu For the two-word headings, usually
contain a noun and an adjective. They can be wnttgmally or inverted (especially when
languages and nationalities are involved). ExamplesNational Museum or Songs,
Yoruba. As regards headings that contain three wordsg,rtiey include conjunctions and
prepositional phrases. An example of a heading wittonjunction idnformation and
Communication Technology While an example of a heading with a preposipbrase is
the Classification of library resources.

Guidelines for headings in LCSH

The LCSH noted that the terms or concepts thatldhoel used for subject headings are

those that best represent the documents beinggatd. The terms should be those that
the users can relate to. In addition, the currentlering of a word should be used not the
old one. It is also preferable that an English wmedised instead of other languages unless
no English word can better represent the subjegbopular term should also be used
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instead of a technical one unless the users wemese of technical jargon to access the
document rather than the popular term.
Relationships in LCSH
There are four types of relationships in LCSH. They;
1. Equivalence relationship
2. Hierarchical relationship
3. Associative relationship
4. General references

Equivalence relationship the terms used to denote this form of relatiopshiLCSH are
USE and Used For (UF). USE guides the cataloguseliecting a subject term that can be
used as a heading from one that should not be ésefbr UF, it comes before the term
that should not be used. Examples are:

Cadavers

USE Dead

Cadastral surveys
USE Real property

Calendars
UF Annuals

Quantum theory
UF  Quantum dynamics

Hierarchical relationship: the terms used to indicate this form of relattopan LCSH
are the Broader Term (BT) and the Narrower Term)(MT refers to a term that is broader
in scope than one selected, while NT indicatesradrens that are narrower than the one
chosen. For example:

Car wash industry
BT Service industries

Caregivers
NT Child caregivers

Associative relationship:This form of relationship in LCSH is representedabRRelated
Term (RT) which links two headings that are relatéol example:
Quarrelling
RT Verbal self-defence

Cardiac arrest
RT Heart failure
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General referencesthis is indicated in the LCSH by See Also Refer(SA) which can
be used like RT. For example:

Carbohydrates
SA names of compounds belonging to this group,@ellulose; Dextrose; Levulose;
Pentoses

Fig. 28: Library of Congress Subject Headings
https://www.loc.goV/librarians/controlled-vocabués/

Use this link below to watch a video that will iotiuce you LCSH
https://www.youtube.com/watch?v=mTUC02gSegk

Before, discussing the SLSH, it is imperative tavdiattention to an online tool developed
also by the Library of Congress which helps inlfating cataloguing. The name of this
tool is the Cataloger's Desktop. To have accesthigtool, a user must log on to the
following website;http://www.desktop.loc.gavlhe resources on this online tool that are
relevant to cataloguing and which can be accesgedaglo-American Cataloguing Rules
2, Resource Description and Access (RDA) Toolkd #re Subject Headings Manuals.

.................

[P

Fig. 29: Home page of the Cataloger’s Desktop
https://tpot.ucsd.edu/toolbox/training/files/usiatpesktop.pdf
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Sears List of Subject Heading (SLSH)

Minnie Earl Sears heeded the call of some librariano felt that the LCSH was too

detailed and they could not effectively use itheit libraries by developing the List of

Subject Headings for Small Libraries in 1923. Tiiesame the early beginnings of what is
today known as the SLSH. As compared with LC, th8bis easier to use, though it was
developed from the LC. Many school libraries hawenid the use of DDC very appealing.
The 2% edition was published in 2014 and thé“®lition was published in 2018. There
are some principles guiding the use of the SLSH:s€EHare:

1. Principle of specific entry. SLSH makes it clear that the subject heading that
should be selected must specifically address theenod of the document. For
example, Basketball should be entered under Baslkaiid not Sports.

2. Principle of unique entry: this principle states that only one unique suidfjeading
should be used for documents with the same subpedéent. For instance, only one
of the following headings should be selected asutigque term that describes the
subject; Bibliographic description, cataloguing amdanization of knowledge.

The accepted headings in SLSH are; single noumspoond headings, adjectival nouns
and phrases. These headings must be written irpimicbefore they can be used as subject
headings. In addition to the related terms like BT, RT and the like in LCSH, the SLSH
makes use of the ‘see reference and see also meéer&he see reference directs the
attention of the cataloguer from a heading thahoabe used to one that can be used. For
example:

Iweala see Okonjo-lweala
museum see museums

As for the see also references, it directs thdaguar to a subject heading that can also
be chosen, though it can be broader in scope.Xamgle:

Cataloguing see also Organization of knowledge

Aina (2004) also noted that SLSH uses notatiores'kland xx’. When the letter x precedes
one or more terms, it means the term or those teamsot be used as a subject heading.
However, if the letter x is placed under a subfeding, it means that such a heading can
be used as a subject heading. As regards xx, remtia location, before the term or under
the term, the such a term can be used as a sthigiading.

