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INTRODUCTION

Welcome td_15415: Information Resour ces in Subject Areas. This is
a first-semester course with a two-credit unit thigitlast for a minimum
duration of one semester. It is also suitable awase for library students
who wish to acquire the needed knowledge on inftionaesources by
subject. This course will help students gain pcattskills in selected
disciplines within the broad subject areas of thenanities, the social
sciences, pure and applied sciences. The courseirea the definition
of concepts, communication patterns; bibliograpbrganisation and
information resources in the subject areas; overtigough the field(s)
and provision of practice in reference resources stidve users'
information needs; provide experience in the usdathbases related to
the field(s).

WHAT YOU WILL LEARN IN THIS COURSE

This course LIS415 Information Resources in Subjeets has been
designed to help you understand information ressufiom different
subject areas in both print and non-print form&ie Tourse will
highlight:

Concept of information resources
Concept of bibliographies

Reference sources

Communication patterns and structure
Types of bibliographies

Databases

Information services.

LEARNING OUTCOMES
By the end of this course, you will be able to:

I. Discuss information resources by subject disciglitrdumanities,
Social Sciences. Pure and Applied Sciences haga belected
because they illustrate different information ys&tterns and
various information resources.

il. Examines the nature of the subject and how infaonats
generated and communicated in the subject to geowa
background and setting for identifying, evaluatirand using
information resources relevant to the subject.

iii. Identify communication patterns in an organisation

iv. Understand the bibliographic organisation and imi@ion
resources in the subject areas
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V. Have an overview through the field(s) and provisadrpractice
in reference resources to solve users' informatesd
Vi. Provide experience in the use of databases refatie field(s).

WORKING THROUGH THIS COURSE

It is imperative that you thoroughly go through tmedules, carefully
read the study units, do all assessments, and egaire links in order to
complete this course. Also, reading all the recomhee books and other
related materials for efficient grasp of the subjeatter is germane. Each
study unit has an introduction, intended learningcomes, the main
content, summary conclusion, and references/furéetings.

There are two main forms of assessments — the fa@nand the
summative. The formative assessments will help ywenitor your
learning. This is presented as in-text questidis;ussion forums and
Self-Assessment Exercises. The summative assesmeuld be used
by the university to evaluate your academic pertoroe. This will be
given as Computer-Based Test (CBT) which servescaginuous
assessment and final examinations. A minimum r&etltomputer-based
tests will be given with only one final examinatiamh the end of the
semester. You are required to take all the comphdse tests and the
final examination.

STUDY UNITS

There are 18 study units in this course, dividad five modules. The
modules and units are presented as follows:

Modulel Definition

Unit 1 Communication

Unit 2 Bibliographies

Unit 3 Information Resources and Services
Unit 4 Documentary sources of Information
Unit 5 Reference Resources

Module2 Communication Patterns

Unit 1 Communication Patterns
Unit 2 Communication Flow Patterns and Network
Unit 3 Communication Process and Barriers
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module 3 Bibliographic Organisation

Unit 1 Bibliography

Unit 2 Types of Bibliographies

Unit 3 Enumerative Bibliography

Module4 Information Resources and Reference Services|In
Subject Areas

Unit 1 Humanities

Unit 2 Social Sciences

Unit 3 Pure and Applied Sciences

Unit 4 Referenc&ervices

Unit 5 Types of Reference Sources

Module 5 Use of Databases Related to The Fidlds

Unit 1 Library Database
Unit 2 Types of Library Database

PRESENTATION SCHEDULE

You can find the crucial dates for finishing youongputer-based
assessments, taking part in forum discussionsatedding facilitation
on the presentation schedule. Keep in mind thatrgaat turn in all of
your assignments on time. Avoiding delays and plagin in your work
is a good idea.

ASSESSMENT

There are two main forms of assessments in thisseothat will be

scored: The Continuous Assessments and the firainieation. The

university uses summative assessments to evaluate gcademic
performance in the courseware you studied. The satimenassessment,
a Computer-Based Test (CBT), comprises objectives saib-objective
guestions. There are three continuous assessmi€lts each and final
examinations are based on 70%. You are requiredake all the

computer-based tests and the final examination.

FINAL EXAMINATION AND GRADING

At the end of the course, you are required to tak@xamination which
will last for a 2-hour duration. It has a value#ii% of the total course
grade. The examination will consist of questiorat thill reflect the type
of self-assessment, practice exercises carefully.

vi
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Try to use time between the finishing the last wamt sitting for the
examination to revise the entire course. You mag fi useful to review
your Tutor-Marked Assignment or activities befdne examination.

COURSE MARKING SCHEME
The following table lays out how the actual courssking is done

Assessment 30% (Undergraduate) 40%
(Postgraduate)

Final Examination 70%  (Undergraduate) 60%
(Postgraduate)

Total 100% of Course work

COURSE OVERVIEW
HOW TO GET THE MOST FROM THIS COURSE

In Open and Distance Learning (ODL), the study sumiplace the

university lecture. This is one of the advantage®DL. You can read

and work through specially designed study matema&lgour own pace

and at a time and place that is convenient for yost as a lecturer may
give you classroom exercises, your study units ideexercises for you

to do at a particular point in time.

Each of the study units follows a common formate Tinst item is an
introduction to the subject matter of the studytwamd how a specific
study unit is integrated with the other study anel tourse as a whole.
Following the introduction is the intended learnmgcomes which helps
you to know what you should be able to do by tmeetiyou have
completed the study unit. When you are throughystgdthe unit, you
should endeavour to go back and check if you haéeaed the stated
learning outcomes. If you consistently do this, yeill improve your
chances of passing the course. The main conteaheddtudy unit guides
you through the required reading from recommenadedces.

Tutor-Marked Assignment (TMAS) are found at the efdvery study
unit. Working through these SAEs will help youaithieve the objectives
of the study units and prepare you for the exaranat

You should do every SAE as you come to it in thelgtunits. There
will also be examples given in the study units. Witrough these when
you come to them too.

The following is a practical strategy for workingraugh the course. If
you encounter any problem, telephone your tutor edliately.

vii
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Remember, that your tutor’s job is to help you. Wigeu need help, do
not hesitate to call and ask your tutor to provide

1. The main body of the unit guides you through thopineed reading
and directs you to other sources, if any.

2. Your first assignment in this course is to read #ourse guide
thoroughly.

3. Organise a study schedule: Refer to the coursevigverfor more
details. You should note that it is expected of ymdevote at least
2 hours per week for studying this course. Note artgnt
information such as details of your tutorials, dd@ submission
of TMAs, exams etc. and write it down in your diary

4. Once you have created your own study scheduleyelky#ing to
stay faithful to it. The major reason that studemikis that they
get behind with their course work. If you get idlifficulties with
your schedule, please let your tutor know befaetio late to
help.

5. Turn to Unit 1, and read the introduction and thgctives for unit
1.

6. Assemble the study materials. You will need yodienences and
the unit you ate studying at any point in time.

7. As you work through the unit, you will know the soes to consult

for further readings.

Visit your study centre whenever you need up te dabrmation

Well before the relevant due dates (about 4 weeksré the due

dates), visit your study centre for your next regdiassignment.

Keep in mind that you will learn a lot by doing thesignment

carefully. They have been designed to help you thestbjectives

of the course and, therefore, will help you passdkamination.

Submit all assignments not later than the due date.

10. Review the objectives for each study unit to confthat you have
achieved them. If you feel unsure about any of dbgctives,
review the study materials or consult your tutorh&f' you are
confident that you have achieved a unit's objestiy®u can start
on the next unit. Proceed unit by unit throughdberse and try to
space your study so that you can keep yourseltbedle.

11. When you have submitted an assignment to your tatanarking,
do not wait for its return before starting on tlextnunit. Keep to
your schedule. When the assignment is returned,ppatycular
attention to your tutor's comments, both on theortumarked
assignment form and also the written comments enotidinary
assignments.

12. After completing the last unit, review the coursed grepare
yourself for the final examination. Check that yleave achieved
the unit objectives (listed at the beginning ofteanit) and the
course objectives (listed in the Course Guide).

© ©

viii



LIS415 COURSE GUIDE

FACILITATION

You will receive online facilitation. The faciliian is learner centred.
The mode of facilitation shall be asynchronous syrchronous. For the
asynchronous facilitation, your facilitator will:

Present the theme for the week;

Direct and summarise forum discussions;

Coordinate activities in the platform;

Score and grade activities when needed;

Upload scores into the university recommended quliaf
Support and help you to learn. In this regard gaasmails may
be sent;

Send videos, audio lectures and podcasts to you.

YV VYVVVVVY

For the synchronous:

> There will be eight hours of online real time catgain the
course. This will be through video conferencinghe Learning
Management System. The eight hours shall be @khour
contact for eight times.

> At the end of each one-hour video conferencingyttieo will be
uploaded for viewing at your pace.

> The facilitator will concentrate on main themestthae must
know in the course.

> The facilitator is to present the online real timéeo facilitation
timetable at the beginning of the course.

> The facilitator will take you through the coursedgiin the first
lecture at the start date of facilitation

Do not hesitate to contact your facilitator. Cattgour facilitator if
you:

do not understand any part of the study units er—fsignments.
have difficulty with the self-assessment exercises.

have any question or problem with an assignmentitbr your
tutor's comments on an assignment.

YV VY

Also, use the contact provided for technical suppor

Read all the comments and notes of your facilitegpecially on your
assignments; participate in the forums and disoussiThis gives you the
opportunity to socialise with others in the prograen You can discuss
any problem encountered during your study. To ghm maximum

benefit from course facilitation, prepare a listqpfestions before the
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discussion session. You will learn a lot from papéting actively in the
discussions.

Finally, respond to the questionnaire. This w#lghthe university to
know your areas of challenges and how to improviaem for the review
of the course materials and lectures.

Information Resources in Subject Areas, is intendedmake you
understand the various types of information resemirpertinent to
different subject areas, methods of communicatidatabases and
information services. Adherence to the instructiwilsaid you to achieve
the objectives at the end of the course. We wishsymcess as you adhere
strictly to the instructions and advice given tayor this course.
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MODULE 1 CONCEPTS INFORMATION RESOURCES
IN SUBJECT AREAS

Unit 1 Communication

Unit 2 Bibliographies

Unit 3 Information Resources

Unit 4 Documentary Sources of Information
Unit 5 Reference Resources

UNIT 1 COMMUNICATION

Unit Structure

1.0 Introduction
1.2 Intended Intended Intended Intended Learning Ouésom
1.3 Communications
1.4 Dimensions of Communication
1.4.1 Upward dimension
1.4.2 Downward dimension
1.4.3 Horizontal dimension
1.4.4 Cross-wise communication
1.5 Summary
1.6 Glossary
1.7 References/Further Reading/Web Resources
1.8 Possible Answers to self-Assessment Exercise(s)

1.0 Introduction

Communication derives from the root word communimmmmunism or
community, which commonly means to share. Commtioicais the
sharing of information between people. This uniraduces you to
communication and its various dimensions. This@lzer vital component
that determines your success or failure in lifeutyability to communicate
clearly and effectively is significant bedrock frccess in life, work, and
society.

1.2 Intended Intended Intended Intended Learning
Outcomes
By the end of this unit, you will be able to:

. explain what communication is all about

. discuss dimensions of communication.
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1.3 Communication

Communication means transferring ideas from onsgueto another, and

it has several forms such as intrapersonal, intego@l, group and mass
communication Communications is fundamental to the existence and
survival of humans as well as to an organisatiois. d process of creating
and sharing messages, data, views, facts, feektgs,among people to
reach a common understanding. Communication ikeii¢o directing the
function of management. Communication is the life wire of new
institutions. It is through it that they maintairuitful relationships with
their many publics. As it is in all human affaicimmunication plays a
vital role in all aspects of managerial life. Contienally, communication
has been described from an array of viewpointstemnms of the
hierarchical position of the sender and receivhe direction of the
communication, its level of abstraction, the fuosti of the
communication, and its content and form, among reth@ostmes,
Haslam, & Jans, 2013).

1.4 Dimensions of Communication
Communication can take different dimensions, si&ch a

1.4.1 Upward dimension: the flow of information from lowkevels to
higher-levels is known as upward communication. pReagespond to
directions and instructions through upward commatin Matters such

as students to lecturers suggestions, ideas, oginfeelings about the
subject matter, reporting of lecturers etc. flowrotigh upward
communication.Informal channels of communication can increase the
efficiency of upward communication. Use of suggestischemes,
grievance procedures, periodic reports, commitigasn-door policy etc.

is also helpful in this regard.

1.4.2 Downward dimensiomrefers to the flow of information from higher
to lower levels in defined settings. Informatioovils from the top-most
authority to the bottom-most persons (workers) ugfovarious levels.
This flow of information generally prevails whetgetautocratic style of
management is dominanDownward communication can be oral or
written. Oral communication is done through speschelephone, face-
to-face interaction or meetings. Written communarais done through
letters, handbooks, pamphlets, posters, bulleinaual reports, policy
statements, notices, circulars etc. The writtenmfoof downward
communication is used when a confidential mattdretoeported requires
documentary evidence.

1.4.3 Horizontal dimensionthe flow of information amongst people at
the same level is known as horizontal communicatibis interaction
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amongst peer groups. It involves communication w#hple at the same
level. The most common horizontal communication deegs amongst
students in the class.

1.4.4 Cross-wise communicatiohe flow of information amongst
people of different departments at different levelknown as cross-
wise communication. When a student from a departrtedks to
another student from a different department, cmiss-
communication is said to have taken place.

15 Summary

In this unit, we have discussed what communicasaall about and the
different dimensions of communication. If you renteam we defined;

o Communication as a means of transferring a message one
point to another

o It is through communication that organisations ntan fruitful
relationships with their many publics

. Dimensions of communication were also discussed.

SELF-ASSESSMENT EXERCISE

1 What is communication?
2. Explain the dimensions of communication.

16 Glossary

Communication is a means of transferring a messlagm one
point to another.

1.7 References/Further Reading/Web Resour ces

Dennis, H.S. (1974)A Theoretical and Empirical Study of Managerial
Communication climate in Complex Organisations. Ann Arbor,
MI.: Purdue University

James, S., lIsaac, O. & Oludayo, S. (1999ntroduction to
Communication for Business and Organisations. Ibadan:
Spectrum Books.

Postmes, T. (2003). A social identity approach éonmunication in
organisationsSocial identity at work: Developing theory
for organisational practice, 81, 191-203.

Postmes, T., Haslam, S. A, & Jans, L. (2013).myletitem measure of
social identification: Reliability, validity, andutility. British
Journal of Social ~ Psychology, 52(4), 597-617.

Saumure, K. & Shiri, A. (2008) Knowledge organiseatirends in library
and information studies: a preliminary comparisbihe pre-

3
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and post-web erasournal of Information Science,
34(5)651-666.http://citeseerx.ist.psu.edu/ viewdoehload

1.8 Possible Answersto Self-Assessment  Exercise(S) Within
The Content

1. Communication means transferring ideas from onesqguerto
another, and it has several forms such as intsapaf,
interpersonal, group and mass communication.

Upward Communication

Downward Communication

Horizontal Communication

Cross-Wise Communication

aprwN
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UNIT 2 BIBLIOGRAPHIES

Unit Structure

2.1 Introduction
2.2 Intended Intended Intended Intended Learning Ouésom
2.3 Concept of Bibliography
2.4 Types of Bibliography
2.4.1 Enumerative bibliography
2.4.2 Analytical bibliographies
2.4.3 Annotated bibliographies
2.4.4 Author bibliography
2.4.5 Subject bibliography
2.5 Summary
2.6 Glossary
2.7 References/Further Reading/Web Resources
2.8  Possible Answers to self- Assessment Exercisg(g)in
the context

2.1 I ntroduction

Having learned about communication and the diffedimensions of
communication in unit 1. We will now discuss bilgraphy and forms of
bibliographies in this unit.

2.2 Intended Intended Intended Intended Learning
Outcomes

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

o define the term bibliography
o differentiate a selective bibliography with othébllographies
. give examples of bibliographies

2.3 Concept of Bibliography

The term bibliography is the term used for a lissources (e.g. books,
articles, websites) used to write an assignmegt én essay). It usually
includes all the sources consulted even if they rave directly cited
(referred to) in the assignment. Bibliographies r@garded as the most
important tool in libraries and documentation cestiThis is because they
allow the free flow of bibliographic information othe published
literature of all disciplines. Bibliographies guidgher information
sources. They are lists of books and other masetielt present author,
title, and publication information. Similarly, bibgraphy can be seen as

5
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a systematic list of works by a particular authsupject or place of
publication.

2.4  Typesof Bibliography

2.4.1 Enumerative bibliography lists references accagdio some
specific arrangement. Students writing researctersapse this type of
bibliography most often. Enumerative bibliographe® arranged by
author, subject, date or some other scheme. Thesithey list share a
common theme, such as topic, language or periodumErative
bibliography gives enough information about therseuo direct readers
to it. The physical qualities of the book are mazfiided in an enumerative
bibliography. A card catalogue, a list of referesoea research paper, or
the works cited in the back of a history book i$ ekamples of
enumerative bibliographies.

2.4.2 Analytical bibliographies include information aligorinters and

booksellers, descriptions of paper and bindingdiscussions of issues
that unfolded as the book evolved from a manustwiptpublished book.
Three types of analytical bibliographies includesa#tive, historical,

and textual. A descriptive bibliography closely ewaes the physical
nature of the book. A historical bibliography dissas the context in
which the book was produced.

2.4.3 Annotated bibliographies deal with tleoncise description or
summary of an item.

2.4.4 Author bibliography which indicates materials pshéd by a
particular author.

2.4.5 Subject bibliography shows books in a particuldsject area.

Bibliographies are available on almost every togicl may focus on
specific persons, groups, subjects, or periods.yMahliographies are
selective and do not attempt to include all pulbiares.

Examples: American Fiction, 1774-1850, Bibliography of Education: An
Annotated Bibliography, A Bibliography of Sr Walter Scott, MLA
Bibliography, Current Bibliographies in Medicine (NLM), Alutiiq
Ethnographic BibliographyANKN).

