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ABSTRACT

This studf examlnes the present state of collection
and information documentation in museums to-day and
the problems encountered during automation of the

ixformalion unit records.

The author examlines library and information science
theory and attempts to develope general principles

for the establishment of information systems in

museums. The principles postulated include
sugygestions for descriptive and subjoect
documentation as well, as beilng parl of Lhe

composition of the information system.,

The proposed principles are then tested against the
.

reality 1n a number  of  inst itutions  and extant

svstems, both descriptive and subject. The emphasis

1s naturally on the situation in South Africa. The

conclusions drawn, test the suppositions which the

author postulated and showed that the principles ara

viahle.
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THE PROPOSAL

Statement of the problem

"Museums throughout the world have an overwhelming
documentation problem. They are being inundated with
objects and data which they have the responsibility
to catalogue and index. Yet they have insufficient

resources to cope with the inundation” (Roberts and

Light 1980: 42).

This study endeavours to use the theoretical
framework provided by Information Science theory,
Systems theory and Librarianship to show how the
problems encountered 1n museum information systems

can be solved.

The theories involved will be studied for their
application to both manual and automatioed
information systems, as both types are found in
museums and will continue to be for the forseeable
future. Emphasis will be on the documentation of
objects and the 1information relating to them as

opposed to bibliographic or archival material. The



thesis 1is advanced that manual systems should be
designed to allow for easy conversion to automation
at a later date. The implication is that both manual
and automated systems must be designed according to
a common set of principles 1if the conversion 1is to

be successful .

Importance of the problem

All a museum's activites centre around 1its
collections and without adequate records,
aadequately indexed, it is impossible to control or

utilize them properly. A museum is also a public
institution supported by public funds and 1is

accountable for the collections entrusted to it.

Until recently no coherent body of suitable
pPrinciples existed to act as gquidelines in the
organisation of collection records. The framing of
such principles serves to encouraée institutions to

measure their performance and make the necessary

corrections.



Method of study

This study is based on a survey of museological,
library and information science literature and the
practical application of the suggested principles in

several institutions and against published systems.

Personal comments arise from 20 years spent
associated with the development of the documentation
project at the Transvaal Provincial Museum Service
and involvement with the Documentation Group of the
Southern African Museums Association. Both
organisations are 1involved in the promotion of

better documentation practise.



CHAPTER 1

AN HISTORICAL OVERVIEW OF MUSEUM AND

DOCUMENTATION PRACTICE

1.1 INTRODUCTION

During the last twenty years museums have faced the
results of the 1information explosion which 1s
affecting all walks of 1life, and they are expected
to organise this information and make it available

to users. (Roberts and Light 1980: 42)

" Museum information 1s a subject which has come to
the forefront of thinking among museum
professionals, 1internationally at the same time as
the museum's view of itself and its relationship to
its community 1s changing. South African museums
have followed this trend and become far more service
oriented to both their cémmunities and outside

users" {Immelman 1983: 229).

The emphasis on service led to an examination of
possible "products” which are available for the
marketing action. The most important one is seen to

be the information contained in the institution and



its collections. This information is used for all
the museum's activities (education, publication,
research and collection). The museum 1is no longer
seen merely as a repository for objects but also as
an 1information centre 1in the community and 1is
expected to provide information on a wide range of
topics, -from objects to localities, people, places,
events ahd bibliographic references relating to 1its
collections and environment. But it is essentially
the information relating to the three dimensional
objects which is wunique and is preserved nowhere
else in our society (Light 1986: 1; Roberts 1985:
1). This means that the museum should be collecting
information and structuring records on all these
topics (Immelman 1983: 229). This involvement in
the information explosion led museums to
examine the ©possibility of obtaining help from
technology in general and computers in
particular (Balkwill 1983: 209; Immelman 1983: 229).
Computerisation or the use of electronic data

processing to handle museum information, was seen as

a solution to the problems of:
- 1lncreased quantities of data

- lack of sufficient finance



- increased demands for information

(Chenhall 1975: 33-34; Squires 1970: 216-226).

The following examination of this supposition will
show where the problems arose, examine solutions
tried and suggest possible principles which could

be used to solve the problems, or some of them.

1.2 MUSEUMS

The International Council of Museums f{a non -
governmental body of UNESCO known as ICOM ) defines
the museum as " a non profit - making permanent
institution in the service of society and of its
development, and open to the public, which acquires,
conserves, researches, communicates and exhibits
for the purpose of study, education, and enjoyment,
material evidence of man and his environment

(August 1983: 141). It 1s, along with the library
and the archive, one of the primary information
resources 1n society and i£ is essential that the

data 1t holds 1s accessible to all, both public and

professional.

There are estimated to be between ten and twenty
thousand museums in the world (Burcaw 1975: 26;

Roberts 1980:  42): the United Kingdom has



approximately one thousand (Roberts and Light 1980:
43) and South Africa over three hundred (Fransen
1978: 13-209). Many of these museums have only
one or two members of staff, frequently with no

professional training.

They mday be funded by public bodies at different
levels 1in government or be privately funded by

corporations or individuals.

The problems experienced by museums are universal.
The level of funding 1s generally unsatisfactory and
has directly affected staff (quantity not quality)
and non - visible functions such as documentation

have not received the attention they deserve.

The professional aspect of museums has been
supported for some time by professional
organisations. The Museums Association in the United
Kingdom was founded in 1888, the American
Association of Museums in 1906 and the Southern
African Museums Association in 1936, amongst others.

(Brain and Erasmus 1986: 5)

These organisations saw it as part of their brief to
provide training and advice to the profession.

Workshops and informal training sessions were



organized. These were eventually formalized into
certificated courses which the authorities
recognized often by default of anything else being

available.

In England the Diploma of the Museums Association
ran on_ voluntary tutoring in both curatorial and
technical practise, offered by senior members of the
profession to interested individuals. It evolved
into a highly successful annual programme which
offers the opportunity to study part - time for a
recognised certificate. This Certificate has now
been 1ncorporated into the post - graduate
qualifications in museology offered by the

Department of Museum Studies at the University of

Leicester (University of Leicester. Department of
Museum Studies. n.d.: 1).

The Southern African Museums Association has
followed this. pattern, /offering certificates
initially in collaboration with the British
Assoclation but later on its own. This was a
result of growing anti - South African sentiments

which reduced / negated attempts at collaboration.
The Technical Certificate 1is still a flourishing
venture by the Association to serve its members with

13 enrolled candidates (R.M.Tietz 1987: pers comm.).



One of the first post - graduate courses 1n
museology was that offered at the University of
Leicester 1in the United Kingdom in the newly
established Department of Museum Studies in 1966. Ir
South Africa similar courses were started at the

Universities of Pretoria and Stellenbosch in 1976.

Among the problems which were recognised at an early
stage as requilring attention was that of the
methods used 1in record keeping for collections in
museums . The field came to be called museun
documentation. But the complexities of the problem
were such (detailed 1n Chapter 4) that it was only
with the development of the information sciences and
electronic data processing that there seemed to be

an answer.

1.3 MUSEUM IDEALS

The 1deal museum is an instifution which exhibits a
number of aspects, which with time have come to be
considered the special tasks of the museum. A glance

at the ICOM definition reveals them.