The SLSH is structured in two parts. The first psuihtroductory. It discusses the history
and principles of the SLSH. It gives an insighbihbw the subject heading list can be used
effectively. The second part of the SLSH focuseshencore which detailed the different
headings one by one in alphabetical order witthallrelated terms and the see and see also
references.
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¥ SEARS LIST

B\ OF SUBJECT HEADINGS ._

Fig. 30: Sears List of Subject Headings
https://www.amazon.com/Sears-List-Subject-Headbs/dp/1619251906

Use this link below to watch a video that will istiuce you to LCSH
https://www.youtube.com/watch?v=il2NFdVAbPU

Process of subject cataloguing
Subject cataloguing involves a series of steps hware:

1. Scanning

2. Verbalisation of the subject

3. Consultation of subject heading lists
4. Conversion

Scanning Before you can determine the subject of a docuntlea first thing you need to
do is to scan. This refers to the process of gtingugh the document to have a feel of
what the document is about. During scanning, ydugeithrough the relevant parts of the
book like the title page, preliminary pages (introtlon, preface and foreword), table of
contents and the subheadings in the chapter. Ygunmiaread as if you want to study the
material, you are reading to have an idea of tligesti of the book. For example, if you
are cataloguing a book and the title is:

Cataloguing of library and information resourcegractical approach

After going through the table of contents, you disred that the book has subheadings
like; definition of a catalogue, types of catalogwataloguing codes and types of

cataloguing. This should give you an idea of thgestt of the book. This process leads to
the second.

Verbalisation of the subject This is the outcome of the first process. Ithe stage
whereby the cataloguer arrives at a subjectivazagan of what the subject of the book
Is. The subject is not verbalized in such a mairimatrit will be pronounced audibly. No.
The verbalization is innate, as the cataloguer icm®g himself/herself as regards what the
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subject of the book is. This implies that as alogtzer after scanning the book cited earlier,
at this stage, you should be able to arrive atbgestibased on your view. For example,
you may verbalise that the subject of the bookCmtaloguing'. That is your view. But will
‘Cataloguing’ be written on the catalogue cardhesgubject? No. You need to engage in
the third process of subject cataloguing.

Consultation of subject heading liststhis is the stage whereby the cataloguer consults
the subject heading lists also referred to as obflatr vocabulary lists or authority lists to
ascertain if the subject that is verbalized candszl as a subject heading (access point) for
the book. The subject heading lists are scholanlgudhents developed by experts that
attempt to capture all subjects known to man witheav of bringing documents on the
same subjects under an acceptable heading foroéaseess by library users. Examples
of subject heading lists are; the Library of Corsgr8ubject Heading Lists (LCSH) and the
Sears List of Subject Headings (SLSH).

In the case of the example given above, it is ebguethat as a cataloguer you should check
the subject heading lists to ascertain if ‘Catalogucan indeed be used as the subject
heading for that book. All the subjects that carubed as heading in the subject heading
list will be written in bold (Please watch the vadeon LCSH and SLSH to understand the
structure of the subject headings). This processisleto the final stage of subject
cataloguing.

Conversion There is the possibility that after the catalogoekes use of the subject
heading, the subject he thought should represenbtiok may not be the one that the
subject heading lists will recognise as the subjHatis, conversion is the process whereby
the cataloguer drops his idea of the subject andrds that which the subject heading
specifies on the catalogue card. For example, ahgdkrough the subject heading lists
you discover that ‘Cataloguing’ is not written il and it is under the lead term
‘Organisation of Knowledge, you are expected taevi©Organisation of Knowledge’ on
the catalogue card and not ‘Cataloguing’. Thisaatks that you have converted from your
language into the language of the subject headihglhat is why the subject heading lists
are also called controlled vocabulary lists.

See the card below for an example of a compleie tteat is a product of descriptive and
subject cataloguing.

Cataloguing of library and information resourcegractical approach/ O. Obi ard
T. Rabiu. - 29 ed. —Ibadan: Oxford, 2022.

ix, 120p. : ill. ; 25cm. (Cataloguing series. 5)
It includes; Index: p. 250-253
Bibliography

ISBN: 978-599-x-0-3

1. Organisation of Knowledge




Attempt this exercise to measure what you haventesar far. This should not
take you more than 7 minutes.