25 Summary

In this unit, we have discussed what a bibliographgll about and the
different purposes of bibliographies. If you rememb

o A bibliography allows the free flow of informatiam the
published literature of all disciplines.
o There are different types of bibliographies.
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SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below:

o Define bibliographies.
o Distinguish between analytical bibliography and @tated
bibliography.

2.6 Glossary

Bibliography is the term used for a list of sources
Enumerative Bibliography

Analytical bibliography

Annotated bibliography

Subject bibliography

Author bibliography

2.7 References/Further Reading/Web Resour ces

ok wnNE

Evans, G. Edward. (1987Meveloping Library and Information Center
Collections, 2'¥ ed. Englewood Cliffs, CO.: Libraries Unlimited.

Gardener, Richard K. (1981)ibrary Collections: Their Origin,
Selection, and Development. New York: McGraw-Hill.

Lombardo, Jennifer (2018)Barriers to Effective Communication:
Definition & Examples. Retrieved from:
https://study.com/academy/lesson/barriers-to-dffect
communicationdefinition-examples.html.

Lancaster, F.W. (2003). Indexing and Abstractingimeory and Practice.
3rd ed. llinoisUniversity of lllinois.
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2.9 Possible Answer s to self-Assessment Exer cise(s)

1. Bibliographies guide other information sources.

2. Annotated bibliographies deal with theoncise description or
summary of an item.

3. Author bibliography which indicates materials pshkd by a

particular author.

Subject bibliography shows books in a particuldject area.

Analytical bibliographies include information abgutnters and

booksellers, descriptions of paper and bindingdiscussions of

issues that unfolded as the book evolved from auseipt to a

published book.

S
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UNIT 3 INFORMATION RESOURCES

Unit Structure

3.1 Introduction
3.2 Intended Intended Intended Intended Learning@nes
3.3  Concept of Information Resources
3.4  Types of Information Resources
3.4.1 Print resources
3.4.2 Non-print resources
3.5 Dissemination of Information
3.6  Selective Dissemination of Information
3.7 Current Awareness Services (CAS)
3.7.1 Contents-by-Journal Service
3.7.2 Documentation Bulletins or Current Agreess Lists
3.7.3 Research-in-Progress Bulletins
3.7.4 Newspaper Clipping Service
3.8  Summary
3.9 Glossary
3.10 References/Further Reading/Web Resources
3.11 Possible Answers to self-Assessment Exes)isefthin the
context

3.1 Introduction

In unit 2, we discussed bibliography, its featuseglytical bibliography
and annotated bibliography. In this unit, we wiikaiss other library
information resources. We will discuss the typeteesively and their
features.

3.2 Intended Intended L ear ning Outcomes

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

. discuss information resource
. classify different types of information resowsce

3.3 Concept of Information Resour ces

The term 'resource’ means a source of supply, lysodarge volume. An
individual is said to be ‘resourceful’ when he & scan handle
complicated situations. Generally, resources aitg t@i the scholar. They
are those materials, strategies, manipulations, arapgses or
consultations that enhance research and developniEmrefore,
information resources include all forms of inforioatcarriers that can
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be used to promote and encourage practical resesttities and
projects.

3.4 Typesof Information Resour ces

3.4.1 Print resources: Print information resources aréorimation
resources in physical and tangible formats. Exasplgrint information
resources are books, journals, pamphlets, newsletrd reference
sources. They also include projected aids, visigk, ahree-dimensional
aids and non-projected aids.

3.4.2 Non-print resources: These are materials that &ppéae senses of
hearing and touch such as records and record glajegsges and tape
recorders, language laboratories, radio, and ressuhat appeal to the
senses of sight, hearing and touch such as soamdifmstrip projector,
television, videotape recorder and tapes, VCD, D¥1D, In other words,
non-print information resources are non-tangibled amequires
accessibility aid.

News paper ~ Books Magazines Diary
Patents,
. ﬁﬁ White Papers,
Information Resources g Manuals,
Dictionaries

Audio &
Movies Plays and Drama Video Internet

Fig 1. Information Resources
Source:https://www.tutorialspoint.com

3.5 Dissemination of Information

Information dissemination is a proactive informatservice designed to
educate and inform focused groups of users on Is@ganomic and
educational issues, problems, and opportunitiemtefest to them. It
requires systematic planning, collection, orgaisatand storage of

10
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information for its delivery to the target audiencgng different media
and communication means. Let us now discuss theortapce of
information dissemination before moving on to a owmity’s
information needs. It is a fact that survival aetf-development are the
major issues central to several adults in many conities. The need to
raise their socio-economic status is thus necesandy urgent. This
requires empowering adults, the underprivilegaad economically
weaker sections of society with technical skillsl @lucation. However,
organising programs meant mainly for raising awessneducation, and
training are information and communication dependénformation
dissemination as such constitutes critical factorthe success of adult
education and learning programs. More often thaih ooganisers
perceive information dissemination to be a one-wBym of
communication, circulating information and advicainly through mass
media in a cost-effective and timely manner. In s@ases, the media are
posters and pamphlets, while in some others radian@xclusively on
text-based print medium. However, a two-way forncaimunication is
relatively more relevant and effective for organgsawareness programs
and activities in adult education. Information éissnation requires the
systematic collection, organisation, and storagafofmation relevant to
the needs of the adult community. There are sevagpaloaches to
capturing relevant information both content-orighteformation and
problem-oriented information. Some approaches eaditional while
some others are innovative.

3.6 Selective Dissemination of I nformation

Selective dissemination of information (SDI) wasgorally a phrase
related to library and information science. SDlersf to tools and
resources used to keep a user informed of new mes®wn specified
topics. Contemporary analogous systems for SDlicesvnclude alerts,
current awareness tools or trackers. These syspeavide automated
searches that inform the user of the availabilityew resources meeting
the user’'s specified keywords and search paramegdests can be
received in a number of ways, including email, R8&ls, voice mail,
Instant messaging, and text messaging. The seledidased on an
“interest profile,” a list of keywords that des@ibtheir interests. In some
organisations, the ‘interest profile’ is much mdhan a simple list of
keywords. Librarians or information professionalsnduct extensive
interviews with their clients to establish a faidgmplex profile for each
individual. Based on these profiles, the informatpyofessionals would
then distribute selectively appropriate informationtheir clients. This
labour-intensive operation is costly. Selective sBisination of
Information assists a user in keeping up-to-datewmnent literature in
particular subject areas. The purpose of SDI ikdip users cope with
information overload. The sources of the literatmnay vary, from
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various materials such as books, serials, procgedind also electronic
sources.

3.7 Current Awareness Services (CAS)

Modem libraries and information centres offer a ietygr of new
documentation and information services to providpp®rt to research
and development, industrial productivity, managetnemarketing and
trade, all programmes of development of governmants institutions,
etc. There has been a tremendous increase in thmeand variety of
publications coming out from all corners of the lalof his unprecedented
growth of publications has posed serious problemnghose involved in
these activities, to keep themselves abreast oécudevelopments. It
has, therefore, become necessary for librariesrdntmation centres to
design and develop new and innovative informatiemvises. Two such
services are Current Awareness Services and Saldotssemination of
Information.

Typesof CAS

Four types of Current Awareness Services (CAS)dasribed in this
unit with their characteristic features. These $yp# services are:
Contents-by-journal, Documentation Bulletin, Resbkan Progress
Bulletin, and Newspaper Clippings Services.

3.7.1 Contents-by-Journal Service: This type of service is provided by
the library or documentation centre, by distribgtia publication which
contains copies of the contents pages of jourmadésbroad subject area,
e.g. medical sciences. The simplest way in which ¢an be done is to
duplicate the contents pages of journal issues enculate them
individually or in a compiled form to users. The riants-by-Journal
Service is perhaps the cheapest and quickest warpwiding a degree of
current awareness.

3.7.2 Documentation Bulletinsor Current AwarenessLists: This is by
far the most predominant form of current awarersessgice. In this kind
of service, the library or documentation centrensqarimary journals and
other sources of current information received ia library to identify
potentially useful articles of interest to theirets The bibliographical
details of such articles are collected, and clesssibr grouped into broad
or narrow subject groups. At periodic intervals,e tttollected
bibliographic entries are listed under the différsubject headings, class
numbers, or groups. The list is then duplicated @rdilated to users. A
documentation bulletin may include abstracts ofgpaplisted in the
bulletin. Current awareness lists are publishedssued both by the
library of an organisation for use within the orgation as well as by
professional or learned bodies, international agsnand commercial
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organisations for use by any user interested irsthigect areas covered
by the list.

3.7.3 Research-in-Progress Bulletins: As the name suggesierts users
to new research projects and progress made inoggesearch projects.
Such current -awareness serviees’ usually regueegaint effort of more
than one organisation working in similar or closediated research areas.
A research-in-progress bulletin usually contain®rmation about the
laboratory at which the project is being done, narok principal and
associate researchers, funds and sources of fdadgjon of the project,
and special equipment in use if any. In additionncludes a narrative
description of the research project and/or progaebseved to date.

3.7.4 Newspaper Clipping Service: Newspapers are a duangareness
media, since they publish news of recent happenamgshe political,
social, and economic front of a nation or regioewspapers carry useful
information to everyone from housewives to top nggmaent of
companies and cabinet ministers. Many organisatignagintain
newspaper clippings and have a separate sectionthisr service.
Examples include: daily newspaper maintains a ceimgsive collection
of newspaper clippings that can be referred torasvehen necessary.
Some libraries send copies of the clippings totified users for keeping
them up-to-date with the latest news in their aeaterest.

Current Awareness Services - Char acteristics

A current awareness service has the following atarsstics:

o usually in the form of a publication

o attempts to bring information that is current, newof recent
origin to the attention of its users

. usually confined to a well-defined subject areaagic, though
topics from related areas are also covered inghace

o does not seek to answer any specific questionsthieaiser may
have sometimes confined to a given type of litemgta.g. patents,
standard.

o could be bibliographical (such as a list of refees) with or
without abstracts; discursive, (ex. a Newslettemature.

. attempts to inform its users oécent development or news as
quickly as possible and make browsing convenietteasy for the
user.

3.8 Summary

This unit discussed what an information resourcallisabout and the
different types of information resources. If yomember, we defined:
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° Information resources to include all forms of inf@tion carriers
that can be used to promote research activities
° Print resources are printed books, journals, paetphl

newsletters and reference sources. Non-print reseu are
materials that appeal to the senses of sightjrfgeand touch

) Current Awareness Service
) Selective Dissemination of Information

SELF- ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

o Explain information resources

. Enumerate two types of information resources

. Describe Current Awareness Service

o Explain Selective Dissemination of Information.

39 CGlossary

1. Information resources are materials, strategiespipnéations,
apparatuses or consultations that enhance researath
development

2. Print resources are tangible in format

3. Electronic information resources are type of infation

resources in electronic format
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3.11 Possible answersto self-assessment exer cise(s)

1. Print and non-print information resources.

2. Information resources are materials that enhanseareh and
development.

3. List of current information resources displayed dorareness and
user consumption.

4. Selective Dissemination of Information is the psion of

information resources according to user profile.
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UNIT 4 DOCUMENTARY SOURCES OF INFORMATION
Unit Structure

4.1  Introduction
4.2 Intended Intended Intended Intended Learning@nes
4.3 Document
4.3.1 Original Document
4.3.2 Legal Document
4.3.3 Legal Literature
4.3.4 Academic: Thesis, paper, journal
4.4  Printed and Non-printed Sources
4.4.1 Print Sources
4.4.1.1 Printed Sheets
4.4.1.2 Leaflets
4.4.1.3 Printed Cards
4.4.1.4 Pamphlets
4.4.1.5 Books
4.4.1.6 Periodicals
4.4.1.7 Newspapers
4.4.2 Non-print Sources
4.5 Categories of Documentary Sources of Inforomati
4.5.1 Primary Sources
4.5.2 Secondary Sources
4.5.3 Tertiary Sources
4.6  Categories of Non-documentary Sources of inébion
4.7  Summary
4.8 Glossary
4.9 References/Further Reading/Web Resources
4.10 Possible answers to self-assessment exejcisgfgin the
context

4.1 Introduction

A *“source” is anything that provides you with neddmformation.

Sources may be documentary or non-documentary. rbectarysources
are physical sources of information that are fit ghysical handling or
they are the recorded in some physical form. The-dacumentary
sources of information are live sources that prewdormation instantly.
The non-documentary sources of information includesearch
organisations, societies, industries, governmenttabéshment,
departments, learned and professional bodies, sities, technological
institutions, etc.
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4.2 Intended Intended Intended Intended L ear ning Outcomes
After studying this unit, you will be able to:

Define the concept of document

Explain the classification of documentary sourcesfmrmation
Identify primary, secondary and tertiary sources

Explain the non-documentary Sources of Information

4.3 Document

A document is embodied idea that is a record adrefin paper that is

suitable for physical handling, transportation @srspace, and long-term
preservation. Manuscripts, handwritten and engravaigrials, as well as
printed books, magazines, microforms, pictures,nplgoaph records,

tape records, and other media, may be includecerRéxeakthroughs in

science and technology have aided the creatiomef®atype of document

in computer-readable formats, such as CDs, DVDsdpees, hard disks,

and web resources. All documents, on the other hamdrecordings of

human observation and thought, necessitating din@cian action in their

formation. Documents offer users with informatidrhe library, as a

knowledge portal, allows access to a wide rang#gocfimentary sources
of information.

A "document” is a basic theoretical notion in bdtlbrary and
Information Science and Documentation Scienceefiérs to anything
that can be maintained or represented in ordeereesas evidence for a
certain purpose. Any concrete or symbolic indicatept or recorded, for
recreating or verifying a phenomenon, whether ptafsor mental, has
been defined as a document. In digital technolagdsaditional document,
such as a mail message or a technical reportsditistally as a string of
bits in a digital environment. It has been turn@d & document as a study
object. Those who research it have turned it ifigspral evidence.

Types of Documents

In libraries, there are many distinct types of doeats. Each document
type has its own set of properties. Each documgm has the potential
to be linked to other papers in the library. Thetisas that follow discuss
the various sorts of documents.

4.3.1 Original Document

Scanned images of recorded facts are referred toigisal documents.
These could include provincial gazettes or othertpd legal documents
that have been scanned, processed, and posted tdoridry in Adobe

Acrobat Portable Document File (PDF) format. Onenore laws, orders,
and regulations may be included in a scanned inohga actual legal
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document. Original papers are scanned and displaydkeir original,
officially published form, including any officiaignatures or stamps.

It is possible to search the text of scanned oalgtlocuments saved as
PDF files. Such files will be automatically indexadd searched by the
library. One or more other documents in the libreay be connected to
an original document image. An actual scanned mhect could
potentially be linked to a piece of legal literaguhat tackles comparable
problems. At the bottom of each document listing links to related
documents in the library.

4.3.2 Legal Document

A judicial decision, legislative record, adminigiva decision, financial
or budgetary decision, executive order, regulatmmany other official
document is referred to as a legal document. @ffgazettes are usually
the source of these legal papers. They can beghaoliseparately in the
library and linked to the official gazette's scathr@iginal document
image. This allows for the classification and sbhahility of each
document independently. Users of the library wdldble to locate these
documents more quickly as a result. A legal documerclassed by
jurisdiction and subject when it is uploaded to liheary. The library
record also includes the language of the docunteatjate the legislation
or decision was published, the status of the ladearsion, and additional
details regarding the law or decision. Other ledatuments may be
linked to a legal document. The modifications e, for example, can
be linked to the original law, and the original laman be linked to a
scanned image of the original gazette in whichaswublished. A court
judgement may also be linked to the law under cmration. A legal
expert commentary could be added to the librarggall literature
collection and connected to the law. There are &ids to relevant
documents in the library at the bottom of each duent listing.

4.3.3 Legal Literature

Legal literature refers to publications that dedlhiegal issues but do not
have the force of law behind them. They featur@llegmments written

by legal specialists on the law. These documertsianally available in

PDF format at the library. One or more legal docotseor scanned
original documents in the library may be linked dopiece of legal

literature. At the bottom of each document listiaug links to related
documents in the library. You may get the linked@uwaent by clicking

on these links. Secret, private, and public clasdibns are used to
categorize documents. They're also known as a draét proof. The

source of a document is referred to as the origitan it is copied.

There are accepted standards for specific apgitatin various fields,
such as:
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4.3.4 Academic: Thesis, paper, journal

. Business and Accounting: Invoice, Quote, Propo€alntract,
Packing slip, Manifest, Report detailed & summaS8pread
sheet, MSDS, Wayhbill, Bill of Lading (BOL), Finaat
statement, Nondisclosure agreement (NDA) or sonesi
referred to as; Mutual nondisclosure agreement DN

o Law and Politics: Summons, certificate, license,efte
o Government and Industry: White paper, applicatiomis, user-
guide

o Media and Marketing: Brief, mock-up, script Suclarstard
documents can be created based on a template.

4.4 Printed and Non-printed Sources

Despite a serious assault from non-print medidaéngecond half of the
twentieth century, print media ruled supreme anivated for about 500

years. Now, a major question facing the globe istvr print media will

be able to survive the threat posed by non-printianend continue to
operate as usual in the future, or will succumthéstrain and eventually
fade away.

4.4.1 Print Sources

A print source is a source of information that wiest published on paper
and made available to the public. Anything that ¥t made available
to the public through an ink-on-paper media, such@oks, periodicals,
newspapers, encyclopaedias, journals, letterssarah.

Despite the fact that more and more informatiooueses are requested
and delivered electronically, we still have a sigaint volume of material
in print. This may be maps, photocopied papersbaad chapters, theses
and dissertations, as well as books and print gdarrPrinting involves a
minimum of four different items:

(1) manuscript, i.e. the piece of writing to benped;

(i)  composition of the matter either by hand gmbachine;

(i)  the physical medium, say, paper on which thatter is to be
printed; and

(iv)  the ink with which the matter is to be pridtd-or illustrations,
blocks, etc., are also required. Products of jgnare many and
varied.
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Typesof Print Media

The physical formats, on which information is pet such as paper,
plastic, cloth, metal sheet, and so on, can be usezhtegorize print
media. We are limiting ourselves to objects printed paper in this
writing, such as sheets, pamphlets, booklets, hgoksnals, and so on.