Museums are seen as institutions housing
collections. Man appears to have a psychological
need to collect, which is seen 1in both the
archaeological-and the written records. Collections
accumulated in temples as visible evidence of man's
devotion. Later collections came to be regarded as
sources Qf learning and inspiration, both spiritual
and intellectual, which in some ages carried social

prestige as well.

The 1intellectual use of collections reappears
during the Renalssance and remains a permanent
feature 1n the Western European intellectual

tradition.

The wuse of collections as sources of spiritual
inspiration was doubtless present in the temples of
ancient Greece and also in the response to church
art during the Middle Ages in Western Europe. This
tradition continues today in the art galleries where
aesthetically beautiful objects are regarded as

worthy of study, regardless of their context.

The organization of intellectual knowledge became a
feature of western thought from the sixteenth

century on and became especially entrenched in



museums. This 1s best exemplified in the emphasis
which 1is still placed on the study of taxonomy 1in

natural history collections.

During the eighteenth century Age of Enlightenment,
two other 1deas of importance came to the fore : one
was that collections were a source of education (not
just intellectual 1inspiration ) and the other was
that all people should have equal access to
learning. Collections as sources of learning led to
private collections becoming public property e.q.
the collection of Sir Hans Sloane which formed the
nucleus of the British Museum "given to the

nation".

The 1deal of equal opportunity in education was
difficult to achieve when the majority of the
population was 1illiterate and strong lines of
soclal stratification marked all social activities.
But the principle of open, public collections

became established in this period.

This trend was fuelled throughout the late
el1ghteenth and into the nineteenth century when the
revolutions in Europe resulted in the large private
collections of the nobility being dispersed. 1In

France the French Revolution emphasized, among other



principles the right of all people to an education
and benefit from taxes paid. So, 1if the museum was
supported by public monies, John Citizen had the
right of entrance and the right to wunderstand what
he saw. These 1deas transformed the museum from a

private institution for the scholarly into a public

institution with a brief to educate. From this
point on, the scholastic importance of museums and
their social 1mportance are the twin themes of

their development.

The social responsibilities of museums to the broad
public were first developed in the United States
where 1institutions 1implemented the concept, by
emphasizing formal and informal education
programmes for the individual and society as a
whole, as part of their normal functioning. The use
of museums to achieve social change are best seen in
the displays developed in totalitarian and communist
countries from the 1930's onwards. Nazi Germany and

Communist Russia provide good examples.

By the mid-twentieth century the museum is seen as

an 1nstitution with research, education, and social
functions which are all derived from its
collections. The social responsibility of public

institutions has become a marked feature of public



life 1n the later twentieth century and it has
forced museums to examine their methods of
curatorship; public accountability has forced
museum personnel to examine the methods by which it

is achieved. One of the methods 1s the careful

record keepling of the collections 1.e. museum
documentation (Encyclopaedia Britannica 1963:
967-973). Along with these traditional roles, the

museum 1is acqulring another role that of a provider
of information. Although this aspect is inherent 1in
all that museums do, 1t 1s only now being explicitly
stated that the museum is an information institution
along with the library and the archive 1in the

community.

1.4 MUSEUMS IN SOUTH AFRICA

In South Africa the first recorded collection of

natural history objects, accessible to the public
exlsted 1n Cape Town, from the founding of the
colony in 1652, It was a collection of mounted

skins housed 1in the Fort, chiefly for the benefit of
visitors. (Summers 1975: 1) Another early collection

dating from the eighteenth century, consisting of

books, pictures, natural history objects and
ethnological material was bequeathed by the
merchant, J.N. von Dessin, to the Groote Kerk 1in

-10-



Cape Town. The collection was displayed 1n the
Sexton's House from 1764 to 1821 for the delectation
of the local public. It was later absorbed into the
collection of the South African Museum, founded in
1825 by Andrew Smith (Fransen 1978: 5; Summers 1975:

5-4 ).

Museums developed in a number of centres during the

course of the nineteenth century:
- 1856 the Port Elizabeth Museum, Port Elizabeth
- 1857 the Albany Museum, Grahamstown
- 1877 the National Museum, Bloemfontein
- 1884 the Kaffrarian Museum, King William's Town

- 1887 the Durban Museum, Durban
- 1893 the Transvaal Museum, Pretoria
Most of these museums hold general collections

devoted to the natural sciences, history and

ethnology.

_ll_



Specialist museums developed during the last
quarter of the 19th and the early 20th century. The
South African National Gallery, although founded in
1871, only moved into 1its own building 1in 1930.
Specialist cultural history museums appeared during

the present century, although history departments

did exist 1in general institutions ( Fransen 1978:
7).

Most museums are funded by either a central
government department, a local authority, a

university or a private individual, or concern. All
are co-ordinated at a national level by the
Southern African Museums Association (Fransen 1978:
9). There 1s no co-ordination at government level as
the National Advisory Council for Museums was

disbanded 1n 1985.

The museums are divided for administrative purposes

according to their funding body into national,

provincial, municipal and private which includes
university, private and business museums. The
national museums, called Declared Institutions are

financed by the Department of National Education and
are under the control of Boards of Trustees. The
four provincial Museum Services render partial

financial aid to smaller museums within their

-12-



region. These small local authority museums are
either responsible to a Board of Trustees or to the
Town Clerk of the municipality concerned. The
university museums are usually small, seldom well
organized and usually part of a department as a
teaching collection. They are funded by the
University authorities. The private museums are
funded by commercial concerns often as a public
relations exercilise e.g. the Kimberley Mine Museum,
rather than for the intrinsic interest or value of
the collections themselves (Fransen 1978: 9-10).In
the author's experience private museums are open to

the public on appointment

-13-



CHAPTER 2

MUSEUMS AND INFORMATION

2.1 THE MUSEUM AS AN INFORMATION INSTITUTION

Tn this discussion it 1is the contention of the
author that the museum is an information institution
in our society because 1t supplies information to
the public and creates new information through

research.

Information has always been of crucial importance to
man (Shillinglaw 1988: 9). It is a key resource 1n
our soclety (Turner 1987: 1 ). The ability to
accumulate information about our environment and
ourselves, systematize it and pass it on to others
Ls one of the major distinguishing features of
mankind. Through this proceés mankind has been able
to master 1ts natural environment, begin to
understand 1ts own nature and improve its material
whalth  (Shillinglaw  1988: 9-10). Kent (1966: 13)
states unequivocally that the availability of
information 1s essential to the maintenance of a

civilised society.

-14-~



2.1.1 NATURE OF INFORMATION

The question may be asked "what is information ? "
It 1s essentially a "thing " or product that 1s
communicated between people but unlike other
products ‘i1t cannot be consumed (Ashworth 1979: 37).
In the. commercial world individual 1items of
information may appreciate or depreciate 1n response
to market forces because they can be made
exclusive, and proprietary (Grant 1988: 105).
Information can be enhanced by the processing,
collection and correlation of isolated data : by
analysis from a certain point of view or rewritten
for a hetter understanding (Ashworth 1979: 37). It
mav be fact, fictilon, or merely interpretations of
the same (Buchanan 1879: 9). The important thing is

that 1t is communicated.