1. How many elements make up descriptive catalogufay (b) 8
()9 (d)7
2. What is another name for publication area?
3. What are the sub-elements that make up the puibircat
area? : and
4. Physical description is also called
5. How many steps make up subject cataloguing?
6. Subject heading lists are also called
and

N\

9
1.4 SUMMARY

This unit has exposed you to the two types of ogtahg which are descriptive and subject
cataloguing. Descriptive cataloguing accordinghi® AACR2 is made up of 8 elements;
title and statement of responsibility, edition, dpé area, publication area, physical
description, series statement, notes area anddahdasd number. The process of subject
cataloguing is made up of four stages; scanningpahzation of the subject, consultation
of subject heading lists and conversion. The agti cataloguing is guided by rules that
should be upheld for an effective description. Tdasvity requires that the cataloguer be
patient and diligent. The quality of patience vafisist the cataloguer to take his time by
applying the rules and guidelines governing desiggmnd subject cataloguing. Diligence
will enable the cataloguer to pay attention to deta ensuring that the catalogue entry is
of utmost benefit to the library users.

Tutor-marked assignment

1. List and explain the elements of descriptivalcafuing

2. As a cataloguer in a university library, expléiow you would engage i
subject cataloguing.

—

1.5 GLOSSARY
Surrogate records these are the records (bibliographic descripjiorpresenting the
information resources in the collection of the dityr.
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Technical section:this is the section of the library that is outstte view of the users
where activities like acquisition, serials managet@and cataloguing are carried out.

L‘J 1.6 REFERENCES AND FURTHER READING

Aina, L.O. (2004)Library and Information Science text for Africa. Ibadan: Third World
Information Services

Gorman, M. (2004)The Concise AACR2.Chicago: American Library Association.

Librarianship Studies and Information Technolog®4@). Library of Congress Subject
Headings (LCSH). Retrieved from
https://www.librarianshipstudies.com/2018/01/liyaf-congress-subject-
headings-Isch.html

Library of Congress (2022). Cataloger's Desktop. trieeed from
http://www.loc.gov/cds/desktop

Nwalo, K.LLN. (2012. Imposition of order on chaos. cataloguing as the soul of
librarianship. A Faculty Lecture delivered at the Faculty of Ealion, University
of Ibadan, Ibadan.

Satija, M.P. (2008). “Sears List of Subject Headingn introduction to the nineteenth
edition (2007)".Pakistan Journal of Library and Information Science, 9, 31.

\ﬁl 1.7 POSSIBLE ANSWERS TO SAES

1.8

2. Imprint

3. Place of publication, publisher’'s name and year
4. Collation

5. 4 steps

6. Authority lists and controlled vocabulary lists
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UNIT 2 ADDED ENTRIES, CHOICE OF ACCESS POINTS AND
FORMS OF HEADINGS
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./. N
@ 2.1 INTRODUCTION

The catalogue entry discussed in Unit 1 of this a®ds not complete without added
entries and access points. Even though the daserighd subject cataloguing has been
done, there must added entries that inform the ofexdditional ways to access the
document and the main access point that the udlarsgito retrieve the book. These access
points also called heading, could be the name efatithor, title of the work, subject or
series. At times, a decision has to be made asdggéhat will be chosen as the heading
because of such situations. This unit will disdhgse situations and indicate the guidelines
by the AACR2.

@ 2.2 LEARNING OUTCOMES

At the end of this unit, you should be able to:
I. describe added entries and tracing
li. enumerate the works that can be entered undeparade body
lii.  outline the conditions for title main entry
lv.  discuss the guidelines of AACR2 as regards shaggbnsibility

2.3 ADDED ENTRIES, CHOICE OF ACCESS POINTS AND
FORMS OF HEADINGS

Added entries

When cataloguing a book, the main entry is usuakyname of the author. What if a user

does not know the name of the author, does it rtiegtrsuch a user will not be able to use

the catalogue? No. The user can use additionakaguents to locate the needed material.