4.4.1.1 Printed Sheets

A sheet is a piece of paper that comes in varimges @nd is used to print
written or typed material. Printed sheets are @ihyaised for advertising,
campaigning, and other similar activities. Theseesh are sometimes
posted on the walls to grab the public's attent8indents and teachers at
colleges and universities, politicians at all lsyednd many others who
are involved in election campaigns use printed tshe&® advertising. The
sheets' printing is neither time demanding nor agpe. Furthermore,
they can be disseminated by hand and glued onibg#dtrees, and other
surfaces with ease.

4.4.1.2 L eaflets

A leaflet is a two- or four-page booklet made frarsingle sheet of paper
folded once. The pages are arranged in the sanee asdn a book. It is
not stapled or sewn. Serials can also be found hm form of
leaflets. These booklets are often provided fee fand contain product
information, tourist information, road maps, andestinformation. While
on a trip, a visitor can easily carry the leaflatal use them whenever
necessary. There is no difficulty in transportingutilizing this item.
Many publishers send synopses of their books by fmgrospective
users. The strategy is tailored, low-cost, andcéitfe, and it can reach
even the most underdeveloped and isolated pagsotintry.

4.4.1.3Printed Cards

Cards are made to send greetings and to invitelpeéopeddings and
other events. We buy greeting cards and send tbdrends and family
throughout the New Year, Christmas, and other lagkd These cards can
be useful sources of information because they @oméormation such
as the date of someone's wedding, the names bfitteeand groom, their
parents, and so on. If you look through a celelsraychive for cards, you
will be able to identify who he or she had contaeith during his or her
lifetime.
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4.4.1.4 Pamphlets

A pamphlet, according to UNESCO, is a non-perigioted periodical
of 5 to 48 pages (excluding cover pages). It h&nlstapled/stitched as
well as sliced. Pamphlets are intended for a wideety of users and
usually contain information on a topic in easy laage. Many pamphlets
are used as textbooks in kindergarten and elemestaiools, as well as
for non-literates. They are frequently producedvaold typography and
bright images.

4.4.1.5 Books

A book, according to the United Nations Educatipr&tientific, and

Cultural Organisation (UNESCO), is a non-periodimigd document of
at least 49 pages, excluding cover pages. To foxuoliame, a book is
normally stapled/stitched along one edge and plao&ul protective

covers. In most libraries, books make up the migjwi the collection.

Books come in a variety of sizes. The Encyclopeztic of the New
International Webster's Comprehensive Dictionary tbé English

Language is 28 x 21cm. Atlases are typically larfregeneral, textbooks
are of a medium size.

4.4.1.6 Periodicals

Serial publication is an effective means of disseting information.
Researchers from all across the world write pajpgusriodicals detailing
their latest results. Secondary magazines commla ércom primary
publications and provide it in the form of abstsagbopular pieces, or
reviews. A researcher, teacher, student, and otlaer&eep oneself up to
date by reading these journals, despite the lareguaarrier. The
information offered in periodicals is nearly alwaysre up-to-date than
that found in textbooks, treatises, or monographs.

4.4.1.7 Newspapers

Newspapers have been a major means of communidatiaghe human
population for ages. Newspapers are publishedvarigty of languages
from practically every country on the planet.

4.4.2 Non-print Sources

Non-print sources are media that provide informmairoa non-traditional

format. It could be audio, video, or a variety o€roforms. Maps, atlases,
globes, and other similar items are sometimes dsdu However, no
proper definition exists to capture the phrase ipedg, or providing a

suitable and acceptable definition, therefore weldidist the non-print

media that normally include:
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4.5
(i)

(ii)

(iif)
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. Photographs, film slides, transparencies;

. Realia, mock-ups, models and specimens;
. Phono-recordings, including discs;

. Audio tapes, cassettes and cartridges;

. Motion pictures, Video Tapes, Kinescopes;
. Portfolio, Kits;

. Maps, Atlases, Globes;

. Microforms;

© 00 N o o b~ wWw N P

. Magnetic Media; and
10. Optical Media
Categories of Documentary Sour ces of | nformation

Primary Sources: Primary sources are those in wthiehauthor
provides evidence, reports a finding, makes or edria new
proposition, or presents new evidence concerningrevious
proposition for the first time. It is often made e persons being
examined at or near the time being investigaté&da ffoundational,
authoritative document about a topic of investigathat's used to
create a subsequent derivative work. Thus, prinsanyrces of
information are primary sources of new informatibat have not
been filtered through any mechanism such as coatiens
interpretation, or evaluation and are the authwitanal work.
Secondary Sources: A secondary source of informais a
document about a specific subject of inquiry tisatieérived from
or based on the study and analysis of a main sadiogrmation.
The original material is selected, changed, andarusgd in a
suitable format for easy location by the user seeondary source
of information. As a result, secondary sources rdbrimation
provide digested material as well as bibliographikays to
primary sources. Textbooks, reference books, tiieeareviews,
and other secondary publications are examples.

Tertiary Information Sources: Tertiary informatisources are the
last to arrive and usually lack subject understagdit serves as a
guide to primary and secondary sources of inforomatby
providing information. The major purpose of tergigources is to
assist users in obtaining information from primand secondary
sources. Bibliographies of bibliographies, librgnides, indexing
and abstracting journals, lists of accession, liftgesearch in
progress, directories, and other tertiary souré@sformation.



LIS415 MODULE 1

Primary, Secondary and Tertiary Sources
Let us discuss the primary, secondary and teragyces in detail.
4.5.1 Primary Sour ces

Primary sources of data are more recent and updi®-than secondary
sources of data. This is the most up-to-date inédion available. New
knowledge or new infusions of old knowledge arenany sources. Much
of the material found in original sources is nedeplicated in secondary
sources. These are also known as primary sourcedavmation. The
first published records of original research andetlspment operations
are known as primary sources. The researchergh§iadre recorded and
published in original sources such as journals.seBechers can
utilises these resources to stay up to date omtse recent advancements
in their field of study. This will also assist resehers in avoiding research
duplication. The original documents, which are lberfed, are referred to
as primary sources. These are unique scientificwoncation mediums.
Original thoughts, discoveries, and innovationsexamples of primary
sources. These materials are dispersed and dissegarOther sources
have not previously released information about degelopment. The
information in primary sources is original in thense that it has not been
filtered or condensed in any way. These originakses feature fresh or
unique ideas, as well as novel interpretationsretipusly documented
facts.

I mportance of Primary Sources

Primary sources of information are critical for@aschers. They keep
them informed about current events in their fieldhie amount of

literature created in the form of primary literautetermines the growth
or development of a discipline. When independemh@ry sources are
developed in a field, it becomes a discipline snatvn right. The volume
of literature published in a field determines tlager of growth of a

discipline to a considerable extent. Primary sosirege extremely

beneficial to researchers. They help the reseatoher

o Keep themselves tip-to-date and well-informed igirtHield of
research.

o Avoid duplication in research.

o Develop them further and generate much information.
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Drawbacks of Primary Sour ces

Some of the drawbacks of primary sources are &sfsi

. They are unorganised sources and are difficult ¢msalt.
Searching fomformation is sometimes difficult.

o Information is scattered and widely dispersed imynsources.

o The information related to narrow fields or mintics are not
available in a single primary source,

o The user has to search in many primary sources.

o Primary sources do not possess any orderly prasemtaf
information.

Char acteristics of Primary Sources
The following are the characteristics of primaryses:

o Primary sources are the original sources of infeimnaon which
other research are based, such as surveys, sweyyvfieldwork,
original articles, etc.

o They present information in its’ original form, nioterpreted or
condensed or evaluated by other writers. Primawyces contain
raw, original and unevaluated information.

. They present the original reports on discoveriessloare new
information such as a report of scientific work.

o They come as first-hand information from the sowcperson.

o They are unfiltered through interpretation or ewadilon.

. They are records of the first-hand observation of event,

original work of fiction.
Examples of Primary Sour ces
The following are examples of primary sources:

(@) Government documents

(b) Patents

(c) Standards

(d)  Journal articles

(e)  Autobiographies, diaries and memoirs

() Speeches

()  Technical reports

(h)  Web internet: Website that publishes the atgHandings or
research, Internet communication via e-mail, etc.

0] Survey research

()] Proceedings of meetings, conferences and sgiapo

(k)  Dissertation/theses

()] Historical documents
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(m) Films, photographs, video recording (e.g. TYgrammes)
(n)  Work of art, music, architecture, literature

(o) Newspaper articles

(p) Research reports, reporting results genetayezkperiments
(q)  Trade literature.

4.5.2 Secondary Sour ces

The sources that are compiled from main sourcekraoen as secondary
sources. They examine, interpret, and analyzefdataprimary sources.
A secondary source's information is not originai, ibhas been analyzed
or interpreted. Secondary sources do not provide e original
information; instead, they direct readers to priyrsources. They arrange
the primary materials in an easy-to-use formamBry sources are vital
sources of original knowledge, but they are oftesojanised and
difficult to consult. On the other hand, the digesr information from
primary sources is collected and organised in &By&tic manner in
secondary sources. Secondary sources typicallygeonformation that
has been edited, selected, or restructured to malksier to understand.
Secondary sources aid in the user's search formafiion. Primary
sources are more difficult to get and less widelgtributed than
secondary sources. Directly obtaining informatimmt primary sources
is difficult. Secondary sources of information aldanction as
bibliographical keys to original sources of datasécondary source, in
simple terms, writes or speaks about anything faoradprimary source.
If a person writes about an original work (reseanatrk), authors in
secondary sources will analyze it further. The msjoof secondary
sources analyzes or reproduces the work of otfidis. material will be
a secondary source if it is about research duplichy others.

Types of Secondary Sour ces
The secondary sources may be of three types:

(@) Those sources which index selected portions pafnary
literature and helps in finding outhat has been published on a
given subject.

(b)  Those sources which survey selected portidnshe primary
literature and thus help in acquiring comprehensnformation
on a given subject.

(c)  Those sources which themselves contain theedemformation
collected and selected from primary sources armftion.
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Features of Secondary Sour ces

Some of the special features of secondary soureessaollows:

(@)
(b)
(c)

(d)
(e)

()
They

They do describe, interpret, analyse and ew@luprimary
sources.

They comment on and discuss the evidence gedvby primary
sources.

Information in secondary sources is systeraliyiarranged and
is easy to consult.

Either compiled from or referred to primarystes.

Information given in primary sources are madeilable in a
more convenient form in secondary sources.
Generally, secondary sources do not contagiral information.

depend upon the primary sources for reporéind presenting

original information.

(9)

(h)

(i)

()

In primary sources information is not arranggttematically
whereas in secondary sources, especially in mderebooks,
information is arranged in a systematic order .(eifgmay be
alphabetical, classified).

Secondary sources, especially reference bamies exclusively
designed to answer specific queries. They are llection of
millions of facts.

Reference books are used within the librargl @me meant for
consultation only. Users are not allowed to borrow

Secondary sources contain a list of docum@itsiographies) at
the end of the text. By furnishing the list, thgyide the
researchers back to the original sources.

Examples of Secondary Sources

Examples of secondary sources are:
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Reference books such as encyclopedias, dictionaties
Textbooks

Guide to literature

Abstracting journals

Indexes

Review of literature

Monographs

Bibliographies

Some of the non-print materials such as CD-ROMs.
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4.5.3 Tertiary Sources

Secondary and sometimes primary sources of knowleag compiled,
analyzed, and digested by tertiary sources. In Isiniprms, tertiary
sources are knowledge that has been distilled atiteged from primary
and secondary sources. It is difficult for a singglolar to have access to
all of the primary sources. A lot of secondary segrare produced in
order to locate information from primary sourcegc@dary sources
serve as a key to primary sources in this way. Hewebecause the
guantity of primary and secondary sources is dftengreat to identify,
tertiary sources are used to cite both primarysewbndary sources. The
major purpose of tertiary sources of informatiotoigissist researchers in
the utilization of primary and secondary sourcemdrmationPrimary
and secondary sources rely on tertiary sources. i@ikatification,
selection, and acquisition of primary, secondang &rtiary sources are
becoming increasingly significant due to the pesktion of literature in
diverse languages, countries, forms, places, amhsdhe following are
some of the reasons for the popularity of tertsoyrces:

(@) Due to increase in literature at a very fastep identification and
location of the required documents are difficlilertiary sources
are designed as a bibliographic control deviceassist in
selecting the primary and secondary sources.

(b)  Tertiary sources help promote the use of piynaand secondary
sources. They describe and comment upon the watipes of
publications.

(c)  Tertiary sources record the bibliographic mfiation which is |
mportant for better utilisation of primary and eedary sources.

Examples of tertiary sources ar e given below:

(a) Directories: Directories are tertiary referersources which help
the researcher in using primary and secondary esurc

(b) Almanacs: According to ALA Glossary, an almamaan annual
publication containing a calendar, frequently acpamed by
astronomical data and other information or an ahyearbook of
statistics and other information sometimes in d@i@aar field.

(c)  Yearbooks: According to ALA Glossary, a yeaskas an annual
volume of current information in descriptive andsmatistical
form, sometimes limited to a special field.

(d) Bibliography of bibliographies: The lists ofbbographies direct
readers to useful bibliographies through subjedividual, places,
etc. The bibliographies referred to may be in tbemf of a
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separately published book or part of the book arqfea periodical
article or some other types of documents.

(e)  Union catalogues: It is ‘@atalogue listing in one sequence the
holdings or part of the holding of two or more &bes.” A union
catalogue is a combined catalogue, describing dfleation (i.e.
Books, periodicals) of a number of libraries. Ihsists of holdings
of more than one repository such as archives amdries. It
contains records about materials in several cadliestor libraries.

4.6 Categories of Non-documentary Sour ces of I nfor mation

Non-documentary sources of information are reaktsources that are
critical in the communication process. When a d@éenvorking on an
experiment requires information, he or she willgirently turn to a
colleague in the same laboratory rather than ateutipage. It's much
easier to have a conversation with an expert tharms ito use a
bibliography, index, card catalog, or even a refeeelibrarian. Non-
documentary sources of information deliver infonoratquickly and are
simple to use. The fundamental disadvantage oidommentary sources
of knowledge is that they are expensive when peapeseparated by a
large distance. It also necessitates the employofenttremely advanced
technologies such as a computer system, video i@nde, and telephone,
among others. Similarly, government agencies, dejeants, universities,
technological institutions, data centers, informaticenters, referral
centers, clearing houses, consultants, technologatekeepers, and so
on are non-documentary sources of information. Nocumentary
sources of information include conversations wittworkers, visitors,
seminar and conference attendees, and so on. Otseylithrough the
referral service provides access to important neeuchentary sources of
information which may include the following types:

(1) Research Association: Research association maybliskta
cooperative information centres. In such casegtisea possibility
of a firm to firm discussion and exchange of infatran between
the members of an association.

(i)  Learned Societies and Professional Institutionsmiidler of these
bodies forms the core of a discipline or professidrhe
headquarters’ staff helps the members personallyrofessional
matters and sometimes they may direct queries eoettpert
member of the body.

(i) Industrial Liaison Officer: These officers provigarticularly the
preliminary information needed to put a firm on thght track and
for information which needs to be given personalig supported
by practical advice to be effective. They visinis, explore their
needs and problems and help them to find solutisosietimes
directly on the spot, more often by putting themtanich with
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specialized sources of information and assistingederring to
some other specialists.

(iv) Mass Media: Mass media is a means of communicatibn
information through broadcasting and telecasting combination
of these two for the masses, which is more effecttvan any
documentary sources

4.7 Summary

This unit discussed what documentary source isl@dut and how the
sources are used. If you remember, we defined:

. document

° sources of documents are used to get backgroundration on
a topic.

° format of document

° examples of the various sources of document.

SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

. explain the three sources of information witlamples
. explain non-documentary sources of information.
4.8 Glossary

1. A document is embodied idea that is a record afrefin paper
that is suitable for physical handling, transpiotaacross space,
and long-term preservation.

2. Non-documentary sources of information are reaktisources
that are critical in the communication process.

3. Tertiary sources are commentary on primary and retany

sources.
4. Secondary sources that are compiled from main ssurc
5. Primary sources of data are more recent and ugt®-than

secondary sources of data.
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4.10 Possible answers to self-assessment exercise(s) within the
context

1. Secondary and sometimes primary sources of knowlemg
compiled, analyzed, and digested by tertiary sssir&xamples
are yearbooks, Almanac.

2. Secondary sources that are compiled from main ssurc
Examples are textbooks, Indexes etc.

3. Primary sources of data are more recent and ugt®-than
secondary sources of data. Examples are Jourpatents, and
Thesis etc.
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UNIT 5 REFERENCE RESOURCES

Unit Structure

5.1 Introduction
5.2 Intended Learning Outcomes
5.3  Concept of Reference Resources
5.4  Usage of Reference Resources
5.4.1 General purpose
5.4.2 Specific purpose
5.5 Summary
5.6 Glossary
5.7 References/Further Reading/Web Resources
5.8 Possible answers to self-assessment exeloigdism the context

5.1 Introduction

In your last unit, you studied document sourcesegaly and the sources
of information, what differentiates the sourcesrgbrmation and what

makes them unique. This unit will introduce youhe lesson of today,
"Reference sources and how they are usdfference resources
generally summarize topics or assists in findingosdary literature.

These sources provide background information gp el to find other

sources (Types of reference sources such as dicisn encyclopedia,
almanacs, etc are discussed in module four).

