Course Syllabus 
LI814 XI Fall 2011
Cataloging and Classification…
School of Library and Information Management

Emporia State University
Last updated July 6, 2011
Instructor: Ann O’Neill
Course Title: Cataloging and Classification of Materials in Libraries and Information Agencies. 2 credit hours
Dates:  Online course work will begin August 17, 2011 and continue through the fall semester. 
Contact Information: Email: aoneill@emporia.edu. Phone: My office phone is 620-341-5320. 
Office Hours: My office is WAW 416. My open office hours (when I try not to schedule any meetings) are Tuesday 9-11 AM Central, Wednesday 9-11 AM Central and 1-3 PM Central, Thursday 1-3 PM Central, and Friday 9-11 AM Central. I am available by phone or email any time I am in the office.  Please note: I reserve the right to not respond to email during evening hours or on the weekends. 
You can also stop by or, preferably, make an appointment if these hours don’t fit your schedule. Please contact me to schedule a face-to-face, phone, or online appointment. 
Course Description: Introduction to the theories, terms, concepts, and tools used to describe and organize information in libraries. Topics covered include: bibliographic description, choice of entry, subject analysis, and the Dewey Decimal classification system. In addition, this class includes basic training in creating MARC (Machine-Readable Cataloging) records.
Course Outcomes: Upon completing this course, you will be able to:
· Describe the principles and purposes of cataloging and classification;

· Use standard descriptive cataloging tools, such as the Anglo-American Cataloging Rules (AACR2) and Machine-Readable Cataloging (MARC);

· Create basic bibliographic records for monographs in the MARC format;

· Explain the purpose of authority control in cataloging;

· Apply Library of Congress Subject Headings to bibliographic records;

· Classify items using Dewey Decimal Classification.
Required textbooks:  

 

Taylor (2007) Introduction to Cataloging and Classification. Libraries Unlimited, 2005. 10th edition. ISBN 1-59158-235-0

Haynes and Fountain (2005) Unlocking the mysteries of cataloging. Libraries Unlimited, 2005. ISBN 978-159-158-0089
The required textbooks are available in the ESU Memorial Union Bookstore. http://www.emporia.edu/memunion/bookstore.htm 
Assignments (4)

· Assignment # 1 – Online discussion and participation (20 points) 
· Assignment # 2 – Exercises and homework (20 points) 
· Assignment # 3 – Critique paper (10 points)  

· Assignment # 4 – Tests (50 total points, 25 points each)   
Assignment #1 – Online Discussion and Participation (20 total points) – throughout semester
Online discussion and participation are important aspects of the learning process in this class. You can’t learn cataloging without talking to others and asking questions. I expect at least one post to Blackboard each week. A post may be a question, answer to a classmate’s question, opinion, etc. Discussions will begin on August 17, 2011 in the Discussion Board section. 
Evaluation criteria for online discussion participation:
· 14-20 points – Frequently makes pertinent comments or questions; consistently participates in class activities; responds to contributions of others. Regular and pertinent postings to BB; few, if any, weeks missed. 

· 8-13 points – Occasionally makes pertinent comments or questions; usually participates class activities; usually responds to contributions of others. Regular and pertinent postings to BB, some weeks may be missed.

· 7 points or fewer – Seldom makes pertinent comments or questions; may not participate in class activities; may not respond to contributions of others. Very few BB postings, many weeks missed.

Assignment #2 – Exercises and homework (20 points) – throughout semester
You have to DO cataloging to LEARN cataloging. You also have to make mistakes to learn cataloging. I won’t grade you on individual exercises and homework but I expect you to submit each of the exercises as they build upon each other. Catalogers don’t work in a vacuum; therefore, you can and should talk about the exercises in the BB forums (see participation above). People may have different approaches to each exercise, use different rules, etc. This is how you will learn. 
Mantra of the class: There are no cataloging police. No one will come to take your MLS from you if your answers are a bit different. Perfection is NOT expected (in this class).
Evaluation criteria for exercises:
· 14-20 points – Exercises and homework frequently turned in. Work demonstrates improvement through the semester and from previous assignments. Regular participation on BB. Few, if any, exercises missed.
· 8-13 points – Exercises and homework is turned in. Work demonstrates some improvement through the semester and from previous assignments. Participates on BB. Some exercises missed.
· 7 points or fewer – Exercises and homework is rarely turned in. Work shows little improvement through the semester and from previous assignments. Rarely participates on BB. Much work is missed.
Assignment #3 – Critique paper (10 points) 
Catalog critique: Go to any library’s online catalog within the U.S. Pretend you are a “regular” (not MLS student) user and search how you think he/she would search the catalog. Do different searches – author, title, and subject. Describe your searches and whether or not you were successful. Explain what you did and didn’t like about the catalog. How could the catalog be improved? Is the catalog easy to navigate? Include other items that you might think of. 