These access points are called added entriestdlogaing, access points are three. These

are title, joint author and series. This connobes éven if a library user does not know the
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name of the author of a document but remembersittbghe or she can make use of the
catalogue to retrieve the document. Also, if thekowas written by two individuals and
the user only remembers the name of the secondraute can still locate the book.
Furthermore, the series that the book belongsratso be used to locate the document in
the library. Therefore, one book can have fourlogtae cards as one will be the main card,
the other for the joint author (if applicable))ditand series. Thus, a book by one author
that does not belong to a series will have onlyatged entry which is the title. In addition,
a book that belongs to a series and was writtetwbyindividuals will have three added
entries, title, joint author and series. Seriesirgdecated on the catalogue cards in Roman
numerals. See the example below:

-

Cataloguing of library and information resourcepractical approach
O. Obi and T. Rabiu. -"2ed. —Ibadan: Oxford, 2022.

ix, 120p. : ill. ; 25cm. (Cataloguing series. 5)
It includes; Index: p. 250-253
Bibliography

ISBN: 978-599-x-0-3

1. Organisation of Knowledge

L\Title II. Rabiu, T. (Jt. auth.) Ill. Series

Addexltries

In this example, three additional cards will bedureed, one for the title, the second for
the joint author and the third for the series. Mweg, in cataloguing, you may be asked to
generate catalogue cards for the tracing. Thengasi a combination of the subject plus
the added entries. This means that apart from itse duthor, the user can trace the
document through the subject, title, joint authod ghe series. In this situation, from the
example given above, four additional cards willgreduced apart from the main card.
These are subject (1), title (2), joint author &) series (4). How these cards can be
produced practically will be presented in Unit 3lof module.

Cataloguing of library and information resources:peactical
approach/ O. Obi and T. Rabiu.™ 2d. —Ibadan: Oxford, 2022.

ix, 120p. : ill. ; 25cm. (Cataloguing series. 5)
It includes; Index: p. 250-253
Bibliography

ISBN: 978-599-x-0-3

1. Organisation of Knowledge
[I. Title Il. Rabiu, T. (Jt. auth.) Ill. Series




Tracing{

Choice of access points in cataloguing

The choice of access points will be discussed uttgefollowing subheading; works of
personal authorship, works under corporate bodiry amder the title, works of shared
responsibility, edited works and works of mixedp@ssibility.

Personal authorship

This is a situation when an individual is chiefgsponsible for the content of a work. In
this case, the choice of the access point is s$iifaigvard. According to AACR2 (21.1A),
the access point should be the individual. For gtanif the book, ‘Cataloguing of library
and information resources: a practical approachwréten solely by O. Obi. The heading
for this work will be ‘Obi, O. The example belowasirs the position of the heading in a
catalogue entry.

Access point/heading

Obi, O.
Cataloguing of library and information resourcepractical approach
O. Obi. - 29 ed. —Ibadan: Oxford, 2022.

~

iX, 120p. : ill. ; 25cm. (Cataloguing series; 150.
It includes; Index: p. 250-253
Bibliography
Note ISBN: 978-599-x-0-3 tatement of
respo 1. Organisation of Knowledge heading but
under . Title Il. Series :

Works under corporate body
There are some situations whereby a corporate Eodysponsible for the content of a
document. A corporate body can be defined as aanagtion or group of individuals with
a name which can be viewed as an entity. Examplesrporate bodies are; business firms,
government, religious organisations and institigjamonferences etc. The AACR2 (21.1B)
states that the following works should be entemdien the name of the corporate body as
the heading.

1. Administrative work dealing with the policies, fimees, personnel and resources of

the corporate body
2. Legal document of the corporate body
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3. Areport of a committee set up by the corporateybod
4. Conference papers

5. Sound and video recordings of a group

6. Cartographic materials published by the corporatiyb

Entry under title

There are some instances whereby the name of nththpersonal author nor the corporate
body is used as the heading. This may necessltatede of the title as the main entry.
AACR2 (21.1C) states that the title should be usethe access point in the following
instances;

When the author of the work is unknown and it isfn@m a corporate body

When the work has more than three authors

When the work is a collection with a collectivedtit

When the work is issued by a corporate body thabisovered in 21.1B

When the work is a sacred scripture like the Billeran and the Talmud.

akrwpdPE

Works of shared responsibility

This is a situation whereby two or more persongesponsible for the intellectual content
of a work. Under this circumstance, there are aooaswhen even though two or more
persons are responsible for a work, the princip#iar is indicated. On the other hand, at
times, the principal author is not indicated. Haam @ cataloguer handle these situations?
The AACR2 provides the guidelines.

The principal author indicated: this is a situation whereby in the chief sourde o
information it is indicated that an individual isiefly responsible for the content of a work
even though there are two or more authors. The AACR.6B) states that the main entry
should be the principal author, while others camiaele added entries. For example:

History of football in Nigeria by O. Obi in collabation with A. Fatai.
The main entry is Obi, O.
Added entry is Fatai, A.

Another example is a book titled; Beautiful butied by B. Asika with the help of S.
Olatunji and K. Koiki

The main entry is: Asika, B.
Added entries are Olatunji, S. and Koiki, K.