Information has  traditionally been stored 1n
people's minds and updatea and modified through
soclal contact, learning and communication (Turner
1987: 1). But as society grew more complex so the
information 1t accumulated and the information it
acquired grew in quantity and complexity.
Information became a "product" in society which is

associated with the development of urban centres,

-15-



communication, trade and increased literacy
(Vickery 1987: 2). The urban centres made formal

provision for the transfer of information through

writing, the pebple to do it - scholars and scribes-
and the institutions to house it - palaces, temples
and record offices (Vickery 1987: 4). The city
encouraged  specialisation : diverse 1nstitutions

developed in order to meet this need. They include
markets, theatres, law courts, libraries, hospitals,
auditoriums, laundries, beauty parlours, hotels and

museuns (Vickery 1987: 1).

Since the earliest times archives, libraries, and
museums have existed whether scholarly, private,
roval, ecclesliastical or public. And through the
centuries, as  soclety became more complex, other
forms of communication developed e.g. printed books,
newspapers, periodicals, microforms and electronic
communication in radio and television. The
Jgeneration, dlssemlnation and search for information
1s seen as a distinctive product of urban culture

(Vickery 1989: 4).

Through time soclietv's attitude to and utilisation
of information also changed. In the
pre-industrialised society information was regarded

45 a passive tool wused to carry out certain

16—



activities. After the industrial revolution the role
of information changed to a dynamic one where 1t was
necessary for 1nnovation, problem solving, and
decision makihg. This required the organisation of a
body of theoretical knowledge and a supply of
accurate and reliable information (Shillinglaw 1988:
10). This 1s as true for the museum as for any other

fField.

People also realised that the power of information
1s considerable and that one form of poverty is
information deprivation (Turner 1987: 1). It can be
seen that the elderly, the poor, the unemployed, the
disadvantaged or the scientist without access to
appropriate 1nformation, all suffer from information

deprivation.

As can be appreciated information is a dynamic
resource i1n our soclety, of central importance to
the scholarly, economic or social issues being dealt
with. It 1s essential that £he avallable resources

be utilised to their best advantage.

-17-



7.1.2 THE "INFORMATION " INSTITUTIONS

<

Three main "information ™ institutions have been
identified in our society as: the library, the
archive and the museum . Each fulfils a particular

function -and although they are closely allied, they

are not the same.

The library is defined as " a collection of books or
other literary material kept for reading,study and
consultation" (Harrod 1971: 378) or as "an
institution which collects, preserves,organises and
makes availlable recorded communication” (Landau

1966: 248-249).

The museum 1s defined as "any permanent institution
which conserves and displays for purposes of study,
education and enjoyment collections of cultural or
sclentific  significance (August 1983: 141). Orv "a
non-profit institution in thé service of society and
vpen  to the public which acquires, conserves,
researches, communicates and exhibits for the
purpose of study, education and enjoyment,material
evidence of man and his environment" (Southern
African Museums Assoclation. Documentation Group

1979: 2.

_18_



Archives are defined as"public records or historical
documents kept 1n a recognised repository" or
"written documents or annexures to them compiled for
the purposes of, or used during, a public or private

business transaction of which they form a part and

which are preserved" (Harrod 1971: 50). Table 1: A

comparison of information institutions at the end

of this study shows the remarkable differences and

similarities between these 1institutions.

All three institutions have a commitment to serve
the community through making information available.
The user group, form and type of information
can differ greatly, but they all perform their
service function through making information in
their collections available. This 1is done by
describing the collection unit on a record. The
form which their record takes also varies, but in
all cases 1t 1s an essential feature of the

organisation and later use of the collections.

2.1.3 THE INFORMATION PROBLEM

After World War IT 1increasing quantities of
information were generated and disseminated and

museums, alonyg with other information organisations

-19-



in society had trouble coping with it (Turner 1987:
1). As pointed out by B.C.Vickery (1970: 1) modern
sociecty incessantly produces and uses information
"all technical activity ..... takes place 1n a
complex environment that 1s based on specially
acquired information. At the same time every act

gives rise to information and recorded knowledge

grows apace."

The 1ncreasing knowledge is frequently recorded 1n
journal literature, research reports and monographs
which lead to increasing specialisation of topilcs
covered and prove problematic to traditional
bibliographic methods of subject recognition (Shera
1972: 71). In museums the collections also grow

apace (Roberts 1985: 16).

The information explosion led to the increasing size
of 1nstitutions 1in terms of collections, staff,
buildings, programmes and users (both actual and
potential ). This in turn created problems 1in
organisation and communication (Ashworth 1979: 6;

Communication 1971: 5).

This 1nformation problem was also aggravated by the
traditional forms of communication in the research

community which 1s slow (Vickery 1970: 8). There is



frequently a lapse of up to two years between a
research project being completed and 1ts being
mentioned in a review. In most scientific
communities there 1is a well developed 1nformal
network among individuals in the same field. It
operates through correspondence, circulation of

reports, and conferences (Vickery 1970: 8).

wWithin this welter of information the user faced the
problem of locating the appropriate information when
it was needed (Shillinglaw 1988: 22). It may be
scarce or non-existent: 1f it does exist the user
might not know how to look for it, or it may be
unavallable. The organisations dealing with
information had to find ways to cope with this
flood. This they did by developing the concept of
information syvstems to assist in organising and
communicating the information and so solving some of
the issues in information deprivation, the
information explosion and the increasing power of
information as a social resource (Communication

1971: 5; Turner 1987: 1).

_21_



2.1.4 COMMUNICATION OF INFORMATION

As already seen 1information is a product, but what
sort of product? Information is defined as "any
recorded fact which it may be necessary to house and
arrange so that it can be communicated and used at a
later daﬁe (Kent 1965: 21). Orna (1980: 3) defines
information as that which 1s capable of transforming
the structure of ideas by means of communication

between human beings for useful purposes.

The gquestion can be asked "what form does the
recorded fact take ?" It may be found written in
books or documents, spoken on film,record or tape;

or a visual communication such as an artwork,
photograph, chart, map, decoration, or three
dimensicnal ttem from either the domains of cultural
or natural history (Kent 1966: 19). They all carry
ancoded data which can be communicated to those who

know how to "read" them (Schlereth 1982: 43).

The =ccond aspect of information is that it must be
communicated: and communication implies the act of

sharing, transferring or transmitting something



(Concise Oxford 1964: 244). In this case the

"something” 1is information relating to the museun

collections.

Communication also implies a certain process or act

of communication which always has three components,

a sender, a message and a receiver (Vickery 1987:
13).
Sender --- message —---recelver
feedback

The message travels in a channel. In the context of
the museum 1information system the sender 1s the
original information unit; the message 1is the
formalised record constructed for the information

unit and the receiver 1s the user (after Awad 1983:

6O .

In the transaction, those on the giving side
ztructure the knowledge so that those who receive it
can  use Lt to  change the structure of their own

knowledge (Orna and  Pettit 1980: 3). In general,



this process of structuring the knowledge and
organising 1t so that it can be found agailn 1s

called information retrieval.

As can be seen the act of communication requilres
that the 1information be formalized and that a
certain means 1s used to transmit it. The formalized
record of the information is the information system
record which acts as a surrogate for the real
information unit and can be manipulated as required
(Arnold, Hill and Nichols 1966: 1; Hoffman 1976:

41-45; Open University 1975: 11).