5.2  Intended L earning Outcomes

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

. explain what a reference source is

. discuss how reference sources are used.
5.3 Concept of Reference Sour ces

Reference sources are authoritative works that hedp locate

information about people, facts, and ideas. Thesecss can help you
discover the date of an important event, major eaments of an
individual or organisation, or a definition of arteor concept. These
books are often used to find specific facts, rathan written to be read
cover-to-cover, so they are often held in a spgxaat of the library to be
used for a short period rather than checked owt tgser over days.
Reference materials are dictionary, encyclopedimaaaacs, and directory
among others. The different types of reference nad$eare discussed in
detail in module four.
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54  Usage of Reference Sources
Reference sources are typically used in two diffeveays:

5.4.1 General purpose: One use is to get backgroundnigtion on a
topic that you are researching. E.g., if you useyElopedia to find out
the general history of an event you will be writ@igout, you are using it
as a reference source to determine the contexheftdpic you are
researching.

5.4.2 Specific purpose: accessing specific facts to supp@oint being
made in a paper. E.g. if you needed to find theqreage of ages 20-25
who have a college degree, you would need a relisburce, and a
reference librarian could help you locate it ang @. With these two
approaches to reference sources, you will ofted fmourself in the
reference section as you start a paper, lookingydéow topic's general
context. At the very end of writing your paper, ylmok for specific
details to strengthen your argument.

GLOSSARY INTERNET

Caame ENCYCLOPEDIA

REFERENCE
MATERIALS

Fig 1. Reference Resources

Sourcehttps://www.pinterest.com
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55 Summary

This unit discussed what reference source is albbbnd how reference
sources are used. If you remember, we defined:

° Reference sources are works that help you locdtenmation
about people, facts, ideas etc.

° Reference sources are used to get background iafanmon a
topic.

° They are equally used is to find specific factstpport a point

being made in a paper.
SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

. What is a reference source?

. Discuss how reference sources are used

56 Glossary

1. Reference sources are authoritative works that felp locate

information about people, facts, and ideas.
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5.8 Possible answer s to self-assessment exer cise(s)

> Reference sources are authoritative works that felp locate
information about people, facts, and ideas.

> Reference sources can be used for general andisroposes.
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MODULE 2 COMMUNICATION PATTERNS
Unit 1 Communication Patterns

Unit 2 Communication Flow Patterns and Network
Unit 3 Communication Process and Barriers

UNIT 1 COMMUNICATION PATTERNS
Unit Structure

1.1  Introduction
1.2 Intended Learning Outcomes
1.3 Communication Pattern
1.4  Form of Communication Pattern
1.4.1Circle
1.4.2Chain
1.4.3Y
1.4.4Wheel
1.5 Summary
1.6 Glossary
1.7 References/Further Reading/Web Resources
1.9 Possible answers to self-assessment exejoradis the content

1.1 Introduction

This unit introduces you to communication and @asiaus patterns. Your
ability to communicate clearly and effectively dege greatly on your
understanding of these patterns.

1.2 Intended Learning Outcomes

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

. explain what communication pattern is
. discuss these patterns with examples:
. Circle

. Chain

. Y

. Wheel

1.3 Communication Pattern

Communication refers to the exchange of informafrom one place to
another and includes intrapersonal, interpersogabup, and mass
communication. When it comes to group communicatithere is a
distinct pattern. Communication patterns are tlaengworks via which
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information travels in a workplace. According to ganisational
structures, they are the communication links inknteams. The patterns
have to do with worker productivity and who is latbor whom or who
communicates with whom.

1.4 Formsof Communication Patterns

Communication patterns may exist in the followiogs:

. Circle
. Chain
. Y

. Wheel

& — Leader
* — Group Members

o

P S P S

F S P S
F S

A. Circle pattern
Fig. 1. Circle Pattern

1.4.1 In the Circle pattern, the sender (Group Leadem)@anmunicate
with the receivers (group members) who is next i/lher. In this
communication pattern, the sender messages trailetwer the group
through sharing by its members and often takes tonreach the sender
again.
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J..L.LLL

B. Chain pattern

Fig. 2. Chain Pattern

1.4.2 The same issues appeared with the Chain patterch\wdoked like
a circle pattern. The worst element of the patienhat the last member
receives the leader's updated communications. Becd#loere is no
feedback to detect the message distortion, theefe& unable to
determine whether the final member has receiveddhect information.

. N
ke -

S P =
an
N
> N
N

C. ““Y” pattern
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Fig. 3. Y Pattern

1.4.3 In both the circle and chain patterns, the Y pattierthe most
difficult, and it has a communication problem. Tdreup is divided into
three sections, and members can only speak witlaooier through the
leader.

s
X 2
S, G |
s z

A

D. Wheel pattern

Fig. 4. Wheel Pattern
Source: https://www. zhantingwei.blogspot.com

1.4.4 In comparison to the other three patterns, the \\Mbegtéern is one
of the best. There are no communication issuesg tonstraints, or
negative comments from the group members becaadedter has direct
touch with all of them. However, none of the mensbafrthe group can
connect.

B

https://www.youtube.com/watch?v=Ed-UPZSCJ64

15 Summary

This unit discussed what communication patternllisabout and the
different dimensions to communication patternsydfi remember, we
defined:

. Communication as aeans of transferring message from one
point to another
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. All communication patterns have certain problemshweach
other. In circle, Chain and Y patterns, all granpmbers can't
directly communicate with the group leader. Thewnc
communicate to the leader only through group memibe Wheel,

all the group members can communicate directly tithgroup leader

SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

o In your own words, how would you explain the term
communication pattern?

o Discuss with examples;

J Circle pattern

J Chain pattern

. Y pattern

o Wheel pattern

16 Glossary

> Communication refers to the exchange of informafimm one
place to another and includes intrapersonal, petsional, group,
and mass communication.
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Possible answer s to self-assessment exer cise(s)

Communication patterns are the frameworks via which
information travels in a workplace.

There are no communication issues, time constraontaegative
comments from the group members because the |badedirect
touch with all of them in wheel communication.

In Y communication pattern the group is dividedoirthree
sections, and members can only speak with onehanttirough
the leader.
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UNIT 2 COMMUNICATION FLOW PATTERNSAND
NETWORK

Unit Structure

2.1  Introduction
2.2 Intended Learning Outcomes
2.3  Communication Flow
2.4  Formal Communication flow
2.4.1 Downward Communication
2.4.2 Upward Communication
2.4.3 Horizontal Communication
2.5 Informal communication flow
2.5.1 Grapevine Communication
2.6 Communication Network
2.7 Summary
2.8  Glossary
2.9 References/Further Reading/Web Resources
2.10 Possible Answers to Self-Assessmémxercise(s) within the
content

2.1 Introduction

Having learned about communication patterns andfereint
communication patterns in unit 1, we will discussnenunication flow
and network.

2.2 Learning Outcomes

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

. explain communication flow
. give details on forms of communication flow pait
. discuss what communication network is.

2.3 Communication flow

Soola (1998) classified organisational communicaflow patterns into
formal and informal communication flow patterns. riRal
communication flow is further sub-divided into domerd, upward and
subordinates. It radiates from the top-most poihtooganisational
hierarchy to the next vertically. It can be oralitten or mediated.
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2.4 Formal Communication Flow
2.4.1 Downward Communication

Downward Communication is the flow of messages ftbensuperiors to
subordinates using conversations, company bulletioce boards, and
letters, by telephone, email, video conference @kpe, 1990). Smith,

Rchetto and Zima (1972) state that downward comaoatioin is the most
frequently studied dimension of formal channelsthuity, tradition, and

prestige are implemented through downward commtinitaThose at

the top of the organisation are naturally concenved their downward

directed message's communication effectiveness.

Formal Communication

B ==

Fig 1 forms of communication flow
https://www.google.com.ng/passionthemoment.wordpcesn

2.4.2 Upward Communication

Upward communication refers to messages which fiom subordinates
to superiors. Usually, to ask questions, providedback and make
suggestions. Upward directed messages are usudigrative and
innovative. Upward communication serves as feedbackanagement,
giving clues to the relative success of the givesssage. It can also
stimulate employee participation in the formatidnpolicies in various

43



LIS415 INFORMATION RESOURCESIN SUBJECT AREAS

units and departments. Upward communication is a&aable in the

effective planning and motivation of subordinate3his is the key

problem area that hinders or tends to promotetirtigthal disharmony in

many organisations; little if any upward communimatexists apparently
due to the prevailing tendency by organisationatiés to run a closed
environment.

2.4.3 Horizontal communication

Horizontal communication is a lateral exchange assages among
people in the same organisational environment. &gsslikely to occur
in this format usually relate to the task or hurparposes. For example,
messages about coordination, problem-solving, mnfésolution and

information sharing are horizontal in nature. Hontal communication

can facilitate common understanding, resolve difiees and develop
supportive and productive relationships. The kepbf@ms usually

associated with horizontal communication includelry, specialisation

and lack of motivation. The rivalry may open uppedally in a

competitive job environment where upward job mapik tied to success
in the competitive endeavour. It can create a nna#ile competitive

atmosphere, where employees want to outdo one emedygarding

specialisation. On the other hand, a lack of mdtiva may hinder

frequent upward communication.

2.5 Informal Communication Flow

Informal communication is the communication thagslaot flow through

the scalar functional lines network in an orgamsatMany writers use

the word grapevine as a synonym for this type asage behaviour. The
term grapevine applies to all informal communicatioThus, the

grapevine is an unstructured and informal netwarkntled on social

relationships rather than an organisational charjob descriptions.

According to some estimates, 7-10% of employees&jly receive news

from the grapevine before hearing about it throiegimal channels (EPB,
1997).
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Grapevine Communication

“ Grapevine Communication is an informal interpersonal chan-
nel of information not officially sanctioned by the
organization.

| SRS WTRSRY T

GEEKTONIGH

iirgn-usa’ilmﬁ;r:)i\m‘ﬁﬁﬂnﬁg

Fig 2 grapevine communication
https:/www.geektonight.com/grapevine-communication
2.5.1 Grapevine Communication

Grapevine Characteristics

Early research identified by Kreps (1986) severadjue features of the
grapevine, namely:

1. Transmits information very rapidly in all ditems throughout
the organisation

2. The typical pattern is the chain whereby a pewople actively
transmit rumours to many others.

3. The grapevine works through the informal soog&tivork, so it is
more active where employees have similar backgeamd can
communicate easily.

4. Many rumours seem to have at least a kerndéludli, possibly
because rumours are transmitted through media-rich
communication channels (e.g. face-to-face).

5. The grapevine distorts information by deletinge details and
exaggerating key points of the message.
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Types of Grapevine network:

. Single strand: In this network, each person comoates with
the other in a sequence.

. Gossip network: In this type of network, each perso
communicates with all other persons on a non-geéebasis.

. Probability network: In this network, the individua
communicates randomly with other individuals.

. Cluster Network: In this network, the individualramunicates

with only those people whom he trusts. Out of éesir types of
networks, the Cluster network is the most popular
organisations.

2.6 Communication Network

Contemporary organisational communication has expamapidly from

face-to-face teams to real and virtual people acrmosiltiple locales

organised for a common purpose. Communication Neisvaan be

defined as groups of individuals who may be idesdifas sharing regular
communication lines that have emerged as a primmagye of organising
in the new economy. Networks are, as a rule, emérgeformal, and

somewhat less interdependent than teams. Netwosltemnmbecause of
regular contact between identifiable groups of peow/hether they be
scientists or political action groups, they canypdan important role in
establishing access to information and the quadityl direction of

decision-making.

27 Summary

This unit discussed what communication flow andvoeks are all about
and the different types of communication netwotkgou remember, we
defined:

Formal communication flow is sub-divided into domard, upward and
horizontal.

o While informal Communication flowsapplies to all informal
communication.

SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

o Distinguish between formal and informal communizatiflow
patterns.

o Enumerate the forms of communication flow.

o Explain what a communication network is.
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2.8 Glossary

> Formal communication radiates from the top-mostnpaof
organisational hierarchy to the next vertically.

> Informal communication is the communication thagésloot flow
through the scalar functional lines network inoaganisation.

> Communication Networks can be defined as groups of
individuals who may be identified as sharing regul
communication lines that have emerged as a primaoge of
organising in the new economy.
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2.10 Possible Answersto Self-Assessment Exercise(s) within the
content

Horizontal communication

downward communication

upward communication

Communication Networks can be defined as groups of
individuals who may be identified as sharing regul
communication lines that have emerged as a primaoge of
organising in the new economy.

> Informal communication is the communication thagslmot flow
through the scalar functional lines network in @mganisation
while formal communication does.

YV VY
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UNIT 3 COMMUNICATION PROCESS AND BARRIERS
Unit Structure

3.1 Introduction
3.2 Intended Learning Outcomes
3.3 Communication Elements
3.31 Sender
3.32 Message
3.33 Encoding
3.34 Media
3.35 Decoding
3.36 Receiver
3.37 Feedback
3.38 Noise
3.4 Importance of Communication Process
3.4.1 The Basis of Coordination
3.4.2 Fluent Working
3.4.3 The Basis of Decision Making
3.4.4 Increases Managerial Efficiency
3.4.5 Increases Cooperation and Organisatideace
3.4.6 Boosts Morale of the Employees
3.5 Communication Barriers
3.51 Semantic Barriers
3.52 Psychological Barriers
3.53 Organisational Structure
3.54 Personal Barriers
3.6 Summary
3.7 Glossary
3.8 References/Further Reading/Web Resources
3.9 Possible Answers to Self-Assessment Exergise(s

3.1 | ntroduction

In your last unit, you generally studied how inf@tmon is transmitted in
an organised setting, and what differentiates ewativork and makes
them unique. This will introduce you to today’sdes on communication
process and possible barriers.
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3.2 Intended Learning Outcomes

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

. explain what communication process is
. discuss the importance of communication
. explain the barriers to communication

3.3 Communication Elements

Communication is a continuous process that mainiyolves three
elements, viz. sender, message, and receiver.l@imeets involved in the
communication process are explained below in detail

3.3.1 Sender

The sender or the communicator generates the neeasagconveys it to
the receiver. He is the source and the one whts $ker Communication

3.3.2 Message

It is the idea, information, view, fact, feelind¢e that is generated by the
sender and is then intended to be communicateuefurt

3.3.3 Encoding

The message generated by the sender is encodel®aiyy such as
words, pictures, gestures, etc., before it is beonyeyed.

3.3.4Media

It is how the encoded message is transmitted. Thesage may be
transmitted orally or in writing. The medium of comnication includes

telephone, Internet, post, fax, email, etc. Thelsedecides the choice of
medium.

3.3.5 Decoding

It is the process of converting the symbols encdaethe sender. After
decoding, the message is received by the receiver.

3.3.6 Receiver
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He is the last person in the chain and for whonsémeler sent the message.
Once the receiver receives the message and undisgtaroperly, and acts
according to the message, only then can commumiché successful.

3.3.7 Feedback

Once the receiver confirms to the sender that Bedweived the message
and understood it, communication is complete.

3.3.8 Noise

It refers to any obstruction that the sender, ngessar receiver causes
during the process of communication. For examplad telephone
connection, faulty encoding, faulty decoding, ieative receiver, poor
understanding of message due to prejudice or iopppte gestures, etc.

Context

S;nder - Messag'e

CHANNEL

. Sender
. Encoding
. Message
. Channel
. Decoding
. Receiver
. Feedback
. Noise

Mo =0 S L B L b e

Fig 1 communication process
https://www.google.com.ng/newsmoor.com

3.4  Importance of Communication

3.4.1 TheBasisof Coordination

The manager explains the organisation's goals,theywwill be achieved,
and how they will interact with one another to legsonnel. This allows
multiple personnel and departments to work togeti#es a result,
communications serve as a foundation for orgaisakicoordination.

51



LIS415 INFORMATION RESOURCESIN SUBJECT AREAS

3.4.2 Fluent Working

To keep an organisation running smoothly and effity, a leader
coordinates the human and physical factors. Tusdooation is impossible
to achieve without effective communication.

3.4.3 The Basis of Decision Making

Effective communication gives a leader with infotima that may be used
to make decisions. In the lack of information, egidions can be made. As
a result, effective communication is essentiahfiaking good decisions.

3.4.4 Increases Managerial Efficiency

The manager communicates the goals and directionsig or her
subordinates, as well as assigning work to thenmr@onication plays a
role in all of these factors. As a result, commatan is critical to the
managers' and the organisation's ability to perfguiokly and effectively.

3.4.5 Increases Cooper ation and Or ganisational Peace

The two-way communication approach encourages weticecooperate
and communicate with one other as well as with mameent. As a result,
there is reduced friction in the plant, which le&@gmproved productivity
and efficiency.

3.4.6 Boosts M or ale of the Employees

Workers can adjust to the physical and social carapts of their jobs more
easily with good communication. It also improves thdustry's human
relations. Management can use an effective comratioic system to
encourage, influence, and please subordinates)gaisorale and keeping
them motivated.

https://www.youtube.com/watch?v=JyLez4xZ16Q
3.5 Barrierstocommunication

Communication barriers can obstruct communicatigorovide the wrong
message, resulting in misunderstanding. As a reaulinanager must
recognize such impediments and take approprigbs steovercome them.
The barriers to communication in organisationstwamroadly grouped as
follows:
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3.5.1 Semantic Barriers

These are the issues and roadblocks that arise ®gloding and decoding
a message into words or impressions. Typicallyh duardles arise as a
result of misspoken words, erroneous translatidiffering interpretations,
and so on. A manager, for example, may have to aonwate with
employees who do not speak English. Language isamieb to
communication in this case, as the management nohyb@ able to
communicate effectively with the workforce.

3.5.2 Psychological Barriers

Communication might also be hampered by emotionglsychological
issues. Communication reflects the state of mirtobtt the sender and the
recipient. A frightened individual is unable to commicate effectively,
while an angry recipient is unable to compreherdtiessage. As a result,
both the sender and the recipient must be psycitalbgsound at the time
of communication. They should also have faith ie another. They won't
be able to interpret each other's message inigsak sense if they don't
trust each other.

3.5.3 Organisational Structure

Organisational structure, rules and laws, authoelstionships, and other
variables can occasionally act as roadblocks toessful communication.
People may not be encouraged to communicate fireedy organisation
with a highly centralised structure. Rigid ruleslargulations, as well as
lengthy procedures, may create a barrier to congation.