Principal author not indicated: in this instance, a work was written by more tlvare
person and nobody is identified as responsibléhfercontent of the work. If a cataloguer
Is describing a work with this feature, the AACR2 (6C) states that the first named person
should be the main entry, while the others showdebtered under added entries. For
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example, a book titled; Beautiful butterflies by Asika, S. Olatunji and K. Koiki. In this
instance, the principal author is not identified the rule states that:

The main entry is: Asika, B.
Added entries are Olatunji, S. and Koiki, K.

Edited works: An edited work is a document which contains contigns from different
individuals and was edited by an individual(s).smch an instance, the editor is not
responsible for the intellectual contents of theuwtnent, but since he or she edited the
work, the role played is acknowledged as the céuefrce of information. Therefore, if a
cataloguer is describing an edited work, the AAGRR 7B) states that such a work should
be entered under the title. However, if the editealk is just like a compilation with no
collective title, the first named author in the golation should be used as the main entry.

Works of mixed responsibility: these are works that involve two or more individuaho
rendered different forms of contributions. The AAZRlivides works of mixed
responsibility into two. The first are modificat®of existing works and the second is new
works. The instances of modification of existingrisgare:

a. Adaptation of texts

b. lllustrated texts

c. Reuvision of texts

d. Text of published works with commentary

e. Translated works

Adaptation of texts: this occurs when an existing work like a boolaarovel is adapted
to suit a particular purpose or for a particuladiance. For instance;

Royal rumble by Isaac Olaiya; adapted for a stdgg lpy Ikechukwu Eze.

The AACR2 (21.1) states that because the adapteddwiave modified the work
sufficiently, the main entry goes to Eze, |. WHi&iya, I. will be entered under the added
entry.

lllustrated texts: these are documents in which the authors arerdift from individuals
that provided illustrations. The fact that thestiations do not change the content of the
document significantly, the AACR2 (21.11), statesttthe main entry remains the author,
while the illustrator will be entered under addetries. For example:

Royal rumble by Isaac Olaiya; illustrated by Ikekiwu Eze.

In this example, Olaiya, I. is the main entry, \ehidze, I. will be under the added entry.
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Revision of texts this is a situation whereby an individual wrotdaument and another
individual revised, condensed, updated etc. The RA{21.12A) states that in all the
instances of revision of texts, the original autisdhe main entry while the individual who
revised will be under added entry. For example:

Royal rumble by Isaac Olaiya; condensed by Ikechukze.
The main entry is Olaiya, I., while Eze, I. will bader the added entry.

Text of published works with commentary this is an instance in which an individual
writes a commentary on a work authored by anotidividual. For example:

The legend of the South-east by U. Abubakar; a centany by A. Nze

AACR2 (21.13B1) states that Nze, A. should be eaters the main entry and added entry
goes to Abubakar, U.

Translated works: these are works translated by another individtat.example:
The wins of love by T. Amaka, translated into Sgary J. Pablo.

The AACR2 (21.14A) states that the main entry sthca¢ Amaka, T. and added entry
should be Pablo, J.

New works: this is a situation whereby two or more indivitbuanade different intellectual

or artistic contributions towards the publicatiohaowork. The AACR2 (21.24A) states
that if 2 or more individuals authored a work wdtiferent levels of contributions, the
work should be entered under the heading of the prosninent person, while the others
should be entered under added entries.

Forms of headings

The AACR2 anticipates the various issues that catkk when a heading is to be entered
for a personal or corporate author. It is not Ircakes that an author’s name will be a first
name and a surname like Tom Jones. Names appediffénent forms and these
peculiarities should be taken into consideratioremvthe heading is to be entered. A few
of these issues with the guidelines from AACR2 Wwél enumerated.

Forms of headings for personal names
1. Persons using pseudonymsavhen a person uses a fictitious name in authaing
book and his real name is known, the AACR2 (22.2jes that the work should
be entered under the pseudonym. However, refereémoald be made to his real
name. For example:
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Animal farm by George Orwell. Even though his neaine is Eric Arthur Blair, the work
should be entered under Orwell, George which le@msmonly known.

2. Hyphenated surname this is a situation whereby the surname of ah@uwtontains
a hyphen. The AACR2 (22.5C) states that the wodkikhbe entered under the first
name. For example, a name like Olu-Alawode, or @lavi should be entered as it
is.

3. Prefixed surname:this occurs when a surname contains an articleg@ogition or
both. AACR2 (22.5D-22.5E) states that such a namoeilld be entered under the
name that is generally accepted in the author'sitguFor example, if the country
of the author is English speaking and the namée#futhor is; De bryne, James, it
should be entered as such.