The physical form on which the information 1is

encoded 1s called the recording medium (Kent 1965:
157). In museums the most commonly used recording
mediums are paper, cards or electronic forms, which

can easlly  be searched depending on the facilities

avallable (Kent 1965: 23).

In order to complete the org;nisation of the formal
communication channel the information must be
organised so that it can be retrieved as required
(Orna and Pettit 1980: 31). This is dependent on the
introduction of some form of identification of the
tnformation 1in  the system and the ability to

organize 1t 1n a useful mannner (Kent 1965: 24; Orna



and Pettit 1980: 32). The organisation which does
this is called an 1information system and 1n the

museum can be equated with the documentation system.

2.1.5 CONCLUSION

It has been suggested that the museum 1is very
definitély a service institution in the community
and that service 1s rendered through the information
in the 1institution. The information system 1is
essential to all aspects of the service which 1s
rendered. The information system will in turn be
determined by the supply of information which it is

expected to provide.



CHAPTER 3

MUSEUM DOCUMENTATION

Museums wére for many years completely unaffected by
the information explosion, nor did the professional
philosophies extend to the idea of "service" being a
paramount function 1in museums. However by the 1960's
muscums were being pressured to meet the information
demands made on them because of increasing pressure

for collection control (Roberts 1985: 32).

MUsEIms ha?e traditionally had a commitment to
ltnowledge, usually 1n a research context and have
seen  themselves asg having a service commitment to
the wider community, even though this concept has
always been rather nebulous (Turner 1987: 9).
However 1f museums accept that "service " 1is one of
their basic functions (see the definition given
earlier) then ways must be sought in which it can
be  rendered. One obvious manner is through making
the 1nformation stored in the museum, which is quite
considerable, more readily available. The
information provided in exhibitions or publicaticons

15 just the tip of the "information iceberg".



In order to do so it must be systematically
organised. This 1s a necessary prerequisite for all
service (Hoffman 1967: 9). Museum information was 1n

the past organised to a minimal extent, enabling

staff to retrieve 1tems when needed (most of the
time) .

Service can be rendered by incorporating the
museum's information into an information or
documentation system which will include all
information concerning the collections or of
relevance to the museums' curatorial functions and
allows the use, control and preservation of this

information (Roberts 1985: 25). It involves matching
the information needs of users with the information
items that resolve those needs. Traditionally this
has meant supplying users with collection items. It
has recently meant supplying information and for
bibliographic queries, access to information on

computer databases (Turner 1987: 3).

If the museum accepts its service function, through
the provision of information it will be actively
engaged 1n the dissemination of information to users
through wvarious means internally and externally,
such as exhibitions, lectures, publications, answers

to queries and active educational programmes (Turner
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1987: 3). The system chosen must be "sure-fire
because information 1s a costly resource to
acqulre and utilise. Given the increasing
importance of information in the activities of the
museum and in research, the management of the
proposed system 1s Dbest given as the sole
responsigility to one person or department (Turner
1987: 2). It is suggested the information system 1s
housed in an Information Centre or Department which

can also house the library, documents and

manuscript collections.
3.1 HISTORY OF MUSLEUM DOCUMENTATION

When the museum was small it was possible to
maintaln adequate control over the collections by
physical 1inspection and memory. However as the
collection grew this became increasingly difficult
unti1l 1t was 1mpossible to rely on memory to relate
all the details concerning .an object to 1t or to
link 1t to other objects. Some form of written
record became necessary simply to malntain control
over the objects. Under these circumstances adequate

documentation became essential.



The first type of documentation was the accessions
register which also acted as an inventory of the
museum's holdings. It was usually arranged according
to the accession number with a brief description of
the specimen, 1ts origin and date of entry into the
museum. While collections were small this was
entirely'adequate as a record of the collections and
an easy means of tracing different aspects of the
collections which were needed (Guthe 1970: n.p.;

MacBeath 1969: 49; Mann 1988: 8).

Once the collections grew beyond the stage at which
the curator could rely on his memory, the need for
several access points to the information 1in the
information system became evident. Up to this point
1n  time  the museum usually had an accessions

register and sometimes an 1lndex.

The first step towards a multiple-entry information
system was the sheaf catalogue. Each entry was typed
onto a separate page or slip of paper and thesc were
then pasted onto loose pages and placed 1in a
ringbinder. Sometimes one or more entries were
pasted on a page. This method had the advantage of
being easy to  implement and the entries could be

poasted up 1n any arrangement the curator chose.
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Unfortunately there were very real disadvantages 1n
this method as the ringbinder lacked security 1.e.
the pages could easily be removed by unauthorised
persons. Or the pages tore around the holes with a
great deal of wuse. One found that more than one
entry per page necessitated continual rearranging
and repésting of the entries to accommodate new
material. There was lastly the problem of the
clerical work connected with the typing and pasting
of entries which could easily fall behind, 1.e. the
information system was never completely up to date
(Norris 1960: 138-139). This was the first type of
information system introduced into the Drostdy

Museum, Swellendam (C.Cochrane 1987: pers. comm.)

The most popular form of information system over the
last few decades has been the card cataloguc. Here
the entries for the information system were typed
onte  cards, and filed in any order the curator
required. The advantage 1s that the cards could
casily be tyvped and arranged in different sequences.
It was also easv to keep the information system uap
to date. Unfortunately the size of the card could be
a limiting factor 1if one wished to enter more
tnformation onto the card than space would allow.

There was also a lack of security as the card could

cas1ly be  removed from the card tray. This was



overcome by inserting a rod into the tray which ran
through holes punched at the bottom of the cards

(Chan 1981: 3; Norris 1960: 139-141; Wynar 1980: 3).

The advent of the card catalogue induced the museum
to attempt multiple indexing of the collections so
that thelinformation associated with and inherent 1in
the specimen was readily accessible. The indexes
were generally organised by accession number,
general or specific classification or name. But
these 1ndexes were always inadequate due to the cost
of the normal printing methods, the work in their
preparation and upkeep, the continued growth of the
collections and the lack of certainty in the

classification used (Lewis 1965: 12-22).

3.2 CONCERN OVER DOCUMENTATION

Since World War II there has been increasing
professionalism  among museums; one aspect of this
has been an awareness of their sociai obligations
to the community and in parallel an increased
awareness of the importance of good documentation
(Light 1986: 2; Roberts and Light 1980: 42). This
has been particularly noticeable since the 1960's
(Roberts and Light 1980: 42)., It is reflected in

periodical  literature  and in the founding of
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specialist organisations such as the Museum Computer
Network (U.S.A.), Canadian Heritage Information
Network (Canada), Museum Documentation Assoclation
(U.K.) and the Southern African Museums Association

Documentation Group (R.S.A.).

The incréasing professionalism led to more attention
being paid to what the museum saw as 1ts social
obligations which led to attempts to exploit the
collections better. This in  turn highlighted the

deficiencies of existing documentation systems.

Museums have also found that the early collections
are, judged by today's standards inadequately
documented. The early records are less detailed,
less reliable and less well maintained than one
would wish. There 1s frequently only one handwritten

record and no indexes (Roberts 1985: 16).