3.5.4 Personal Barriers

Both the sender and the receiver's personal clesisiitis may operate as
roadblocks to efficient communication. If a supsovibelieves that a certain
communication would jeopardize his authority, heg/wanceal it. Superiors

may refuse to seek counsel from subordinatesyflibge doubts about their
competence. In the absence of any compensatioraisedor a good idea,

subordinates may be hesitant to make valuable stiggs.
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Communication

Barriers

Fig 1 Communication barriers
https://www.google.com.ng/www.hrishiblogbuddhi.com

On the one hand, communication barriers are teahlipiceferred to as
NOISE, but a few pervasive problems discussedeneeptions, filtering,
and language (Mcshane & Glinow, 2003).

Perceptions: The perceptual process governs theages we choose to
pay attention to or ignore, as well as how the ehoformation is
organised and processed. If the transmitter andiwverc have distinct
perceptual frames and mental blocks, these progessebe a significant
source of noise in the communication process.

Filtering: organisational structure filtered infaation along the
communication channel. Filtering might include ehating or delaying
unfavorable information, as well as employing sofsemguage to make
events sound more positive. Employees and mandigysently filter

communication in order to present a positive imsmgéheir superiors.
Filtering is most popular when an organisation melsandividuals who
only provide good information and when employeegehstrong career
mobility goals (Glauser, 1984).
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Language: words and gestures have no intrinsic ingathe sender must
ensure that the receiver comprehends them. Inlégfuane of the most
common causes of misleading signals is a lack abialwnderstanding.

3.6 Summary

In this unit, we have discussed communication Bscdarriers to
communication, and the importance of communicatibyou remember,
we defined

° Communication as a continuous process that mamlyives three
elements; sender, message, and receiver.

° Medium of Communication includes telephone, Interpest, fax,
email, etc. Communication barriers as NOISE

° They may equally include perceptions, filteringgddanguage

° Semantic, Psychological, Organisational and Petsoraothers

SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

. What are the elements in communication process?

. Discuss the importance of communication.

. What are the barriers to communication?

3.7 Glossary

1. Semantic barriers are the issues and roadblocksatise while
encoding and decoding a message into words oessjans.

2. Communication barrier due the emotion and psychcébgtate of

either the sender or receiver.

3.8 References/Further Reading/Web Resour ces
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3.9  Possible Answersto Self-Assessment Exer cise(s) within the
content

Sender, Receiver, Media.

Semantic, Psychological, Organisational barriers.
Boosts Morale of the Employees and increased inagenal
efficiency.

wp e
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MODULE 3 BIBLIOGRAPHIC ORGANISATION
Unit 1 Bibliography

Unit 2 Types of Bibliographies

Unit 3 Enumerative Bibliography

UNIT 1 BIBLIOGRAPHY

Unit Structure

1.1  Introduction

1.2 Intended Learning Outcomes

1.3 Bibliographies

1.4  Summary

1.5 Glossary

1.6 References/Further Reading/Web Resources

1.7 Possible Answers to Self-Assessment Exergise(s

1.0 Introduction

This unit introduces you to the bibliography andaninformation it should
contain. Your ability to clearly and effectively ita a good bibliography
depends largely on this understanding.

1.2 Intended Learning Outcomes

By the end of this unit, you will be able to:
. explain what a bibliography is
. discuss what information a bibliography showdtain.

1.3 Bibliographies

A bibliography (not to be confused with the worked) generally entails
the listing of books, articles, journals, cultucdljects and other study
materials used to compose a piece of academiongrdr literary work.
It is essentially a list of sources used (referdringext and otherwise) in
writing a research paper.
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Good bibliographies should include the followingrakents:

v The authors' names

v Title of the books, works or objects referred totle research
paper or thesis.

v Date of publication

v Names of publishers and their locations

v If there were multiple volumes in a given sourcduute, then
page number(s) must be included

The exact method and formatting required will depen the referencing
style that your institution uses. Check with yaustitution which method
is accepted.

THE
CAMBRIDGE
BIBLIOGRAPHY
OF
ENGLISH
LITERATURE

VOLUME <@
1T E0O0—1 90

THERD EEITION

EDLITED BY
JOANNE SHATTOCK

e vt o —""

bLb;lié“"ﬁ““ phyz! -
3

Fig 1 The Cambridge Bibliography of English Litena, 1800-1900
Sourceby Joanne Shattock (Editor)
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https://www.youtube.com/watch?v=jglg30VULBE&t=35s

14 Summary

This unit discussed what a bibliography is all alemnd what information
a bibliography should contain. If you remember,dedéne.

. The bibliography lists books, articles, journalsjtural objects
and other study materials used to compose a pkeeademic
writing or literary work.

. A bibliography should include the author, title,btioation date
and publisher of the source.

SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

o In your own words, explain what a bibliography is?
o What are the elements of bibliography?
15 Glossary

A bibliography entails the listing of books, arés| journals, cultural
objects and other study materials used to compgseca of academic
writing or literary work.

1.6 References/Further Reading/Web Resources
Beghtol, C. (2004). Exploring new approaches to dhganisation of

knowledge: The subject classification of Jamedf [Brown.
Library Trend, 52(4), 702 — 71Bttp://hdl.handle.net/2142/1694

Gardener, Richard K. 198Library Collections: Their Origin,
Selection, and Development. New York: McGraw-Hill.

Katz, William A. 1992.Introduction to Reference Work Volume |: Basic
Information Sources, 6" ed. New York: McGraw-Hill.

Merriam-Webster Dictionary. (2009).
https://www.merriamwebster.com/dictionarycommunication

60



LIS415 MODULE 3

1.7 Possible answers to self-assessment exercise(s) within the
context

. A bibliography entails the listing of books, arés| journals,
cultural objects and other study materials useccdmpose a
piece of academic writing or literary work.

o Author’s name, title, place of publisher.
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UNIT 2 TYPES OF BIBLIOGRAPHIES
Unit Structure

2.1 Introduction

2.2 Intended Learning Outcomes

2.3 Analytical Bibliography

2.4 Annotated Bibliography

2.5 Enumerative Bibliography

2.6 Summary

2.7 Glossary

2.8 References/Further Reading/Web Resources
2.9 Possible answers to self-assessment exeajcise(

2.1 Introduction

Most bibliographies are subject bibliographies, Iiére cannot be
effective subject bibliographies unless there anelewanging and
efficient general bibliographies. Besides the sctbigbliographies, the
national bibliographies also referred to as curbgliographies, are very
popular to search current and retrospective inftonaThe other types
of general bibliographies are the trade bibliograptand the universal
bibliographies. Current and retrospective bibligdria, primary and
secondary bibliographies and bibliographies ofibdvaphies are other
categories. For example, a list of periodical &ti¢s an index. Similarly,
we have concordances, calendars, wiscographiestogpaphies,
directories and so on.

There are three main types of bibliographies:

o Analytical:
° Annotated:
. Enumerative:

2.2 Intended Learning Outcomes

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

. differentiate between analytical, annotated asumerative
bibliographies
. give details of general and special bibliographies
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2.3 Analytical Bibliography

Analytical bibliographies are used by authors tbaally examine books.

It covers any new information or discoveries magltha book or research
paper proceeds. Information on printers and botésgldescriptions of

paper and binding, and discussions of issues tlegeaas the book
progressed from a manuscript to a published bookhleancluded in an

analytical bibliography.

Three types of analytical bibliographies includesa#tive, historical,
and textual.

o A descriptive bibliography closely examines the sibgl nature
of the book.

. A historical bibliography discusses the Contextvimich the book
was produced.

. A textual bibliography compares the published wddk the
author's original manuscript.

2.4  Annotated Bibliography

A writer creates an alphabetical list of sources tlms form of
bibliography. An annotated bibliography's descritmesdifferent types of
study that have been done on a specific topic.alitieor adds annotations
or notes to the sources. As a result, the writemrroents on the research
sources in addition to providing information abthtm. The writer has
the option of summarizing. This means that it pdegi details about each
reference’'s content.

2.5  Enumerative Bibliography

The author of an enumerative bibliography arrartpesreferences in a
certain order. This is the most common type ofibgbphy used by
students doing research papers. Enumerative bibjpbges are organised
by author, subject, date, or some other schemldsetacademic writers.
They have a similar theme in the items they incluslech as topic,
language, or time period. The bibliographer prosidsufficient
information about the source to direct readerdst.téni an enumerative
bibliography, the writer would not add descriptiméormation, such as
physical characteristics of the book. Enumeratildidgraphies include
card catalogs, a list of references in a reseaaplerp and books listed in
the back of a history book.
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2.6 Summary

In this unit, we have discussed types of bibliograp and different
branches of bibliographies. If you remember

o There are three main types of bibliographies:
. Analytical

. Annotated

o Enumerative

o While the branches of bibliographies are generdlspecial.

SELF-ASSESSMENT EXERCISE

® e are used by authors to critically exambeoks.

I describes the different types of studatt have been
done on a specific topic.

o are organised by author, sutijedate, or some
other scheme by these academic writers.

2.7 Glossary

. Enumerative bibliography arranges the referencea uhefined
order.

o An annotated bibliography's describes the diffetgpés of study
that have been done on a specific topic.

. Analytical bibliographies are used by authors tatiaally
examine books.

2.8 References/Further Reading/Web Resour ces

Gardener, Richard K. 198Library Collections: Their Origin,
Selection, and Development. New York: McGraw-Hill.

Katz, William A. 1992.Introduction to Reference Work Volume |: Basic
Information Sources, 6" ed. New York: McGraw-Hill.

Miksa, S.D. (2017). "The relationship between dfasgion research
and information retrieval research, 1952 to 197@urnal of
Documentation, Vol. 73 No. 6, pp.

13431379. https://doi.org/10.1108/JD-@A-2-0025

National Planning on Technology Enhanced LearnM@TEL). (2019).
Introduction to Effective Communication. Retrievieom:
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https://nptel.ac.in/courses/109104030/Modulel/Lexiipdf (May 5,

2022).

2.9 Possible answersto self-assessment exer cise(s) within the
content

. Analytical

o Annotated

° Enumerative
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UNIT 3 ENUMERATIVE BIBLIOGRAPHY

Unit Structure

3.1 Introduction
3.2 Intended Learning Outcomes
3.3  Subject bibliographies
3.3.1Reference bibliographies
3.3.2Reading lists
3.3.3Subject indexes and abstracting services
3.3.4Bibliographic reviews
3.4 Summary
3.5 Glossary
3.6 References/Further Reading/Web Resources
3.7 Possible Answers to self-assessment exergise(s

3.1 Introduction

In unit 2, we discussed three main types of bilshphies
(Analytical, Annotated and Enumerat)v@nd branches of bibliographies
(general and specialin this unit, we will discuss another bibliogrgph
called subject. We will discuss the subject biblagghy extensively.

2.1 Intended L ear ning Outcomes

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

. discuss what subject bibliography is
. discuss types of subject bibliography.

3.3  Subject bibliographies

Subject bibliographies list primary and secondamyrses relevant to the
study, and research a specific topic or event. &alijibliographies are
probably the most common type of enumerative bisaphy, and finding

a subject bibliography on your topic can save yas bf time in your

research.

It is defined as the one that deals with the malteabout a single given
subject, which may be a place (Lere), a persory(dlia broad subject
(Library and Information Science) or a minute biaraf any subject
(organic chemistry ), a thing ( Computers). Ramglaan defined a
subject bibliography as the one that is a docurhiatiography confined
to a specific subject field, instead of covering thntire universe of
subjects;
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a subject
BIBLIOGRAPHY
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Fig 1 bibliography
https://www.google.com.ng/www.amazon.com

Subject bibliographies are lists of materials thelate to a particular
discipline or subject scope. Subject bibliographiesa good place to start
when collecting in a specific area. They give auable overview of a
discipline and are very useful in collection deysieent. These tools are
important when building retrospectively and alloke tlibrarian to see
what has been considered historically worthwhileairfield. Once a
subject is chosen, the divisions' common to natibrdiographies may
be employed time, form, origin, and others. Howguenlike most
national bibliographies, a subject work may usetta! divisions (Katz,
1980).

However, subject bibliographies also have inherprmblems that
fundamentally reduce their usefulness in certalul$ of study, fields that
need cutting edge materials. Subject bibliograparesout of date when
published and sometimes contain books that cuyrdraVe little value,
replaced by newer and better titles (Gardner, 19819 easy to see how
textbooks on genetic engineering or computer teldgyocan be quickly
superseded by the latest information resourcedadl@i The compiling

67



LIS415 INFORMATION RESOURCESIN SUBJECT AREAS

of some subjects is better suited than othersdbedion development
using this tool.

The subject bibliographies may occur as indepengigiications or parts
of documents. They will have limited scope conaggnthe form of
material, period, sources of origin and languadeeyTare usually either
selective or comprehensive and may be current tmosgective.
Depending on the contents of subject bibliograpttesy can be divided
into several categories, a few of which are givelow:

3.3.1 Reference bibliographies

The subject bibliographies which are mostly useadréderence fall into

this category. These bibliographies are considdcede exhaustive
bibliographies. It is often quite impossible to qola exhaustive

bibliographies, recording every single publishedwdoent on any subject
because so much of published material escapes tsdveent, legal

deposit, and the scattering of publications to Isoakd journals is a
problem that escapes the bibliographers' vigilarideerefore, these
publications only aim to be exhaustive within chodienits, which the

bibliographers should clarify. Material publishedforeign languages is
also a major limitation.

3.3.2 Reading lists

Large-sized subject bibliographies are importaspeeially when they
have wide coverage. But they are not enough asnemushing to study
a particular subject, at whatever level, needsrafally prepared select
bibliography of it. Such a bibliography must be agpiate in scale and
cautious in its inclusion of out-of-print publicatis. It must be helpfully
arranged and annotated, and reasonably up toTaemore proper, the
more usual name for this kind of bibliography mading list'. The reading
lists are common and produced by people who knoshould know the
literature they recommend. Teachers often pregeedading lists for
distribution to students. At the end of textbooksder the heading
"Further Reading' is a common sight. This is aldégpa of reading list,
although; these may not be of good quality.

A bibliography or a reading list supporting a resbaarticle or a review

article is usually very valuable for reference magas a lot of effort goes
into preparing such lists.
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Fig 2 read'ing list '
https://www.google.com.ng/www.memphislibrary.org

3.3.3 Subject indexes and abstr acting services

Searching documents on a particular subject canabeery time-
consuming effort if many scattered references atbeged together. A
helpful scanning of literature can be carried ousearching the indexes
of books and periodicals. There are also serisddae, called indexing
services, which include all details of the publgldecuments in a helpful
sequence. In some cases, the entries also inaunamaries of the texts.
These are known as abstracting services. Mosemdervalue periodicals
usually have their indexes (when the record oftelarticles that appear
in a periodical and are usually appended to avhllime of a periodical).
Presently, computerised indexes on microfiche ¢se available. The
indexing and abstracting services have great impod for users
searching documents for current and retrospedtemature searches. The
indexing services are usually an author-subjectexndf books,
pamphlets, periodical articles, theses or any othedia on any given
subject.

On the other hand, the abstracting services hawve stassified or subject
arrangement. The subjects' entries are arrangédrawise with all the

bibliographic details and an abstract of the oagitext. The classified
part is supported by author, title and subject xedefor searching.
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3.3.4 Bibliographic reviews

Bibliographic reviews perform a combined functiori providing
information and judgments about title items revidwand, therefore,
serve as useful bibliographic contributions madeatparticular field.
These can be in the form of current advances, amevaws or state-of-
the-art on a subject area. The selective biblidgesplist selected items
that are arranged systematically, usually accortiinthe subject. They
are more useful for retrospective material, meapeeially for medium
and small size libraries.

Personal bibliography is “a list of writings by and a person”. In the
field of literature, personal bibliographies ar¢remely important. It can

be of two kinds:

a)  An author bibliography, a complete list of ddcuments by an
author. It is purely a ‘by’ kind of author biblicgphy. This would
cover all the literature written by the author.

b) A list of writings on a person is a persondllibgraphy called a
subject bibliography. In such a case, the persorarasntity
becomes the subject of the study.
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https://www.youtube.com/watch?v=jftyvEuGztg

34 Summary

This unit discussed what subject bibliography lisbbut and the different
types of subject bibliographies. If you remembeg, defined.

° Subject bibliography as confined to a specific sabjfield,
instead of covering the entire universe of sulsject
. The subject bibliographies form the largest grotipriumerative

bibliographies.
SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

o Whatis subject bibliography
o Enumerate four types of subject bibliographies.

35 Glossary

) Subject bibliographies are lists of materials theate to a
particular discipline or subject scope.

3.6 References/Further Reading/Web Resour ces
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Gardener, R. K. (1981library Collections: Their Origin,
Selection, and Development. New York: McGraw-Hill.

Katz, W. A. (1992)Introduction to Reference Work Volume I: Basic
Information Sources, 6" ed. New YorkMcGraw-Hill.

Kumar, K. (1979). Theory of Classification. New BieNVikas Publishing
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Possible answer s to self-assessment exer cise(s)

Subject bibliographies list primary and secondamyurses
relevant to the study, and research a specifiec top event.
Subject bibliographies are probably the most comrype of
enumerative bibliography, and finding a subjedlibgraphy on
your topic can save you lots of time in your reska

Reading list, indexes, bibliographic review, etc.
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MODULE 4 INFORMATION RESOURCES AND
REFERENCE SERVICESIN SUBJECT
AREAS

I ntroduction

This module has five units that aim to teach ydorimation resources
and reference services by subject disciplines: Hutes, Social
Sciences, Pure and Applied Sciences have beentestlbecause they
illustrate different information use patterns angadety of different types
of information resources. Module one, unit three Almeady introduced
you to the understanding of information resourcasegally.