The paper should be 3-4 pages long. Do not write just a description; be critical and thoughtful.

Evaluation criteria for critique:
· 8-10 points – Essay clearly addresses the topic and all questions. Opinions are clearly and logically expressed and supported. The reader (Ann) is easily able to follow the paper. The essay is well written (no errors).

· 7-5 points – Essay clearly addresses the topic and some questions. Opinions are expressed with some support. The reader (Ann) is can follow the paper with some thought. The essay is well written (some small errors).

· 4 points or fewer – Essay does not address the topic or questions. The reader (Ann) has difficulty following the paper. There are many errors in the essay.
Assignment #4 – Tests (50 points total, 25 points each) 

There will be two tests in this class. They are open book/resource tests, but you must do these individually. 
Test number 1, the “midterm”, will focus on basic descriptive cataloging. (25 points)
Test number 2, the “final”, will include basic descriptive cataloging but will also include subject analysis (LC subject headings). (25 points)

Plagiarism

If I discover that an assignment has been partially or completely plagiarized you will receive a “0” on the assignment and an “F” in the class. There will be no second chances on an assignment that contains plagiarism. Please see the site “Academic Plagiarism Defined” by I. Hexman for more information. See also the “Academic Dishonesty” section below. 
Turning in Assignments

All assignments should be submitted electronically. You have until 11:59 PM of the due date to turn in your assignment. Assignments will be turned in and returned through Blackboard.

Notice About Late Assignments
Assignments that are turned in late without prior approval from the instructor (Ann) will automatically be docked two (2) points. An additional point (1) will be docked every-other day until the assignment is received.
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Attendance Policy 

It is your responsibility to show me you are present and engaged by:

· Reading all announcements from the instructor 

· Reading all assignments 

· Posting thoughtful comments 

· Reading all postings from your fellow students 

· Responding to postings from myself and fellow students
Do not hesitate to put your opinions out there; this will help you and everyone (including Ann) learn more. When everyone posts frequently, a fun class atmosphere appears. 

I expect you check in to class at least once a week (M-F), but daily is better, to read any announcements and stay caught up with postings. You will find that if you do not check in regularly, you will fall behind and lose participation points. Don't let this happen to you.

Grading Policy

All work must be submitted as required on or before the due date. Your work should reflect professional care in presentation, appearance, and technical quality. On a conceptual level, the content should demonstrate a high degree of original thinking, logic, and analysis. When cited, the work of others must be properly credited. 

"I" Incomplete Grading Policy

The grade of "incomplete" will be given only for personal emergencies which are verifiable and when the student has done passing work in the course. 

Academic Dishonesty

At Emporia State University, academic dishonesty is a basis for disciplinary action. Academic dishonesty includes but is not limited to activities such as cheating and plagiarism (presenting as one's own the intellectual or creative accomplishments of another without giving credit to the source or sources).

The faculty member in whose course or under whose tutelage an act of academic dishonesty occurs has the option of failing the student for the academic hours in question and may refer the case to other academic personnel for further action. Emporia State University may impose penalties for academic dishonesty up to and including expulsion from the university. 

Disabilities Policy 

Emporia State University will make reasonable accommodations for persons with documented disabilities. Students need to contact the Director of Disability Services and the professor as early in the semester as possible to ensure that classroom and academic accommodations are implemented in a timely fashion. All communication between students, the Office of Disability Services, and the professor will be strictly confidential. 

Contact information for the Office of Disability Services: 
Office of Disability Services & Non-Traditional Student Programs
242 SE Morse Hall, Emporia State University, 1200 Commercial Street, Emporia, KS 66801
Phone: 620/341-6637. TTY: 620/341-6646 Email: disabser@emporia.edu
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School of Library & Information Management  
Emporia State University, 1200 Commercial Campus Box 4025, 
Emporia, KS 66801
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Technical questions: slimhelp@emporia.edu  
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