The emphasls on accountability in recent times has
led to new material being better documented than tho
old, and programmes to redocument old material. This
1s particularly pronounced 1in Europe and America

{Roberts 1985: 16).



The advent of the computer and the possibility of
creabting all the required 1indexes and records by a
single entry of information seemed the answer to the
problems faéing museums . The adventure with
computers started in the early 1960's. The National
Museum of Natural History of the Smithsonian
Instituté appears to have been among the first to
trv to computerise 1its collection records. The
emphasis 1n those years was on the development of
specral programs especially for use in museums. In
the USA five appeared: SELGEM (Smithsonian
Institute), GRIPHOS (Museum Computer Network), GIPSY
(Cniversity of Oklahoma ), TAXIR (University of
Colorado, Boulder), GIS (an IBM product used in
Flora North America project) (Sarasan and Neuner

L983: 5-6).

Increasingly problems were encountered in these

0]

vstems. It was found that the programs had
difficulty 1in handling museum data to provide the
logically related indexes required. In the mid and
late 1960's developments in the United Kingdom led
o the formation of the Information Retrieval Croup
(IRGMA)  of the Museums Association in 1967. A
resolution  taken at the Sheffield Colloquium in
April of  that year stated that "the Museumsg

Azsociation should actively concern itself with the
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various problems 1involved 1n adequate informabtion
retrieval from museum collections; set up working
parties 1in a Series’ of subjects and through 1ts
Education Coﬁmittee consider 1including instruction
1in 1nformation retrieval techniques 1in the Museums
Assoclation syllabus" (Museums Association 1977:

11).

In England IRGMA rapidly co-ordinated different
individual 1initiatives by members of the profession

and established several objectives:

- to develop an interdisciplinary museum
documentation svstem. This would involve
standardised recording formats, terminologies and

classification systems.

- develop the necessary computer program to
provide a mechanised retrieval should it be
sought. The program should allow the transfer of
data between computers, between program packages
and between different subjects (Museums
Assoclation 1977: 11; Porter, Light and Roberts

1976: 1),
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In the period from 1967-1977 the IRGMA Committee and

its successor the Museum Documentation Assoclatilon

(MDA) produced remarkable achievements:
- the nature of museum data was determined

- the data standard was proposed (Hackman 1973: 10;

Roberts and Light 1980: 68 )

- recording formats for different disciplines were
published (Museums Association 1976a - 1976h;

Museum Documentation Association 1980d: 1-148)

- computer program capable of the inter-disciplinary
handling of museum data was written (Museum

Documentation Associlation 1980b: 1-26)

In 1977 IRGMA  was disbanded and the Museum
Documentation Association  (MDA), a non profit -
making company was formed to continue this worl:.
Salaried staff, R.B.Light and D.A.Roberts were
appointed. The i1nfluence of the MDA has been seminal
in  promoting the development of multi-disciplinary
data processing and the application of information

sclence theory to the problems encountered in museum
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documentation. Since the publication of their first
recording media and manuals in 1977 they have becn

aclknowledged leaders in the field.

However before the first MDA publications appearacd
in 1977 many organlisations or institutions 1n
different countries developed automated inventorv or

data processing systems for museums. For example:

- 1964 the National Museum of Anthropology, Mexico
started inventorving its collections on an

automated syvstem

- 1967 the Museum Computer Network, based at the
University of Stony Brook was founded as a

collaborative effort

- 1969 Ttaly, the Ministry of Cultural and
Environmental Property started inventorying the

cultural heritage in the country
- 1970 the Netherlands started documenting ship

models 1n different maritime collections in the

count v
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- 1972 the Canadian Heritage Inventory Network
started as a centralised systems network for the
whole country with institutions being able to
choose optiéns from a package financed by the
Federal Government.(Roberts and Light 1980:

61-71; Sarasan and Neuner 1983: 5-8).

The above attempts to automate museum collection
records are only a few of those which arose at this
time. However all automation of museum records
developed in response to the problems of large
collections with manual systems which could not be
properly maintained, nor could they meet the demands

being made on them (Sarasan and Neuner 1983: 5-8).

In South Africa the profession was not untouched by
these developments. In 1973 Prof. John Grindlev,
then Director of the Port Elizabeth Museum, gave a
lecture on the computerisation of museum collections
at  the annual Southern Afrigan Museums Assoclation
Conference. As a result of the interest shown the
Southern African Museums Association Computer Group
was formally constituted at a meeting held 1In

October of that year.

The initi1al aims of the Computer Group were
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- to investigate data management systems, including

the setting up of pilot projects

- to 1nvestigate the availability of powerful

computer facilities

- to focus the attention of funding bodies on the

desirability of computer based data management.

- to investigate the cost of conventional museum

data systems

- to develop recording standards for different

dizciplines

- to recommend or develop standard terminologies for

use 1n different disciplines

- fo compile a directory of collections by subject
names of the collections and institutions
(Southern African Museums Assoclation.Computer

Group.Circular no.l 1973: 3-5 ).

In the late 1970's the Group attempt.ed
insuccessfully to launch various pilot schemes to

investlgate data management systems. It then changed



its brief to disseminate information on developments
elsewhere as well as co-ordinating and stimulating

a study of museum documentation.
In the early 1980's various projects were launched

- the development of Essential and Recommended
Information categories in different disciplines

for museum records

- a survey of the current state of documentation 1n

South African museums.

- a4 national seminar on Museum Documentation held

in 1983

- regular workshops on information and system

analysis

- membership of the International Committee of

Documentation

In 1383 the Group changed 1itsg name to the
Documentation Group and became a Standing Committec
of the Council. Prof Grindley served as Convenor
from 1972-1979 and the author served as Convenor and

later Chairman from 1979-1987.



In accordance with 1ts declared purpose, the Group
is serving as a focal point for stimulating interest
in, experimentation with and finally the
introduction of higher standards of collection

documentation in Southern African Museums {(Brain and

Erasmus © 1986: 30-31; Southern African Museums
Association. Computer Group. Circular 1973: 1-5;
Southern African Museums Association. Computer

Group. Circular 1979-1982: 9-33).
3.3 THE MUSEUM INFORMATION SYSTEM

" There has been a dramatic growth in awareness of
the 1importance of good documentation by museum
curators 1in the last twenty-five years" (Roberts and
Light 1980: 48). Roberts sums up the situation well
when he says " In recent vyears there has been
concern over the standard of existing collection
documentation.  Frequently 1t is found to be
lnadequate, being less det;iled, less reliable and
less well maintained than is desirable. Indexes if
any , are 1incomplete, badly maintained and little
used. Location details are cursory or out of date "
(Roberts 1985: 17). Though the above refers to
Roberts' experiences in Great Britain it is equally

valid for South Africa.
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For the purposes of this discussion the terms
"museum information system", "information system”
and "museum  documentation system” or just
"documentation system" should be regarded as
SYnonymous. In museum literature the term
"documentation  system” is currently the most
favoured, but because this author wishes to promote
the concept of the total information system for the
museum the term "museum information system” will be

used.