4. Change of name by marriageif an author changes her name due to marriage, the
AACR2 (22.5C2) states that the surname of the mdlshould be used as the
heading. For example, Ifeoma Obi who is an autledmgarried and her husband's
name is Adebayo. Ifeoma decides to combine her dorsurname with the
husband's name to read; Ifeoma Obi-Adebayo. If althors a new book, the
AACR?2 states that that work should be entered abAgo-Obi, Ifeoma

Forms of headings for corporate bodies

1. Corporate bodies with different namesif a corporate body has a name by which
it is commonly identified and it is not subordinateany other, AACR2 (24.1A)
states that it should be entered under that naismeammonly known. For example,
if MTN publishes a work, it should be entered undéfN and not Mobile
Telephone Network which is the official name of theaultinational
telecommunications company.

2. When a corporate body changes its name: if a catpdrody changes its name, the
AACR2 (24.1.C1) states that the new name shouldude as a heading but
reference should be made to the old name. For deartii@ oil marketing giant,
Total Nigeria PLC changed its name to Total Enerditarketing Nigeria PLC in
2021. Thus, works from this company should be edtarnder Total Energies
Marketing Nigeria PLC and not the former name, ebeugh reference should still
be made to it.

3. Subordinate corporate body entered directly when a corporate body is
subordinate to a higher body, but it is not a gowegnt agency or related body, it
should be entered under its name. For instance,Irsigute of Agricultural
Research and Training has an office within the &mafAwolowo University, but
its mandate is for Nigeria as a whole. Accordindghi®e AACR2 (24.12A), works
from this institute should be entered directly unitename.

4. Subordinate corporate body entered subordinatelythere are instances when
works by a subordinate corporate body will be estemder a higher body (AACR2
rule 24.13A). For example, The Alumni Center of tdeiversity of Ibadan is
subordinate to the university and as such workshatireg from it should be entered
as the University of Ibadan. Alumni Center.
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5. Headings for government and government agencie®SACR2 rule 24.3E states
that work by the government or its agencies shdogd entered under the
conventional name of that government. For examplarks by the Ministry of
Interior of Nigeria, will be entered as Nigeria.hN4try of Interior.

Self-Assessment Exercise

Attempt this exercise to measure what you haventesar far. This should not
take you more than 7 minutes.

Identify the main and added entries of the follogvi

1. A book is titled: How to prepare rice by Philip Myan

2. A book is titled: History of philosophy in Nigerlay Kehinde Oso and
Taiwo Aina. The book is part of a series calledddaphy series

3. A book is titled: Run away by Freedom Jones. Thekbs part of the
series called Freedom series

N\

9
2.4 SUMMARY

This unit has discussed with relevant examplesptoeisions of the AACR2 as regards
choice of access points and forms of headingsisdues of added entries and tracing were
also explained. The AACR2 is a cataloguer’'s ‘cdnogbn’ when it comes to the
cataloguing of information resources. Catalogueunstrstudy these rules and apply them
for their task to be effective.

Tutor-marked assignment

1. With relevant examples, discuss the provisiohthe AACR2 as regard
works of mixed responsibility.

2. Enumerate the provisions of the AACR?2 for forohideadings of persona
names
3. Define added entries and state the differendterd®n added entries and
tracing.

4. State the conditions for a title main entry.

)
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2.5 GLOSSARY

Chief source of information: this refers to the part of information resourcesergh
important elements needed for bibliographic desiompcan be found. This part depends
on the different types of information resources.

LJ 2.6 REFERENCES AND FURTHER READING

Aina, L.O. (2004)Library and Information Science text for Africa. Ibadan: Third World
Information Services

Gorman, M. (2004)The Concise AACR2.Chicago: American Library Association.

\ﬁl 2.7 POSSIBLE ANSWERS TO SAES

1. Main entry is: Morgan, Phillip and added ensyTitle
2. Main entry is; Oso, Kehinde and added entrieslafitle Il. Aina, Taiwo (Jt. auth.) IIl.
Series

3. Main entry is: Freedom, Jones and added erareed. Title Il. Series
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&N
@ 3.1 INTRODUCTION

Cataloguing is a practical activity that must bagbised over and over again before it is
mastered. The more you engage in it, the more poorbe familiar with the rules and the
elements of descriptive cataloguing. In the unypdthetical books will be catalogued.

This should serve as a template for you when ogiiahgy yourself.