Unit 1 Humanities

Unit 2 Social Sciences

Unit 3 Pure and Applied Sciences
Unit 4 Referencé&ervices

Unit 5 Types of Reference Sources

UNIT 1 HUMANITIES
Unit Structure

1.1  Introduction
1.2 Intended Learning Outcomes
1.3 Information Resources in Humanities
1.3.1 Manuscripts
1.3.2 An Aural or Visual Record
1.3.3 Hardback books
1.3.4 Paperback books
1.3.5 Annotated texts
1.3.6 Collections and anthologies
1.3.7 Popular magazines and newspapers
1.3.8 Literary journals
1.3.9 Series
1.3.10 Literary Forms
1.3.11 Prose
1.3.12 Novel
1.4 Summary
1.5 Glossary
1.6 References/Further Reading/Web Resources
1.7 Possible answers to self-assessment exelcise(s
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11 | ntr oduction

This unit introduces you to information resourcasthe humanities.
Therefore, information resources include all foohsformation carriers
that can be used to promote and encourage effetetaghing, learning,
research activities, and projects.

1.2  Intended L earning Outcomes

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

« discuss information resources in humanities;
1.3 Information Resourcesin Humanities

Libraries have always been closely identified witte provision of
information resources for these categories of useng library is the
storehouse for all literature. Information resosrae literature exhibit
many of the characteristics of information resoargethe humanities.
For example, they do not go out of date or becamperseded, like much
scientific writing, and they are usually written eéxpressive rather than
technical language. Much literary criticism is dijve. There are no
'right answers. Handbooks and companions to litgeeatan be used to
answer various questions relating to authors,aiteworks, characters,
plots, literarythemes and allusions, etc. Much of this informatounld
be found in general encyclopedias, but there aeeialised resources
relating to the literature.

FIATNIDBOOK. of
PRPESEARCH on
LI T ULIRR AT
LC DI .«

- C Xfor d
N

ATTE & Artists

JFafth Ectiticn

Tamm Chilvers

Fig. 1: Handbook of Research on Multicultural Ediara Fig 2 The
Oxford dictionary of art and artists
Source by James A. Banks; Cherry A. McGee BanksClailvers
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Information about authors and their work can bentbun general
encyclopedias and biographical sources or liteharydbooks. There are
also specialised biographical and critical resosirtm literature; for
example, Lists of references can be found in mdrtheresource types
we have discussed. There are also many literatiographies, general
and specialised.

Below are some of the more common formats in wioicinal literary
works and works about literature may be found.

1.3.1 Manuscripts, e.g. author’s original draft. For works writtenfie
the invention of printing, original Publication wesmanuscript form.

1.3.2 An Aural or Visual Record e.g. plays novels or tape, cassette or
disc, either video or audio or film of a theatrig@rformance filming a
novel for cinema or television, often leads to teessue of the book.
'Novelization’ the production of the ’book of théni’ after the film - is
becoming common.

1.3.3 Hardback books: The original publication format for most works
of literature and books about Literature.

1.3.4 Paperback books: More popular poems, plays and novels may be
published in this format, often alter-hardback ieds appear. More
ephemeral novels are often published only in pagebNew poetry and
plays may be published only in paperback becauséeffinancial
problems of publishing in this special market.

1.3.5 Annotated texts. Particularly for early works and the classicgige
may include introductory material, footnotes, ghoysetc. Level ranges
from elementary school texts to those intendedié@ademic researchers,
e.g. Arden edition of Shakespeare's works, edifiished by the Early
English Text Society.

1.3.6 Collections and anthologies. Essays, poems, plays or short stories
may be collected by author or by theme, e.g. catbworks of T.S. Eliot,
The Oxford Book of English verse, a collection dfical essays on Jane
Austen. Material -in collections and anthologies btien been previously
published elsewhere.

1.3.7 Popular magazines and newspapers. Poems and short stories may
receive their first or only publication in magaznend newspapers, e.qg.
Playboy, Saturday edition of the Sydney Morning &iisr New Yorker,
and Woman’s weekly. Novels may be serialized in azates.
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1.3.8 Literary journals: These may publish original literary works, or
articles about literature, or both. Some poetrgypland short stories are
published only in this format, e.g. new poetry, Mea quarterly,
Southerly, Times literary-supplement.

1.3.9 Series: Some publishers produce texts of literary worksvorks
about literature in standard formats. E.g. Ausirapoets, Penguin new
writers, Twayne’s world author’s series, Austraianters and their work

RRock
Song
Index

?mid Editioa
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Wit Bemupeortamni
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Fig. 3: Rock Song Index by Bruce Pollock

1.3.10 Literary Forms

One of the common ways of categorizing literatwdy literary form.
We will consider some characteristics of three rprose, poetry and
drama, and some information resources which dedlsixely with one
literary form.

1.3.11 Prose
Various prose literature forms - novels, short is®ressays, diaries,

letters, humour and satire. For most people, theelns the most
significant.
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1.3.12 Novel

Some people distinguish between novels that hastan¢nliterary value
and those that have not. In public libraries, newdl the latter kind are
often called fiction and may be found shelved safedy from literature

Indexing and Abstracting Servicesfor Literature

In literature, indexing services are used mainhjiacate criticisms of
literary works and writers. However, you shouldenttat some of them
can also be used to locate original literary wogesticularly when they
are published in journals. Some general indexingices are useful in
literature, for example, Arts and Humanities 'etatindex

Galleries, museums, specialist associations andeaters are important
information resources in the visual arts. They miag specialist advice,
opinions about the authenticity of works, and vabres. They organise
exhibitions and publish catalogues which are inangnt information
resources.

e ey e

V. G

https://www.youtube.com/watch?v=HPvjsOdcyBI
14  Summary

This unit discussed what humanities informatioroveses are all about
and what information sources are available to tHégou remember, we
defined

. Humanities information resources as all forms dbrmation
carriers can promote and encourage effective tegclkearning,
research activities, and humanities projects.

SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below

o Explain humanities information sources?

. List three examples of information sources in huites

15 Glossary

o Manuscripts is author’s original draft. For worksitten before
the invention of printing, original Publication @ manuscript
form.
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1.6  References/Further Reading/Web Resour ces
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http://hdl.handle.net/10603/150911

Katz, W. A. (1992)Introduction to Reference Work Volume |: Basic
Information Sources, 6" ed. New York: McGraw-Hill.
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Possible answer s to self-assessment exer cise(s)

Information resources which contained and possessd
humanity features are referred to as humanitiesrnmation
sources.

Collections and anthologies, manuscript, magaazirseial record
etc.
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UNIT 2 SOCIAL SCIENCES
Unit Structure

2.1 Introduction
2.2 Intended Learning Outcomes
2.3 Social Science Information Resources
2.4  Types of Social Science Information Resources
2.4.1 General and National Encyclopedias
2.4.2 Yearbook
2.4.3 Directory
2.4.4 Curriculum Materials
2.4.5 Bibliographies
2.5 Summary
2.6 Glossary
2.7 References/Further Reading/Web Resources
2.8 Possible answers to self-assessment exeicise(s

2.1 | ntr oduction

Having learned about humanities information souinesnit 1, we will
discuss Social Sciences' information resources.

2.2  Intended L earning Outcomes

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

. discuss information resources in Social Sciences
2.3  Social Science Information Resources

It is not easy to define social sciences infororatiesources because
almost any resource can provide a learning expegiewhether its
producers intended it to be educative. To claihiy guestion of what a
social science information resource is, it may beful to consider the
different types of resources used in each of treetimain roles identified
in the education process: learner, teacher, aratifte@esearcher. There
are also several other groups of people involvededucation, for
example, parents, professional associations, uniand government
departments, all of whom may have different infatioraneeds.

The inexactness of terminology is often a probleraducation, as it is in

all the social sciences. Moreover, the educatiayatems of different
countries and the terminology used to describe them
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2.4 Types of Social Science I nformation Resour ces,

2.4.1 General and national encyclopedias are often useful in education,
particularly in answering questions relating to @ttion history or its

organisation and administration in various coustrieSpecialist

encyclopedias in related areas, such as the Ititenahencyclopedia of

the social sciences, may also be useful.

2.4.2 Y earbook; Various yearbooks summarise the important happening
of the past year, for example, the Education yestbdNew York,
Macmillan. Statistical information is importanteducation, for example,
in studying national trends and international congeas. Such
information is often published in yearbooks: UNESCS&tatistical
yearbook. Paris,

2.4.3 Directory; this type of information resources are partidylar
important within education since questions relatingpeople, places,
organisations and services within education ofteadnto be answered.
Many questions asked in libraries relate to edooati opportunities,
courses admission requirements, fees and schqlarsc.

2.4.4 Curriculum materials, e.g.textbooks, films, and slides used in
particular courses, are important information resesi in social sciences.

B,
O e s
o g

Fig 1: APA Dictionary of Psychology Fig 2
Source by Gary R.

81



LIS415 INFORMATION RESOURCESIN SUBJECT AREAS

2.4.5 Bibliographies can be found in many of the resources discussed,
e.g. in encyclopedias, guides to the literaturandard histories, and
yearbooks.

25  Summary

In this unit, we have discussed types of sociaérsms information
resources. If you remember, we said, differentgaies of people used
information resources for different purposes. Sanyi, we mentioned
bibliographies, curriculum materials, and directeretc. as social science
information resources.

SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

. Enumerate three types of social science informatgsources.
26  Glossary
. Social science information resources are the typaformation

resources which contained and possessed socdgaicscieatures
and information.

2.7 References/Further Reading/Web Resour ces

Gardener, R. K. (1981)ibrary Collections: Their Origin, Selection,
and Development. New York: McGraw-Hill.

Katz, W. A. (1992)Introduction to Reference Work Volume I: Basic
Information Sources, 6" ed. New York: McGraw-Hill.

Ranganathan, S. R. (1967). Prolegomena to Libralgss@ication
(3rded.). , Bombay: Asia Publishing House.

The Entrepreneur Handbook. (2019). What is Comnatiuic?
https://entrepreneurhand book.co.uk/what-is-communication/
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2.8 Possible Answersto Self-Assessment
EXERCISE(S) WITHIN THE CONTENT

. Curriculum materials, directory, encyclopedia, yeak, etc.
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UNIT 3 PURE AND APPLIED SCIENCES
UNIT STRUCTURE

3.1 Introduction
3.2 Intended Learning Outcomes
3.3  Pure and applied sciences information ressurce
3.3.1 Ask someone
3.3.2 Consult the literature
3.3.3 Conduct an experiment
3.3.4 Guides to the literature
3.4  Sources reporting original work, and aidsindihg them
3.4.1 Periodicals
3.4.2 Patents
3.4.3 Dissertations or Theses
3.4.4 Bibliographic Sources
3.4.5 Reviews
3.4.6 Annual Reports on the Progress in GsteyriMionographs
3.4.7 Data Books, Manuals, Handbooks, Faaeul
3.5 Summary
3.6 Glossary
3.7 References/Further Reading/Web Resources
3.8 Possible answers to self-assessment exelcigdim the content

3.1 Introduction

In unit 2, we discussed three main types of sauances information
resourcegTeacher resources, Theorist-researcher resourogs.earner
resources). In this unit, we will discuss informatresources fdPure and
Applied Sciences.

3.2  Intended Learning Outcomes

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

. discuss what pure and applied sciences informa&eourceare
. discuss types of science resources.

3.3 Pureand Applied Sciences I nformation Resour ces
Pure and applied scientists need constant accesdgotonation. They

need to know what other scientists have discovaard,they do this in
two ways:
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3.3.1 Ask someone

This informal means of information gathering is enously important to
the scientist. Sometimes known as the "invisibléege", communication
via letters, personal discussions, attendancerdermces and "over the
workbench" enables scientists to enrich their kiealgke of their own and
related fields.

3.3.2 Consult the literature
A scientist consults the scientific literature smme reasons:

v to keep/ up to date with current and proposed rekem the
scientists own and related fields:

v to obtain fast, reliable access to specific infaroranecessary in
daily work;

v to discover all that has already been achievedgiven area.
If scientists cannot find any reference to exgtirsearch which
reports the information they need, they use althiethod of
finding out:

3.3.3 Conduct an experiment

This is often the only way of obtaining needed infation but
unnecessary and wasteful if that work has alreagboime part of the
established, recorded body of scientific literatureexperimenting, the
scientists will use the methods of gaining inforimatalready discussed
by asking someone or consulting the literature asbasis for
experimentation.

Information
need

B Theory Conngcting

Infermation

E_mwh.dgz.
b 7 Formabes |
J Charles Cole

=
:.ud_al.\,l'

Fig 1: https://www. myotonicdystrophy.com
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3.3.4 Guidesto theliterature

If you know nothing about science's informationowases, the best place
to start is a "guide to the literature". There g@eneral guides to
information resources, such 8s8EEHY and WALFORD, and guides
to science literature, suchlMALINOWSKI| and CHEN. There are also
more specialised ones for chemistry, such as:

3.4  Sourcesreporting original work, and aidsto finding them

A significant part of the scientific literature isoncerned with
disseminating new research results or new inteaposts of established
knowledge. While work results are communicated ugfo letters,
conference papers and conversations, it is a Ipasiciple of scientific
investigation that a piece of research is not ghas complete until the
results have been written up and in sufficient ilédabe reproducible.
Sources that assist the communication of reseaesults include
periodicals, patents, reports and theses.

3.4.1 Periodicals

Often published by learned or scientific societipsriodicals contain
major articles which report investigations and ekpents. Some
periodicals promote the rapid dissemination of imfation through brief
communications or letters, rather than lengthycksi e.g. Chemical and
engineering news.

3.4.2 Patents

A patent is a contract between an inventor ancctimemunity by which
the inventor retains the exclusive right to exploi$ invention for a
limited period in return for making that inventipublic. (Most patents
are owned by companies rather than by individualéhlen an application
is made to patent an invention, a patent spedidicais drawn up,
containing a detailed description of the inventiBatent specifications
are very important information resources for agplnemists (and for
engineers generally) for several reasons:

v They are often the only source of information onidea or
invention.

v They are a clue to what competitors are doing

v They can prevent needless duplication of research.

v They can stimulate ideas for new research, newyatsd and
new solutions to problems

v They often summarize the existing knowledge ontdipéc.
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Because of patents' importance to chemical enginaeany of the
abstracting and indexing services in chemistryudel patent€hemical
Abstracts entries for patents.

3.4.3 Dissertations or Theses are the reports of research done or
postgraduate degrees at universities or collegesy Bre a significant
source of information about new research. Dissertatoften contain
extensive bibliographies and reviews of the litgrat

3.4.4 Bibliographic Sources

Bibliographic sources enable you to find out whas bbeen published in
the field. Chemistry is an extremely well-documentdiscipline with
excellent bibliographic resources. While Chemichk#acts is the most
significant abstracting and indexing service foeristry, it is not the
only one. More specialised services exist in paldaic branches of
chemistry, Encyclopedias and dictionaries.

Edited by
Andrei D. Polyanin
Alexei |. Chernoutsan

A CONCISE HANDBOOK OF

MATHEMATICS,

PHYSICS, AND

ENGINEERING
SCIENCES

Fig. 2: A Concise Handbook of Mathematics, Physics, and
Engineering Sciences by Andrei D. Polyanin; Alexei I. Chemoutsan
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3.4.5 Reviews summarise and comment on recent developments in a
subject. Often publishes by the chemical societiesy are extremely
important for offering state-of-the-art overviews various aspects of
chemistry. Some are general, including reviews brtopics within
chemistry.

3.4.6 Annual Reports on the Progress in Chemistry M onographs
cover a single topic in some depth. While they matycontain the latest
information available in journal articles, they kathe advantage of
offering complete information on the topic. Monqggina published by
firms which specialise in chemistry - for examgPergamum, McGraw-
Hill - are likely to be well-respected and authatiie’.

3.4.7 Data Books, Manuals, Handbooks, Formulae, and data banks
Chemists use various kinds of data. For exampésy, thay need to know
the chemical properties of an element or substémwaecular weight,
solubility, etc.) to make particular substancesan8ard methods of
analyzing and testing, etc.

PO

[ viseo ]
https://lwww.youtube.com/watch?v=TOdeHtfwXaY

3.5 Summary
This unit discussed what pure and applied sciemfesnation resources

are and different types of science resources. ufrggnember, we stated
that-:

. all pure and applied scientists need constant accdes
information.

. they need to know what other scientists have diseal

. they do this by asking someone, consulting theditee and

conducting an experiment.

SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

. Enumerate three ways a scientists access informatio

o Enumerate three sources of information to scientist

3.6 Glossary

o Reviews summarise and comment on recent develognerd
subject.
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o Annual reports on the progress in chemistry Monplgsacover a
single topic in some depth.
o A patent is a contract between an inventor andcgdmemunity by

which the inventor retains the exclusive right @gploit his
invention for a limited period in return for malinhat invention
public.

3.7 References/Further Reading/Web Resour ces

Evans, G. E. (1987peveloping Library and Information Center
Collections, 2'¥ed. Englewood Cliffs, CO.: Libraries Unlimited.

Gardener, R. K. (1981).ibrary Collections: Their Origin, Selection, and
Development. New York: McGraw-Hill.

Katz, W. A. (1992)Introduction to Reference Work Volume I: Basic
Information Sources, 6" ed. New York: McGraw-Hill.

Thomas, J. (2017). Theory: its nature, practicaliapgtion and relation to

a world view in business researchmternational Journal of
Business Research and Management, 12 (9) 231 -240.
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3.8  Possible answersto self-assessment exer cise(s) within the
content

o Patent, periodicals, report, patents etc
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UNIT 4 REFERENCE SERVICES
Unit Structure

4.1  Introduction
4.2 Intended Learning Outcomes
4.3 Reference Services
4.3.1 Short range
4.3.2 Long range
4.4  Referral Service
4.5 Summary
4.6 Glossary
4.7 References/Further Reading/Web Resources
4.8 Possible answers to self-assessment exejcwéig the content

4.1 Introduction

The function of libraries is three-fold. Librariesquire information,

organise that information to be retrieved, and etigsate the library's
information. Reference services fulfil this lastnétion. This unit

introduces you to reference services in humanigesjal sciences and
pure and applied sciences.

4.2 Intended Learning Outcome
By the end of this unit, you will be able to:

. discuss reference services in humanities, ssciehces and pure
and applied sciences.

4.3 Reference Services

Reference services may vary from library to libraoyt most libraries
have an information or Reference Desk where assistiom a librarian
is available. Almost all libraries provide referenservices via the
telephone, and many libraries offer emalil, textcbat services with a
reference librarian.