An information system is defined as the total of all
the procedures, methods and records which are used
to make available to the user in answer to a query,
all the information contained in museum collections
or needed for curatorial purposes (after Brown
1976 :5; Harrod 1971: 329; Langridge 1973: 23;
Roberts 1985: 25)., The system must be able to deal
with the documentation relating to the physical

collections such as 1tems, bibliographic, archival

and audio-visual material as well as the information

(associated and museological) relating to the
collections and the cultural and environmental
heritage of the community (Light, Roberts and
Stewart. 1986: 48; Roberts 1985: 25). It should

include all the procedures necessary to facilitate
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collection control, descriptive documentation,

subject documentation and information retrieval

(Roberts 1985: 25).

The scope of the museum information system has been

fundamentally altered over the last ten years by the

work of one organlsation, namely the Museum
Documentation Association of Great Britain. The
traditional concept of a documentation system

relates only to the documentation of items 1n
collections. Thils has been replaced by a concept
embracing collection and information documentation.
Light (1986) and Roberts (1985), both employed by
the MDA, call the latter support documentation.
Colluﬂtions.documentation includes the documentation
of both three dimensicnal items (collection 1items)
and two dimensional 1tems (bibliographic, archival
and audio-visual material) from the museums
collections. and support or information

documentation 1ncludes conservation documentation,

record photograph documentation, collection group
documentation, corporate body documentation, event
documentation and activity documentation. This

emphasises the 1mportance of different types of
information in the museum and the need to make this
data as readlly available as that of the collections

(Roberts 1985: 29).,



The 1issue has been further complicated by the
inclusion of bibliographic and archival material
within the sahe information system. Museums do have
collections of these materials as well, the
implication being that in an automated system all
collectién records are within the same data base.
The complication 1is caused by the standards for
these materials which are compiled by bodies other
than the museum profession. In South Africa the
standards for bibliographic materials are
maintained by the South African Institute of Library
and Information Sciences and SABINET. The standards
for archival material are  malntained by the
Processing Section of the Government Archives in

Pretoria.

3.4 THE PURPOSE OF THE MUSEUM INFORMATION SYSTEM

The purpose of such a system is to

- act as a repository of information about the
collection and its environment, both social and

natural
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- to allow access to the collection and 1its
information by exercising the control function
already mentioned and ensuring adequate access

points throuéh indexes

- providing a surrogate for the collection 1in

research and education

Within these very wide parameters it will include
the documentation of all physical collections, both
two and three dimensional and all information assets
such as the details of conservation practices,
record photographs and 1information about people,
places, events or activities relating to the
museun's community (Roberts and Light 1980: 44;

Roberts 1985: 25).

3.5 THE FUNCTIONS OF THE MUSEUM INFORMATION SYSTEM

The functions of. the museum information system are a
practical expression of the aims expressed above.

For instance the system assists in the

- care and control of the collections by providing
mechanisms and/or sources to help locate the
items, manage internal movements, external loans,

apply insurance and indemnification procedures,
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undertake stock control, respond to audit
enquiries, improve security, help reduce the risk
of loss and maintain details of conservation

(Light 1988: 48-49; Roberts 1985: 25).

These tasks are linked to the purpose for which a
collection 1s maintained in the museum and 1ts

management 1mplications.

- aiding 1n the use of the collections by helping
with preparation of publications and lectures,
providing resources for research and assisting
in the development of displays and exhibitions

(Light 1988: 48-49; Roberts 1985: 25).

These tasks are linked to the educational function

of the museum and 1ts social obligations.

- ai1ding 1n the preservation of information,
whether about items in the collection or of
interest to the museum by providing facilities for
1ts long-term storage and access (Light 1988:

48-49; Roberts 1985: 25-26).

These activities are linked to the preservation

function of the museum.



3.6 THE PROCEDURES OF THE MUSEUM INFORMATION SYSTEM

In the past the procedures for museum documentation

were brief and simple. They were usually

- entry procedures (especially in history museums)

- accessioning or registration procedures

- procedures for the creation of a permanent
record (cataloguing, descriptive documentation,

or the crcation of a record) .

- the indexing procedures for the permanent
record (1ndexing,classification, or subject
documentiation) (Allen,Owen, and Wallis 1960

10-51 ; Burcaw 1975: 84-92; Chenhall 1975:
13-18; Dudley and Wilkinson 1979: 3-198; Lewis

L976: 141-164 ; MacBeath and Gooding 1969:

49-58).
In broad outline these procedures include  the
following activities and the «creation of  the

following records
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3.6.1 Entry procedures

Museums acquire objects by various means for
incorporation 1nto their collections: sometimes
gifts from the public, loans from other institutions
or requests for 1dentification from the public.
These éfocedures are a means of coping with the
material and ensuring 1t 1is properly processed
whatever the reason for 1ts presence (Dudley and
Wilkinson 1979: 13; Museum Documentation Association

1980d: 12).

Every 1tem entering the museum should be properly
recelpted (Museum Documentation Association 1980d:
12), a temporary label attached to it and it should
be entered 1in a register which records information
such as the identifying number, date of recelipt,
from whom received {name, address and telephone
number), purpose of receipt (gift, purchase, loan,
identification etc.); a brief description
1dentifying the item and anyv  known historical
information; the action taken, {1including temporary
storage location); accession number (if accepted

into the collection); muzecum authority; and a signcd

I

statement by the depositor,accepting the conditions



of deposit (Dudley and Wilkinson 1979: 13-16;
MacBeath and Gooding 1969: 50; Museum Documentation

Association 1980d: 12-15)

The register used during the entry procedure may be
42 field notebook containing the field number and
information gathered during the field trip, or a
"day book" kept 1n the museum, often at the front
desk (Allen, Owen and Wallis 1960: 40-44; Burcaw

1975: 81-86; Guthe 1970: n.p.).

2.6.2 Accesslionlng procedures

These are the procedures relating to the allocation
of an accessiong number to an item or group of items
and the recording of the details of the number and
the 1tem 1n an  accessions book or register. The
details of the i1tem are entered into the register,
the number 1s attached or inscribed on the item, a
form 15 completed ensuring that a transfer of title
15 cffected and that the historical details of the
item are recorded (Allen,Owen and Wallis 1960:
10-45; Dudley and Wilkinson 1979: 21-30; MacBeath,

and Gooding 1969: 50-54; Museum 1980d: 15-20).
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The accession number 1s a unigque number which 1s
assigned permanently to the item in the museum. It
is the link between the item and its information,
establishing the museum's legal right to the object
and helping future management, control and
gtilization of the item. It 1is usually composed of
several different elements. It may be a straight
serial number, or prefixed by the museum's code,
sither numeric or alphabetic, or it may be three
part, consisting of the year, the month and a serial
number (Dudley and Wilkinson 1979: 22-27; Guthe
1970: n.p.) The resulting number 1s known variously
45  the identity number, (Roberts and Light 1980:
16-47: Guthe 1970: n.p.), accession number (Lewls
1976 112), or registration number (Burcaw L1975:
91). It is a permanent identity number and 13
usually assigned sequentially to the objects as they
enter the collcction. It is affixed permanently to
the object and appears on all records relating to

the item. (Roberts and Light 1980: 46-47).