@ 3.2 LEARNING OUTCOMES

At the end of this unit, you should be able to:
I. catalogue a book
ii. produce added entry cards

== 3.3 THE PROCESS OF CATALOGUING (PRACTICAL)

The previous module has explained descriptive agtahg, subject cataloguing and added
entries. Moreover, you need to be able to do thehcataloguing of books. How can you
do this? Take a look at this hypothetical book:

The book is titled Information and Knowledge Managat in the Twenty
First Century: Issues and Themes, second editioitel are Timothy
Duncan and Jack Daniels. It was published by SpecBooks, with offices
in Hull, Liverpool and Manchester. The Copyrighfoinmation is © 2021
and 2009. The book which is full of illustrationashnineteen preliminary
pages, three hundred and forty two other pagesawk of 23.2 cm.

The book has an index, and a list of referencedlamdubject headings are
(a) Knowledge management (b) Information systene [BBN is
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977-32223-235-4. The book belongs to a series cdleowledge Management
series.

With the use of this information, you are expediegroduce the main and added entry
cards.

Solution
Card 1 (Main card)

Duncan, T.

Information and knowledganagement in the Twenty
First Century: issues and themeB{ihcan and J. Daniels.-
> ed. Hull: Spectrum Books, 2021.

Xix, 342p. :ill. ; 23 criKtowledge Management series)

It includes index

ISBN: 977-32223-235-4

1. Knowledge management
2. Information system
l. Title Il. Daniels, 1.quth.) Ill. Series

Card 2 (Added entry for subject 1)

Knowledge management
Duncan, T.

Information and knowledganagement in the Twenty
First Century: issues and themeB{ihcan and J. Daniels.-
2 ed. Hull: Spectrum Books, 2021.

Xix, 342p. :ill. ; 23 criKitowledge Management series)

It includes index

ISBN: 977-32223-235-4

1. Knowledge management
2. Information system
l. Title Il. Daniels, 1.quth.) Ill. Series
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Card 3 (Added entry for subject 2)

Information system
Duncan, T.

Information and knowledgamagement in the Twenty
First Century: issues and themeB{ihcan and J. Daniels.-
2 ed. Hull: Spectrum Books, 2021.

Xix, 342p. :ill. ; 23 criKtowledge Management series)

It includes index

ISBN: 977-32223-235-4

1. Knowledge management
2. Information system

[.  Title Il. Daniels,(j auth.) Ill. Series

Card 4 (Added entry for title)

Information and knowledgamagement in the Twenty-Firs
Century: issues and themes

Duncan, T.

Information and knowledgamagement in the Twenty
First Century: issues and themeB{ihcan and J. Daniels.-
> ed. Hull: Spectrum Books, 2021.

Xix, 342p. :ill. ; 23 criKtowledge Management series)

It includes index

ISBN: 977-32223-235-4

1. Knowledge management
2. Information system
I. Title Il. Daniels. J.(it auth.) lll. Seri

Card 5 (Added entry for a joint author)

Daniels, J.
Duncan, T.

Information and knowledgamagement in the Twenty
First Century: issues and themeB{ihcan and J. Daniels.-

2"d ed. Hull: Spectrum Books, 20
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Card 6 (Added entry for series)

Knowledge management series
Duncan, T.

Information and knowledganagement in the Twenty
First Century: issues and themeB{ihcan and J. Daniels.-
2 ed. Hull: Spectrum Books, 2021.

Xix, 342p. :ill. ; 23 criKtowledge Management series)

It includes index

ISBN: 977-32223-235-4

1. Knowledge management
2. Information system
[. Title Il. Daniels, j.auth.) Ill. Series

Analysis of the solution

Heading: Since two individuals are responsible for theteahof the book, the first named

author will be used as the heading: Duncan, T.

The hypothetical book has the following elementdescriptive:

Title and statement of responsibility: Information and knowledge management in the

Twenty First Century: issues and themes/T. DuncahJa Daniels.

Edition: 29 ed.
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Imprint : Place of publication (Hull, the first place mamed): Publisher's name
(Spectrum Books), and year of publication (202Brys# the edition being catalogued)

Collation: Preliminary pages (Xix), Arabic pages (342p.Judtration (lll.) and the
dimension (23cm.)

Series StatementKnowledge Management series

Notes Area It includes index

Standard number: ISBN-977-32223-235-4

Subject The book has two subjects: 1. Kknowledge managéhenformation system
Added entriesThe added entries are: I. Title Il. Daniels,jtJ.gauth.) Ill. Series

The main entry card which is card 1 recorded thadimg, elements of descriptive
cataloguing in the order in which they should bespnted, the subjects and the added
entries. You need to know that when you are askefroduce added entry cards in
cataloguing, you need to produce the cards fotré@ng (subject + added entries). That
Is why five added entries were produced (2 for ecisj 3 for the title, 4 for joint author
and five for the series). How is added entry dohes? like what you can observe in cards
2-6, the added entries are placed on top of théihgaThat is why space is always left on
top of the heading for added entries to be placed.