There are three main types of reference services:

. Assistance or instruction using the library, inehgl locating
materials, using the catalogue, using computersatoess
information, and using basic reference sources.

. Assistance in identifying library materials neededanswer a
question.
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. It provided brief, factual answers to questionghsas addresses,
statistics, phone numbers, etc., that can be yuickated.

Types of Reference Services

1. Ready Reference Service
*  American Library Association called it “Direct Reference Service.”

*  Ready reference service is a reference service finished in a very short time
— i a moment if possible i.e. between 30 seconds and 30 minutes.

* Itis also called fact finding services, because it mainly deals with
answenng fact finding types of questions.

Fig 1 Reference Services
https://www.google.com.ng/www.slideshare.net

4.3.1 Short range reference queries need reference sources like
Dictionary, year-book, handbook and encyclopedi asually for very
short period. The question south for are usualbytsiind simple.

4.3.2 Long range reference queries need information sources like
bibliographies, indexes, abstracts, and bibliogyagftbibliographies and
involve much time. Long range reference servicerofime are detailed
and involved more than one reference source.

44 Referral Service

Referral services are type of reference servicas ghide information
seekers in locating needed information resourcdwouigh referral
service a user can also be guided to sources titherlibraries. These
sources may be some organisations, individuals;ialsts, databases,
internet resources.
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45 Summary

We have discussed reference services in humarsoesl sciences and
pure and applied sciences and quick reference esumahis unit. If you
remember, we stated that.

. Almost all libraries provide reference services tha telephone,
and many libraries offer email, text, or chat g=es.

. The two major categories of reference materialsgareeral and
subject

SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

o Explain three major reference services?
4.6 Glossary
o Referral services are type of reference servicet tjuide

information seekers in locating needed informatEsources.
4.7 References/Further Reading/Web Resources

Ekere, F. C. & Mole, J. C. (2014). Theory and Rcacbf Cataloguing
and Classification. Enugu: Praise house of puhigsz31.

Devito, J.A. (2013). Essentials of Human CommumicatNew York:
Pearson College Division.

Gardener, R. K. (1981).ibrary Collections: Their Origin, Selection, and
Development. New York: McGraw-Hill.

Katz, W. A. (1992)Introduction to Reference Work Volume 1I:
Basic Information Sources, 6" ed. New York: McGraw-Hill.

Udo-Akang, D. (2012). Theoretical constructs comsemd applications.

American International Journal of Contemporary Research, 2(9),
36.
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4.8 Possible answers to self-assessment exercise(s) within the
content

. Assistance or instruction using the library, inehgl locating
materials, using the catalogue, using computersatoess
information, and using basic reference sources.

. Assistance in identifying library materials neededanswer a
question.
. It provided brief, factual answers to questionghsas addresses,

statistics, phone numbers, etc., that can be yuickated.
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UNIT 5 TYPES OF REFERENCE SOURCES
Unit Structure

5.1 Introduction
5.2 Intended Learning Outcomes
5.3 Reference Sources
5.4  Types of Reference Sources
5.4.1 Dictionaries
5.4.2 Encyclopedias
5.4.3 Directories
5.4.4 Biographical Dictionaries
5.4.5 Gazetteers or Atlases
5.4.6 Almanacks
5.4.7 Handbooks/Manuals
5.4.8 Review and Criticism Sources
5.4.9 Historical Tables, Chronologies, Bligtal Yearbooks
5.4.10 Indexes and Abstracts
5.5 Summary
5.6 Glossary
5.7 References/Further Reading/Web Resources
5.8 Possible answers to self-assessment exeicisethin the
content

5.1  Introduction

Having learnt about reference services in unitrdthis unit, we will
discuss types of humanities, social sciences arelgnd applied sciences
reference sources.

5.2 Intended Learning Outcomes

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

. give details of general and subject referencarces for the
humanities, social sciences and pure and apptiedces

5.3 Reference Sources

A reference collection is a group of non-circulgtihighly used materials
such as dictionaries, thesauri, encyclopedias, idgidphies and
bibliographical guides, directories, almanacs, @ttese sources often
represent the most current information the libamns in a bound format.

Reference sources such as dictionaries, encyclapealmanacs, atlases,
etc., are research tools that can help you withr ymaper or project.
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Reference sources provide answers to specific ignsstsuch as brief
facts, statistics, and technical instructions; pfev background
information or direct you to additional informati@ources. Reference
sources are not scholarly (peer-reviewed). In nfibséries, reference
sources do not circulate and are located in a aepegference collection.
This practice makes reference sources readily avail and easily
accessible.

Reference sources are designed to be consultest tain read through.
Reference materials can be arranged alphabeticétlgically, or
chronologically. Many will contain cross-listed anfnation and more
than one index. If it is not obvious how a refesource is organised,
take a moment to look through the explanatory ev-tmuse information,
which is usually presented at the beginning ofibek or in Help screens
for online products.

54 Typesof Reference Tools

Two major categories of reference materials are eggn and

subject. General reference sources include all estbj and present
overviews of topics. Subjects’ specific referenaerses provide in-depth
coverage ofpecialised topics.

The Grant Writer’s
Handb ook

PR A

S\

Gerard M Crawley + Eoin O’ Sullivan

Imperial College Press

Fig. 2: How to write a research proposal and suttgeGerard M.
Crawley, Eoin O'Sullivan
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Merriam-
Webster’s

VISUAL

Dictionary

SECOND EDITION

\u m-'-;_d.n.-t_,-._;x RY
: b

Fig 4 Oxford dionary of plant sciences

Source by James A. Banks; Cherry A. McGee BanksClailvers

There are thousands of reference sources avatl@lleover practically
every subject. Although the term reference "boak'frequently used,
reference sources can be books, serials, onlireasegs or information
found on the Internet. A large part of using refee sources well is
choosing the right one for your needs.
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Despite the wide variety available, reference sesican be categorized
into a handful of groups. Think about the kind wiormation you need

and how you will use it. If you are unsure whiclfierence tool is best
suited to your information need, a reference lilrawill assist you.

Quick guide for selecting the right type of reference source (Collins,
151)

For information about... Choose...
Words Dictionaries

S)Iej?ceral Information/Overview OfEncycIopediaS

Names & addresses of peop . .
L o . Directories
organisations, institutions, compani

Profiles of people Biographical Dictionaries
Places/Maps Gazetteers or Atlases
Facts and Statistics Almanacs

Formula, Tables, How-To-Do-It Handbooks and Manuals

A person's wor Reviews or Criticism
Historical tables,

Dates, outlines, historical timelines Chronologies, Historical
yearbook

Periodical Article Indexes or Abstrac

Bibliographies or Guides to

Books and other sources )
Literature...

For the most part, reference materials provide dpazind information.

These sources answer who, what, where, when andjudstions and are
more useful for identification purposes than fordepth research. The
reference section is an excellent “first placedokl’ when conducting

research. Reference sources can be a great platarto/our research
because they provide quick, authoritative introttung to a topic. They
offer summarized, factual information in a clead amganised way.

One unique feature of reference sources is thgtahe not meant to be
read from cover to cover; in fact, they are writteneasy discovery of
exactly the facts and figures you want to know.drexice sources often
include an index by topic, and online referencesesiare easy to search
using keywords.
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https://www.youtube.com/watch?v=hK PeDE8Yx8

Reference Tools

5.4.1 Dictionaries

Dictio

naries provide information about words.

General dictionaries are the most familiar to usu¥Ynay even
own one. This group includes Webster's Internati@ietionary,
the Random House Dictionary of the English Languaaed
the Merriam-Webster Collegiate Dictionary. Theseurses
generally provide definitions, pronunciations, abication, and
usage.

Historical dictionaries provide the history of a ngofrom its
introduction into the language to the present. Oxérd English
Dictionary is an excellent example of this typedadtionary.
Etymological dictionaries are dictionaries that &@gze the
analysis of components of words and their cognatesther
languages. These dictionaries emphasize the lingusnd
grammatical history of the word usage. The OxforctiDnary of
English Etymology is an example of an etymologutiationary.
Period or specialised scholarly dictionaries foounsa particular
place or period. For example, try the Dictionary Alaskan
English if you would like to know when the word ‘&#thako" was
first used.

Foreign language dictionaries are fairly self-erplary. We've all
looked up words in French or Spanish or other Wadieiropean
languages. Don't forget other wonderful dictiongyrisuch as
the Yup'ik Eskimo Dictionary or the Inupiat Eskirdtionary.
Subject dictionaries focus on word definitions irsw@bject area,
such as finance, law, botany, electronics, physis,

Other dictionaries include dictionaries of slandpbreviations,
synonyms, antonyms, abbreviations acronyms, relgersgming,
idioms, phrases, and guides to correct usage.ddaty of
Acronyms and Abbreviations, The Macmillan Dictiopapf
Historical Slang, Roget's II: The New Thesaurus Bmerican
Language, Strunk's Elements of Style.
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Byford

)
English

Fig 1 Dictionary
www.alamy.com/stock-photo/oxford-english-dictiondutynl

5.4.2 Encyclopedias

Encyclopedias provide general background infornmatibey are a good
place to research a topic that you know little dbbarge subject areas or
disciplines are covered in broad articles that@&rgdbasic concepts. These
overview articles often contain references to mepecific aspects of the
larger topic and may include a bibliography thatde you to more in-
depth sources. Encyclopedias may be general oecugpecific.\

. General encyclopedias usually arrange articlesadgtically by
topic. Look for an accompanying index that may lsbss-
references to other articles. Included in this gate
are Encyclopedias Britannica, The Cambridge
Encyclopedia, Encyclopedia Americana, and the Cblam
Encyclopedia. General encyclopedia LC call numibexgin with
AE.

. Subject encyclopedias are available for almost yeweademic
discipline. They provide more in-depth and techinicBbrmation
than general encyclopedias. Subject encyclopedserglly
assume some prior knowledge of the subject. Tlzen® igeneral
rule for how these tools are arranged. Look forratex. A few
examples of subject encyclopedias include the MedHal
Encyclopedia of Science and Technology, the Inteynal
Encyclopedia of the Social Sciences, Encyclopediaworld
Art, Encyclopedia of Philosophy, and the Encyclapedf
Archaeology. Subject encyclopedias will have subgpecific
call numbers.
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Fig. 2:

Encyclopedia

www.gettyimages.com

5.4.3 Directories

Directories provide names, addresses, affiliatioa;., of people,
organisations, or institutions. They can be usecetdy addresses, name
spellings and provide contact information. As ihestreference sources,
directories may be general or focused on a paaticgubject.

General directories: Zip Code and Post Office
Directory, Encyclopedia of Associations

Subject directories: Fairbanks Phone Directory, &mss of the
World, A Directory of Eskimo Artists in Sculptuend Prints, A-

Z Index of U.S. Government Departments and
Agencies, Directory of Multinationals, Thomas Retgr of
American Manufacturers.

5.4.4 Biographical Dictionaries

Biographical dictionaries contain short articlesoatb people's lives.
Biography resources have call numbers that bedim @GT.

General biographical dictionaries include Current
Biography, Dictionary = of  American Biography, Who's
Who, Encyclopedia of World Biography, etc.

Subject biographical dictionaries may focus on bjextt area or
group. These sources include Dictionary of Sdienti
Biography, Contemporary Authors, Biographical @ioary of
Psychology, New Grove Dictionary of Music and
Musicians, Women of Science, etc.
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Fig. 3: Biography
American National Biography

5.4.5 Gazetteersor Atlases
Geographic information is located in gazetteetasas and maps.

. Atlases contain collections of maps. They providermation on
geographical/political changes. There are the waridional, and
thematic atlases, and these may be current oricisto
World atlases include the National Geographic Adteihe World.
National atlases: National Atlas of the United &atAtlas of the
American Revolution.

0 Thematic atlases focus on a specific subject asemh as
astronomy or agriculture. Examples include The @ktconomic
Atlas of the World and the Environmental Atlas dagka.

. Gazetteers are sometimes referred to as geograplctanaries
and provide descriptions of places but no maps.
0 General gazetteers include Webster's New  Geogralphic

Dictionary, The Columbia Lippincott Gazetteer of eth
World, Gazetteer of Undersea Features, etc.

0 Regional gazetteers, such asthe Dictionary of KsaPlace
Names, by D. Orth, focus on a specific geograpmegibn and are
good places to look if you want to know the locatas a town, its
population, or where its name came from.

Sometimes atlases and gazetteers are combinen,tlas Alaska
Atlas and Gazetteer, by DeLorme Mapping, which [shigis
similar products for the other states.
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Fig. 4: Atlas
National Geographic Visual Atlas of the World

5.4.6 Almanacks

Almanacks contain statistics and facts about caestr events,
personalities, or subjects.

. General almanacs include; The Statistical Abstohdhe United
States, The New York Public Library Desk Refereerld
Almanac (an American focus), Information Please
Almanac (printed. called Time Almanac), and WhaBk
Almanac (United Kingdom focus).

. Subject almanacs include; The Weather Almanac, Alneanac
of Renewable Energy, Political Reference Almardaska
Almanac, and more.
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Almanac
of the
=20 States

Comparative Dats Profiles &
Guidse o Eaovernment Hatks

SO ild Edition

Fig. 5: Almanac
Almanac of the 50 States 2010
5.4.7 Handbooks/M anuals

Handbooks and manuals are subject area tools. ldakdlprovide facts,
terms, concepts, movements, etc., about a topinulla provide detailed
instructions on a particular subject, such as d@omething or how
something works.

. Handbooks: Handbook of North American Indians, Guitb
Alaska Trees, Words and Ideas: A Handbook for &gl
Writing, Handbook of Mathematical Formulas, MLA htdbook
For Writers of Research Papers.

. Manuals: Manual of Photography, Manual for Enviremtal
Impact Evaluation, Alaska Craftsman Home  Building
Manual, United States Government Manual.
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Fig. 6: Handbook

The Handbook of International Trade and Financémgers Grath
5.4.8 Review and Criticism Sour ces
These tools provide reviews or critiques of a pesswork.

. General: Book Review Digest, MLA, New York Times @o
Review, Contemporary Literary Criticism.

. Subject: Children's Literature Review, Popular MudRecord
Reviews.

5.4.9 Historical Tables, Chronologies, Historical Yearbooks

Historical tables and chronologies present hisébriacts in different

formats. Historical tables provide facts chronotadly in columns, with

each column representing another geographical @resnother major

area, such as history, economics, and religiorts.@&itronologies use the
narrative form to present facts. Historical tabdesl chronologies may
span long or very short periods. Historical yeaksoprovide facts and
statistics for a single year and may be publishredally.

. Historical Tables: The Timetables of History, Hrstal
Tables, 58 BC-AD 1985.
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. Chronologies: Chronology of World History, The NeWork
Public Library Book of Chronologies, Chronology dhe
Expanding World, 1492-1762, A Chronology of theople's
Republic of China from October 1, 1949, AnnalsEafropean
Civilization, 1501-1900.

. Historical Yearbooks: The Statesman's Year-Book.

s

Chionology)
= Photography

ACultural Time
Thames & Hudson 5 Camera Obscuratal

Fig. 6: Chronology

A chronology of photography: a cultural timelinerit camera obscura to
Instagram by Paul Lowe

5.4.10 Indexes and Abstracts

Indexes and abstracts lead to additional sourcgsenbdical articles.
Indexes only provide author, title, and subjeabinfation. Abstracts tend
to be more descriptive. Some online index databalsesinclude the full
text of the article.

. General: Reader's Guide to Periodic Index, Book id&ev
Index, Periodicals Abstracts.
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. Subject: Art Abstracts, New York Times Index, Biaghy
. r_[gdex, Chemical Abstracts.

[ viseo ]
https://www.youtube.com/watch?v=agEhtvVS059g8

5.5 Summary

In this unit, we have discussed the types of ref@esources and different
branches of sources for the humanities, socialnse®e and pure and
applied sciences. If you remember

o There are many reference sources, including diaties,
encyclopedias, thesauri, directories, and almarose broadly,
reference sources can also include bibliographieanuals,
handbooks, atlases, and gazetteers. You cantesktresources
print and online.

o While the branches are general and subject referemarces.

SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

o Describe reference sources?

o Mention two reference tool?

56  Glossary

o A reference collection is a group of non-circulgtimighly used
materials.

o Almanacks contain statistics and facts about casjtrevents,
personalities, or subjects.

o Directories provide names, addresses, affiliatiets,, of people,

organisations, or institutions.

5.7 References/Further Reading/Web Resour ces
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Clarke, S. O. (1999Fundamentals of Library Science. Lagos: Functional
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5.8  Possible answersto self-assessment exer cise(s)

o A reference source is a group of non-circulatinghly used
materials such as dictionaries, thesauri, encgd@s,
bibliographies and bibliographical guides, direes, almanacs,
etc.

. Dictionary, handbook, atlases, almanac, etc.
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MODULE5 USE OF DATABASES RELATED TO THE
FIELDS

I ntroduction

The database system is an organised set of dasacdnsist of records,

identically defined and described. Module one, divi¢, has already

introduced you to the understanding of basic Iypdatabases and forms
of the database based on different subject fidltiss module has two

units: library database and their types and willaate to teach you the
databases in the related fields.

Unit 1 Library Database
Unit 2 Types of Library Database

UNIT 1 LIBRARY DATABASE
Unit Structure

1.1  Introduction
1.2 Intended Learning Outcomes
1.3 Library Database
1.3.1Field-Specific Databases
1.3.2General Databases
1.3.2.Bibliographic Database
1.3.2.2Citation Database
1.3.2.3Full-Text Databases
1.4 Summary
1.5 Glossary
1.6 References/Further Reading/Web Resources
1.7 Possible answers to self-assessment exe)osdis the content

1.1 Introduction

Databases provide easy access to relevant infayméidr professionals

and students, either for their work or researcheilvér it is a full-text or

abstract form, every serious editorial has its @lacthe databases. In
this unit, we will discuss the library database.