The accession register 1s  the book 1n which the
number and the item information 1is recordéd. It mav
be regarded as a minimum content record (recording
the barest  essentials of  the information which
accompanted  the 1ttem) or a maximum content record

(recording all known information about the item).
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The categories of information which are commonly
rceorded  are accession number, date received, from
whom received, method of acquilsition, basic
1dentification and description, condition and
digspo=al. Where the accessions register also acts as
a locations list there 1s a category for location,

storage or exhibition as well ( Guthe 1970: n.p.).

The accesslons regilster may be a bound book with rag
paper leaves and each page numbered sequentially or
Lt may be 3 fi1le with each page typed in and a lock
mechanism on the file to prevent pages beilng
removed. The bound book 1is the preferred format
(Dudlev and Wilkinson 1979: 30; Guthe 1970: n.p.;
Lewis  1976: 143-14%9). In small institutions the
accesslons reglster 1s  frequently the only form of
record-keeping  observed. It acts as the total

information svstem.

6.3 Procedurcs for the creation of a permanent

record

A permanent record must be prepared for every ltem
v the collection. Tt is  the master record for
tnformation relating to the item, recording all that
ts known about bthe item or providing pointers a5 .

wheve 1t can be  acquired. The permanent record

v -
Pt

_50_



the primary source of reference wused to answer
enquiries about the collection (Dudley and Wilkinson
1979: 31-32; Museum Documentation Association 1980d:

20-223).

The creation of the permanent surrogate record 1s
usually done under category headings within the four
main types of i1information identified for muscum
records, namely 1dentification information, 1inherent
information, associated information, and management
information. The requirements for each discipline
are outlined 1n the Essential and Recommended
Information Category lists promulgated by the
Southern African Museum Association Documentation
Group. The requirements of each discipline ar

different, hence the 1individualistic approach.
(Seouthern African Museums Association. Documentat ion

Croup. 1987).

The itnformation may be written up in manuscript ont

ards or first written in rough and then typed onto
clean record  sheets or cards, or enteredldirectly
into the computer record (Burcaw 1975: 85-86¢; Guthe

1970: n.p.).



The item record is the permanent record of the 1t.om,
recording "evervthing known about 1it, whether fact,
tradition, or hearsay" (Guthe 1970: n.p.). In
historv evefything about an object 1includaos
information about its production, people who have
used, owned, or altered it, places where 1t has been
made, uséd, sold, bought, or displayed, temporal

associations of dates made, used, sold, and times of

year when this occurrred; detailed physical
description, name and classification (Muscum
Associlatlion 1976a-1976h; Transvaal Provincial
Administration 1974; Transvaal Provincial

Addministration 1977). For locality everything mav
include 1ts number, location, physical description,
a description of 1its I1Importance, and relat :d
documents or 1tems {(Museums Association 1977,
Southern African Museums Association. Documentation
Group. 1987) For a document everything may include
a standard bibliographic reference; its production,
ownership, acquisition, phys;cal description and an
analyvsis of 1ts contents (Anglo American cataloguing

rinles  1967) (Here after referred to as AACR 2).

The recording format used for descriptive
documentation will reflect the decisions taloen
regqarding Lhe record content, identification, dept b,

-1
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for internal use in one 1nstitution (Burcaw 1975:
91: Chenhall 1975: 8-9; Guthe 1970: n.p.) or 1t mayv

he designed as a service to a group of museums

{Lewls 1976: 150-156; Museum Documentation
Association 1980c¢; Transvaal Provincial
Administration 1977: v.1-5) The factors which
should - be considered during descriptive

documentation are discuszed in detail in Chapter 8:

Descriptive Documentation.

Anv system should make provision for the continuod
malintenance of the master record. Incvitably, new

information will accruce to the item over the vearsz.

T 1s essential that the master record should alwavs

be maintalned as the primary up-to-date source of

information about the 1tem (Museum Documentation

Associlation 1980d: 26).

3.6.4 Procedures for the creation of supplementary

The final step tn fhe docimentation procedure is the
creation  of supplementary indexes or accoss poilnts
Fo the Ltem.  The  btvpe  creatoed will depend on the
diccipline concerned.  TL mav be according  to ittemn

name,  subject,  classificatory Jrouplng, associated



information such as people, places, dates, or events
sssociated with the item, or management information

such as donor, or storage location.

Most museums with a manual system are restricted to
proeparing only three or four basic indexes, due to
the high  labour costs involved. The MDA recommends
that an acguisition (donor) 1index, 1tem name or
classification 1index and a storage location index be
regarded as the minilmum requlrements (Museum

Documentation Assoclation 1980d: 24).

for museums with access to a computerised system a
wider range of 1indexes can be produced. The specific
ones  made  will depend on  the discipline concerned
(Museum Documentation Association 1980c¢: 24)., If
the system 1s computerised, indexes can be produced
at a very low cost: the number not affecting the
cost (Cutbill 1973a: n.p.). For instance a history
maseum can have indexes to dates, localities, people

or events assoclated with the item.

2.6.5 Exit procedures

and finally provision should be made in the museum's
documentation procedures for items which leave thoe

collection  either temporarily or permanentlv. The



need for these procedures may be caused by the loan
of an item to another institution, the loss of an
item due to theft or destruction by natural forces,
(e.g. insect damage), or its return to a former
owner, all of which cause it to be deaccessioned
(Dudley and Wilkinson 1979: 18-19; Lewis 197¢:
133—136;  MacBeath and Gooding 1969: 58; Museum
Documentation Association 19804d: 32; Roberts 1985:

85-88) .

3.7 SUPPLEMENTARY INFORMATION

The information system must also make provision for
the preservation and access to other types of
information such as confidential, transitory or just
large amounts of additional information which cannot
or should not be accumulated on the main record
(Museum Documentation Association 1980d: 24-26).

These may be housed 1n a separate series of files

according to their nature e.g. confidential
information files, loan files or additional
information files (Dudley and Wilkinson 1979:

34-40;  MacBeath and Gooding 1969: 54-56; Museum

Documentation Association 1980d: 24-26).



7.8 CONCLUSION

In the past, surveys have revealed that many museums
have only an accesslons register, a few have
catalogues of permanent master records and may have
one or th indexes. Frequently these are not up to
date, as Roberts (1985: 17) states "...for many
collections there may only be one set of fading
manuscript records, the security control over which
may be szuperficial. Any 1ndexes which have been
prepared from these records may be incomplete, badly
maintained and little used. The records may not have
been annotated in the event of a loss, disposal or
transfer of an  1tem from the permanent collectian.

Location details mav be cursory or out of date”

Museums arc fully aware of the 1inadequacies of past
record- Keeping  practice and are now intent on
correcting  the situation. But it is onlv now that
general theoretical principles are being framed. To
date only certain parts of this problem have been

addressed.



CHAPTER 4

THE QUANDARY OF MUSEUM DOCUMENTATION

4.1 INTRODUCTION

The advént of automation excited the museum world
with its possible applications. But failure of many
of the early projects showed that there were serious
problems inherent 1in the wuse of the "wonder

machine” in the museum.

The greatest problem was that the museum fraternity
had not looked far enough to see the background to
the use of automation. No studies had been done to
determine the exact nature of a museum documentation
system, what was required of 1t or what problems
would be encountered in achieving the desired end.
Fuperience ralsed 9questions, highlighted problems

and provided solutions.