Thus, for card 2 which is an added entry cardHerftrst subject, the name of the subject
is placed on top of the heading and all the othéres are repeated from beginning to end.
The same goes for cards 3-6. This implies thabif gre to make added entry cards, once
the main entry card has been produced, just plack ef the added entries on top of the
heading in the card that is for it and repeattadt the main entry card contains from A-Z,
like a photocopy. Therefore, you need to be vergfochbecause if there is a mistake in
the main entry card, which is card 1, it will bgpeated in the added entry cards and that
will not be good at all.

Take a look at another hypothetical book:

The book is titled Management information systeanglie information age, seventh
edition. The Writer isare Stephen Haag. Publishe®bGraw-Hill, Boston, 2008.
The Copyright © 2008, 2006, 2004, 2001, 1998, 19985 Stephen Haag. It has
twenty-two preliminary pages and five hundred asrtlyfone other pages. It is 28.5
cm in size, the book is illustrated, and includésditgraphical references (p. 515-
520) and an index. A cataloguer puts its subjetietdlanagement Information. Its
ISBN is 978-00734-0291-8.

How will you catalogue this book if you are aske@ See the solution below:
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Card 1 (Main entry)

Haag, S.

Management information syss for information age/
Stephen Haag!® &d. Boston: McGrawHill, 2008.

Xxii, 541p. :illus., 29 cm

It includes index

ISBN: 978-00734-0291-8

1. Management Information Systems
[. Title

Card 2 (Added entry for subject)

Management Information &yss
Haag, S.

Management information sygssdor information age/
Stephen Haag!® &d. Boston: McGraw-Hill, 2008.

Xxii, 541p. :illus., 29 cm

It includes index

ISBN: 978-00734-0291-8

1. Management Information Systems
I. Title
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Card 3 (Added entry for a title)

Management information systdor the information age
Haag, S.

Management information syssdor information age/
Stephen Haag!® &d. Boston: McGraw-Hill, 2008.

Xxii, 541p. :illus., 29 cm

It includes index

ISBN: 978-00734-0291-8

1. Management Information Systems
I. Title

Analysis of the solution

Three cards were produced for the hypothetical Hmeause apart from the main entry,
the added entries are two; the subject and tlee Tithis is because the book was authored
by one individual and it does not belong to a sere regards the entries in the catalogue,
the 7" ed. was published in 2008. Even though the prehmyi pages and Arabic pages
were written in words, they had to be changeddarés. The dimension of the book is
29c.m. as 28.5 has to be approximated. Bibliogaghieferences were not recorded as
part of the note because in cataloguing a booky amdexes and bibliographies are
generally accepted as notes and not references.

Use this link below to go through a document comitey slides that will enhance your
understanding of practical cataloguing

https://www.slideshare.net/oyewolebaba01/oyewodavale-cataloquing-of-books

Self-Assessment Exercise

Attempt this exercise to measure what you haventesar far. This should not
take you more than 4 minutes.

1. If the height of a book is 12.3,what will be receddon the catalogue

entry?

2. References are part of notes. Yes ( ) No( yb&a( ) None of the above
()

3. 1%tedition should be recorded. Yes ( ) No ( )M ( ) None of the
above ( )
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3.4 SUMMARY

This unit examined two hypothetical books which eveatalogued in line with the dictates
of the AACR2. The main cards and the added entryscaere produced. Cataloguing is a
task that is interesting once the skills have lmuired and mastered. You need to know
that if you want to be a good cataloguer, you rteecbntinue to practicalize all that you
have learnt. The more you catalogue, the less gotepre the activity as difficult.

Tutor-marked assignment

1. Pick a book of your choice and produce the raamh added entry cards.
2. Present the analysis of the entries of the cafrtise selected book.

3.5 GLOSSARY
Main card: this can be defined as first descriptive recdré document with a heading
that is not an added entry.

LJ 3.6 REFERENCES AND FURTHER READING

Aina, L.O. (2004)Library and Information Science text for Africa. Ibadan: Third World
Information Services

Gorman, M. (2004)The Concise AACR2.Chicago: American Library Association.

\ﬁl 3.7 POSSIBLE ANSWERS TO SAES

1. 12c.m.
2. No
3. No
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