1.2 Intended Learning Outcomes
By the end of this unit, you will be able to:

. explain what the library database is all about
. discuss the dimensions of library databases
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1.3 Library Database

A library database is a searchable electronic inde»published and
reliable resources. Databases provide access toeathwof useful
research materials from academic journals, newspapad magazines.
Some databases also include e-books, relevant Vésbumces, and
various multimedia. Databases can contain inforwnagibout the author
(including bibliographic data and abstract) and dniginal work. The
data set determines the type of base. The databesgwocessed best
professional journals and publications, and thebdity and quality of
information guarantees producers of databases. mibst important
databases are located in famous university/acadesnitces.

1.3.1 Field-Specific Databases focus on a single academic discipline or
a group of related disciplines. While they coverrengpecific topics
within their subject area, they do not include biead range of topics
common to general databases. Some examples otsubje
specific databases are:

v Lexis Nexis (Law)
v Hinari (Medical Sciences)
v Agora (Agricultural Sciences)

= | English | Frangais | Py

researchalif =
& Login for access

Content offered by publishers to institution categories within countries, areas and
territories
Select a country, area or territory Select institution category

act us | Privacy Policy AGORA is administered by the Food and Agriculture Organization of the UN
Content supported via World Health Organization architecture

Fig 1 Agora http://agora-journals.fao.org/content/

1.3.2 General Databases usually include a wide range of topics and
types of documents. Use available databases fdmgbaand, overview,
and state-of-the-art information about your togicgeneral database is
also a good way to begin your research. Some exanpi general
databases are:

v Academic Search Complete

v JSTOR
v eGranary
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Generally, we can divide databases into three oateg)

1.3.2.1 Bibliographic Database

Contents bibliographic database refers to papebdigmed in various
journals and publications. They contain informatsuch as author, title,
source, abstract, year of publication, the insttutfrom which the
author comes, publication type, the original largguaf bibliographic
databases, etc. The bibliographic database candepgnding on the
area; the scope and structure of bibliographic racdhat enable a
description of the works are very detailed andamif. These databases
are linked with other databases and the originasive of published
works.

1.3.2.2 Citation Database

The citation database is also a bibliographic deeb. Since
bibliographic databases differ in addition to therkv themselves,
processed and used references, the author's abote, @t the end of
work. We learn how the works are quoted and useaksess the cited
work's quality and estimated the impact of indiatiuworks by

specifying the number of citations.

1.3.2.3 Full-Text Databases

These are mainly collections of journals in elegitdorm, one or more
publishers. Contains bibliographic information ¢esll as bibliographic
databases) and numerous other data. It shouldebetalthe difference
between databases with full text to the bibliogreptvhich have only
indicated a connection (link) with the full-textdess. Full-text databases
are usually offered in HTML and PDF format.

Another dimension of grouping databases is whe#lteess is free or
restricted;

Subscription/ Licenses Databases

. Subscription databases consist of published josymahgazines,
reports, documents, newspapers, books, image tols¢ and
more. Most of these databases are available vimtemet, and a
few are available within the library on DVD or CDGRA.
Subscription databases are not freely availabtbegublic.

Non-subscription/Free Databases

. African Journals Online (AJOL) promotes access timicAn
research.
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. Directory of Open Access Journals (DOAJ) providesesas to
peer reviewed articles in full text from a varietydisciplines

14 Summary

This unit has discussed what library databasesfirabout and the
different dimensions/categorisation of the databaffeyou remember,
we define.

. Library database as a searchable electronic indepublished
and reliable resources.

o Some databases also include e-books, relevant M&iurces,
and various multimedia.

. The most important databases are located in famous

university/academic centres.

SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

o In your own words, how would you describe libragtabases?
15 Glossary
. A library database is a searchable electronic inofepublished

and reliable resources.
. Contents bibliographic database refers to papeidighed in
various journals and publications.

1.6 References/Further Reading/Web Resour ces

Etebu, A. T. (2010). Communication in the Librargr fEffective
Administrationhttps://digitalcommons.unl.edu/cgi/viewcontent.c

qi?referer

Masic I. (2011). How to Search, Write, Prepare dpPuablish the
Scientific Papers in the Biomedical Journaista Inform Med.
19(2), 68-79.

Masic I. (2011) Sixty-five Years of the Journal Nt=ad Archives.Med
Arch. 65(4), 196- 198.

Mehrad J, Arastoopoor, S. (2012). Islamic Worlda@an Center (ISC):

Evaluating Scholarly Journals Based on Citatioralsis. Acta
Inform Med, 20(1), 132-138.
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1.7 Possible answers to self-assessment exercise(s) within the
content

° A library database is a searchable electronic inofepublished
and reliable resources. Databases provide acoeaswtealth of
useful research materials from academic journadsyspapers,
and magazines. Some databases also include e;boelksant
Web resources, and various multimedia. Databagescontain
information about the author and the original worke data set
determines the type of base.
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UNIT 2 TYPESOF LIBRARY DATABASE

Unit Structure

2.1 Introduction
2.2 Intended Learning Outcomes
2.3 Literature Search and Database Services
2.4  Need for Literature Search
2.4.1 Manual Searching
2.4.2 Searching using Information TechggldIT) Tools and
Techniques
2.5 Recording of References or Information
2.6 Presentation of Results
2.7 Database Services
2.7.1 JSTOR
2.7.2 EBSCOhost/Academic Search Complete
2.7.3 Biomedical Reference Collection
2.7.4 Arxiv.org

2.7.5 Complete Dictionary of Scientific Braghy

2.7.6 ERIC
2.7.7 GreenFILE

2.7.8 HeinOnline
2.7.9 Criminal Justice Abstracts with Fudixt
2.7.10 Gale Primary Sources

2.8 Summary

2.9 Glossary

2.10 References/Further Reading/Web Resources
2.11 Possible answers to self-assessment exejcise(s

1.1 Introduction

Having learned about library databases and thésgoaization in unit 1,
we discussed library database as a vital resouar¢leei development of
higher education. The increasing growth of therimgeand the web has
engendered education in a learning environment doase instant
communication and exploring an extensive range e$ources.
Consequently, different disciplines and subjecaarghowed significant
divergence in the types and uses of databases.
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2.2 Intended L earning Outcomes

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

. discuss types of databases

. give details of their use in the related fields
2.3  Literature Search and Database Services

As indicated earlier, there is galore of informatiavailable on every
conceivable aspect. One needs to sieve this intwm#& get sum and
substance from the information that is requiredthyy user at a given
point in time. The ultimate objective of any documentation o
information activity is to provide a user with thaformation he
requires, to the extent he requires, within a reabte time and cost.
Here we shall try to examine all these elementslired in information
retrieval. The nature or characteristics of a usmild be varied. The
user could be a layman who needs information tsfgdtis curiosity. A
student who needs more details than provided by téx¢book, a
technical worker who needs the information to penf@ certain task, a
research worker embarking on a new area of researngtoject manager
contemplating a new product line, or an administratho has to give
his decision on a new project report or formulatenew strategy.
Obviously, the nature of information, extent ofarthation and depth of
information required by each of them are differ@8esides the urgency
for getting the information may also vary, not ority the different
types of users, but for the same type of user undiéfierent
circumstances. While some of the needs of moshefusers could be
satisfied by the routine reference service providga good library, the
needs of others especially research workers arjdginmanagers can be
satisfied only by extensive literature search déintaall the resources of
a modem information centre and ingenuity of thernmfation scientists.

2.4 Need for Literature Search

As indicated earlier, the scientific and techni¢iédrature has been
growing exponentially, while the amount of time ttlsany user has for
reading this literature remains more or less thmesaSurely and
certainly no research worker can keep a track efldkest developments
in his field unaided. The advantage of the overdbuce of information
is hampered by the inadequacy of facilities fordiiag, disseminating
and retrieving this vast amount of documented keogeé. Literature
search is the means to bridge this gap betweenvéis¢ store of
documented information and its potential user. fifaén function of an
information service is to bring documents or datahie attention of the
user community through searches of the literatwmdacted generally
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on-demand to meet the problem solving or decision-n@gkieeds of the
member.

Ways of Conducting Literature Search

There are broadly two ways of literature searchivag is in vogue these
days. We shall briefly touch upon these two aspddisse ways are:

2.4.1 Manual Searching: This involves manually searchingaper
documents or references sources that could be prinsacondary or
tertiary as discussed earlier. The identificatiémeserences from these
sources is then compiled, organised and passedl the toncerned user.
This practice was in vogue when IT tools and teghes were not
readily available. But with developments in infotmna and
communication technology, this method is generadly preferred as it
is laborious and time-consuming. The user wantsormétion
instantaneously, while checking sources manualglires a lot of time.
Secondly, the source may not be available localhgrefore the
bibliography compiler or librarian needs to visibraries where such
sources are available.

2.4.2 Searching using Information Technology (IT) Tools and
Techniques: With the advent of IT, distances have been bddgene
availability of information is no more limited toedeloped countries.
Access to information has become not only a glgtenomenon, but
also barriers associated with time and place nagdorexist. The
INTERNET facilitates everyone who has access ttoitsearch and
retrieve information. There is a plethora of infation available on the
INTERNET. There are thousands of databases awvailabl the Net.
Besides a lot of databases are also available HROM format. To put
it in simple words, Librarians can easily searct aocess literature and
make it available to the engser in the shortest possible time using
electronic or digital resources. These resourcesdcbe tapped either
online; or using CD-ROM, etc. This type of literegisearch is in vogue
these days, as conducting literature search usunth gools and
techniques facilitates the following:

Easy Access to the literature

Access to varied resources

Effective and efficient way of searching

No time or location barriers (one can make a searcanever
one wants, as one does not have to ensure thengdriings of

other libraries if the source is not availablealbg distances to
be covered for travelling are also obviated)

o Timeliness of providing the service

. Currency of the data (the information in online mad updated
more or less frequently, hence the current natafethe
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information is ensured, which is not the case witinted
documents.

. Above all, user satisfaction is another importaspext. (Since
the time lag is minimum; accuracy and currencyth& data is
high; communication is fast).

Steps Involved

Intricacies in the steps involved in literature rebamay vary from
person to person depending upon the searcherd’ ahkil expertise;
however, the general steps followed are more & thesame as we
shall be discussing here. There are many pointsrisider in making an
effective literature search.

o Ascertain the Purpose, Scope, Depth and Precis&l g
Enquiry: This may entail a dialogue between ther e the
information specialist. A quick assessment of tlsure and
extent of the enquiry will show whether the searcfor specific
factual information or a few select references, ar
comprehensive bibliographical search, usually #girement of
a research worker. After the parameters of a queey fully
understood, the second step would follow.

. Formulate a Proper Search Strategy: Haphazard hsegrof
literature will lead not only to unnecessary wastag time, but
also to the risk of missing a number of importamtuments.

o Choose Appropriate Sources: Much of the expertisiterature
searching lies in choosing the most appropriatecgsuto consult
in each case and the best order in which to corisefh. Since
the selection of sources is very critical for obtaining
representative and highly relevant literature fridm literature
search, therefore it may be appropriate to disthissaspect in
detail.

Selection of Sources

One very good approach to literature search isit@pkip appropriate
selection of articles in a bibliography, an encpeedia or a review
publication. This will provide a background of teatal knowledge and
also some useful references. Once this is donecls=a should be
carried out with secondary publications like abstire and indexing
services. Depending upon the topic, any one ofahewing conditions
may crop up:
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1. Availability/Non-Availability of Secondary perdicals on the
subject.

2. Availability/Non-Availability of Secondary perdicals on the
subject as well as on broader subjects.

Sear ching
Let us discuss searching:

1. Secondary Sources: If secondary periodicalsagadable on the
subject as well as on broader subjects, a searah finst begin
with the secondary periodical on the subject prpper
supplemented by references collected from the gieats
covering the broader subject.

2. Other Sources: No search will be complete witha look at
other sources of information like conference prooags,
research reports, theses, patents, standards auwificaiions,
trade literature and in some cases monographs adises.
There may be cases where information will be algldrom
non-documentary sources, like institutions and dxpelt is
important to have knowledge of the main charadiesisof all
types and familiarity with these sources is needédch of the
expertise in searching for information lies in chiog the
appropriate sources to consult.

2.5 Recording of References or Information

Every literature searcher develops a style of takiotes of references.
While every effort should be made to optimize timeet and efficiency
of asearch, it is important notbat a few extra seconds spent in making
proper preliminary records may save frustratingredater. The first
principle in saving search time is to use a singperation to serve
multiple purposes. For example, references recootlesheets of paper
can serve only one purpose - providing a list éénences without any
order. Records on cards or slips, with one refexgrer card or slip, on
the other hand, and can serve several purposdstads.

2.6 Presentation of Results

To be most effective, theresentation of search results, require as much
skill and care as correctly defining the subjectl grarameters of a
search. A search on behalf of a researcher willdneghaustive
treatment, and may need slanted abstracts confirtoirthe users need.
Choice of arrangements also depends on what the nesds. An
indication should be given as to how authoritatiwel how complete the
bibliography is. The sources should be stated givihe exact
references.
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Skills Needed

Expertise in literature search can be gained oglexperience. Some
attitudes or traits conducive to a good literagearch are:

o imagination
o flexibility
o thoroughness of sources and subject (subject tgbrass

means, the searcher should completely understaedqtery
pertaining to which literature is to be provided)

. persistency
o judgment in resolving contradictory information
o accuracy in recording. A basic knowledge in thédfief search

comes in handy.
2.7 Database Services

2.7.1JSTOR

This database contains the back-files of core jalsrim many academic
disciplines. Journal coverage usually begins witle first volume

published and continues until the last three oe fiiears or until the
journal ceased or changed its title. All of theicdes are full text and
appear exactly as they did in print.

Have library access? Log in through your library

Q

: Search v Browse v Tools About Support
JSTOR ¥ v Y support

g
E

in Register

Log in through your institution

Visit our support page for help logging in to JSTOR.

Search for your institution Alternate access options

Log in or register for a personal
JSTOR account and read up to 100
articles/month free.

Enter your institution's name Q

Institution Results X
Login  Register

Fig. 1: journal storage
2.7.2 EBSCOhost/Academic Search Complete

A comprehensive academic index and full-text datahaovide full text

for over 8,000 journals covering the social scispdgimanities, general
science, multi-cultural studies, education, and ynather academic
disciplines.
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2.7.3 Biomedical Reference Collection

Designed for doctors, research scientists, studears clinical

specialists, this medical database provides ovér fil-text journals,

including full text for many peer-reviewed publicats. Access to this
database is provided through INSPIRE

2.7.4 arxiv.org

Open access to e-prints in Physics, Mathematics)pDter Science,
Quantitative Biology, Quantitative Finance and iStais

2.7.5 Complete Dictionary of Scientific Biogr aphy

This 26 volume reference source contains matheraasicand natural
scientists from all countries and all historicalripds. It presents an
accurate and reliable narrative of the developnoérscience, not as a
mere accumulation of technical information but &® tcollective

accomplishment that has ordered our understandingtare.

276 ERIC

This is the most comprehensive database of joumréitles and
documents dealing with the field of education. Mokthe documents
are full text from 1966 to the present, and manyhefcited journals are
linked full text through the EBSCO suite of intenoected databases

2.7.7 GreenFILE

GreenFILE offers well-researched information cowgriall aspects of
human impact on the environment. Its collection scholarly,

government and general-interest titles includes tesdn on the
environmental effects of individuals, corporatioasd local/national
governments and what can be done at each levelinonine these
effects. Multidisciplinary by nature, GreenFILE wdsa on the

connections between the environment and a varietlisciplines such
as agriculture, education, law, health and techgldopics covered
include global climate change, green building, yodn, sustainable
agriculture, renewable energy, recycling, and mofée database
provides indexing and abstracts for approximatedg,B00 records and
Open Access full text for more than 4,700 records.
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2.7.8 HeinOnline

HeinOnline is an online legal database containirigtohical and
government documents, law reviews, @ungressional
Record, Federal Register, andCode of Federal Regulations, treaties,
international constitutions, world trials and munbre.

I8 LeamMore About Heinonline WhatsNew  Help

p

HEINONLINE

Login Off-Campus/Remote Access
Remember me

Fig. 2: HeinOnline
www.heinonline .org

2.7.9 Criminal Justice Abstractswith Full Text

This resource includes bibliographic records antil text covering
essential areas related to criminal justice andnioology. The
increasing globalization of criminology is refledten Criminal Justice
Abstracts with Full Text's coverage of hundreds piurnals
worldwide.Criminal Justice Abstracts with Full Text contain more than
300,000 records selected from the discipline's nrapbrtant sources.
This resource includes full text for more than 2@@gazines and
journals and full-text books & monographs.

2.7.10 Gale Primary Sour ces

An integrated research experience, Gale Primary rc@swnifies
extensive digital archives and enables researtcbersmke never-before-
possible research connections and combines dozénkistorical

archives covering hundreds of years of history.this exhaustive
resource, you will find monographs, manuscriptsysmapers, maps,
and photographs. WUR Library Search, Scopus and 8¥&zience are
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databases that cover all sciences. CAB Abstragrsc(dture), SciFinder
(chemistry) and ABIl/Inform (management studies) asamples of
subject-specific databases.

PO

V. G

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

2.8 Summary

In this unit, we have discussed what a databasdifigrent types of
databases and their use in humanities, social egseand pure and
applied sciences. If you remember

. Library database has become a vital resource inl¢elopment
of higher education.
o Different disciplines and subject areas show sigaiit

divergence in the types and uses of databases.
SELF-ASSESSMENT EXERCISE

Now test your level of understanding by attempting self-assessment
exercise below.

o Describe the steps for literature search.

. Describe three databases for literature searching.

. List some of the skills needed for effective litera search.

29 Glossary

. Literature search is the step by step approach citessing
information.
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2.11 Possible answers to self-assessment exercise(s) within the
content

o Ascertain the Purpose, Scope, Depth and Precis&l g
Enquiry; Formulate a Proper Search Strategy; aritbo€e
Appropriate Sources.

° Databases; ERIC; EBCOHOST; Biomedical Reference
Collection.

. Skills needed for searching; Imagination; flexiyili
thoroughness of sources and subject; and persesten
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