At the root of all the problems is the museum's need
for extensive output from an information system. But
inherent  aspects of museum records such as their

)

very large volume and complexity have in the past

been a hindrance  in achieving this. Museums have a



relatively low 1tem acquisition and movement ratc
(approximately 1% per annum) which does not
encoulrage a major investment in automated entry,
acquisition and circulation control systems ( 1n
contrast to libraries ) (Roberts 1985: 16).

However, pressure for,inter alila

- access to large numbers of inherited and
undocumented collections (particularly 1in the

U.K.)

- expanded education and research use of the

collections

- accountability for collections in public
Lnztitutions have forced museums to continue
their attempts to harness automation

successfully (Sarasan and Neuner 1983: 9).

4.2 IPEATURES

The features which a museum documentation svshtem
should exhibit have been best summarised by Roberts
and Light (1980: 45-46). In order to meet the needs
of the uszer, whether 1t be the curator, researcher,
or dgeneral public, the system must be able to

accommodate a3 nunber of features.
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It must be able to accommodate any number of records
of any size. Museums vary 1in the size of their
holdings from several hundred to several million. It
would seem a pity to have to redo the entire
museum's documentation at any point because the
documentation system no longer functioned for the
larger cbllections. The system should also be able
to accommodate a record of any size. Some records
are only a few characters in length while others are
thousandsg of characters long. The system should also
not require a large investment of staff time. Few
museums have staff whose sole responsibility is the
documentation system, so any system must be casy to
maintain with a maximum return for a minimum

investment of time and expertise.

This situation 1s definitely true at present
although 1t 1s hoped that the continuing study of
and publication about documentation in a variety of
museum  publications will raise the level of
awareness of the profession as a whole regarding
documentation. This should lead in time to greater
demands being made on the documentation systems and
prossure being created for specialised staff to deal

with 1t. Such an lmportant function should
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definitelv not be relegated to a minor position
among the curatorial responsibilities, as happens at

the moment.

It should also be easy to access the information
recquired from thé system and yet sensitive or
confidential information should be protected. This
can be déne by placing such data in another record
to which the public do not have access or by not
allowing the public direct access to the
documentation system, which would place a heavy

service load on the staff.

The svstem should pay attention to the security of
the data. There should be control measures which
will prevent the removal of entire records or
alteration of data on extant records. Again the
method employed should not rely entirely on the
integrity of one staff member only. Spreading the
responz1bllity for data security makes 1t more

difficult for falsification to occur.

In order Lo meet the museum's information need 1Lt
must be able to provide information on 4 wide
variety of  toples  and be able to cross referconce
between  different types of data so  that related

material can be traced.,

0]
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4.3 PROBLLEMS

Over the vyears many problems have been identified in
museum documentation which have greatly influenced
the progress made towards automation, and the
success of different projects. A number of features
of museuh documentation systems were not conszidered
in the 1960's when automation of collection records

were first initiated.

4.3.1 THE NATURE OF COLLECTION ITEMS

The most. basic problem in an automated information
system was'  provided by the collection items
themselves, l.e. thelr uniqueness.(Roberts and Light
198¢0: 58). Items are collected as visible evidenceo
of the natural or cultural environment of man, so
that 1t 15 either the physical fabric which is
unique ,  or the information associated with it, or
Both. This means that each item must be recorded
separdtely. In the United Kingdom alone there are
estimated  to be over 500 million items in muscums
(Puberts and Light 1980: 58); in South Africa a very
conservaflve estimate 1s 20 million items (Immelman
tntdr 201).  This is in contrast to the libraries

whioh can consider co-operative cataloguing.
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4.3.2 THE SIZE AND NATURE OF THE RECORDS

The nature of museum data has been studied and was
found to be verbal rather than statistical, variable
rather than constant and dynamic rather than static.
Any documentation system must be able to support its
complex.and dynamic nature. (Roberts and Light 1980:
58). This 15 1n direct opposition to what was
expected. Museum records were seen to be static,
because with manual systems the effort needed to

effect changes discouraged one from starting.

D

The s1ze of the individual records were alsoc found
to be a problem, because an item record can vary
from 200 to 2000 byte. The large range in size of
record and the dvnamism  of the record, which is an
lnevitable result  of  the upgrading of museum
documenfation practice, makes museum records very
different from library records which remain stablo
once  created (Roberts and Light 1980: 58: Roberts

1985: 17).



1.3.23 DISCIPLINE RELATED PROBLEMS IN DOCUMENTATION

The wide variety of disciplines found 1in museums
present problems in documentation, particularly
where an inter-disciplinary, multi-media information
svstem 19 requlred. These problems are the same 1in
all disciplines, but a varying extent of solution
has been reached 1n each discipline,and with each
problem. The problems are concerned with the
classification, nomenclature and physical

description systems used during documentation.

4.3.3.]1 Nomenclature svstems

The nomenclature of museum items is one area in
which problems occur because of a lack of standards

in some  disciplines. In  the Natural Sciences the

nomenclature  of  1tems 1s governed by the Linnaecan
system  and the international codes in each
discipline. Unfortunately there is no gencral,

Internationally accepted system of nomenclature in
the Human Sciences. The publication of "Nomenclature
for museum cataloging :  a system for classifving
man-made  abjectg" by R.G. Chenhall (1978) and

"Sooral  History and Industrial Classification"”
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published by the University of Sheffield, Centre for
English Cultural Tradition and Language are both

brave attempts to fill this vacuum.

Individual attempts by institutions such as the
Museum of English Rural Life at the University of
Reading  and  the system used at  the Pitt-Rivers
Muszeum, bxford or that of E.M.Shaw for ethnographv
used at the South African Museum, Cape Town are all
possible solutions to the problem. These lists are
for the internal wuse 1n the institution concerned
and rcflect the bias of their own collections. They
are all lists of object types within certaln
classification groupings. While useful, they often
prove difficult to transfer to other collections in

other 1nstitutions.

The i1dea of lists of object names has been expanded
during the last few years in projects which have
4arisen independently in different parts of the world
e .y USA, Norway, Italy and France. Object names
are recorded along  with pictures of the object,
definitions or descriptions of the item and lists of
synonyme . (Immelman  1980:  3; Light 1986: 23:-256

- ’

257-276).
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1.3.3.2 Classification standards

The classification category of an item 1s, along
with 1its name, the accession number and donor's name
one of the most 1mportant access points 1n a museum
inf. rmation svstem. In the Natural Sciences there
are 1nternationally established systems which are
closely linked to the nomenclature wused and there
are international bodies to deal with disputes and
arbitrate on new 1deas. In the Human Sciences no
such generally accepted classification scheme
exist o, although the 1n-house systems already
mentioned  could form the basis of such a schene.
Thiz question will be looked at in greater detail in
the discussion on subject documentation. This 13 a

problem to be noted.

4.23.4 MANAGEMENT PRACTICES

In the past the management aspect of documentation
in countries falling under the influence of museum
practice  1n Great Britailn, was to have one person
responsible for all aspects of a collection L...

acdqulisition, research, documentation, and
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interpretation. This frequently led to a very heavy
load on the curator, which in turn affected the

standard of documentation practice.

ds collections grew the museum's documentation
svstem  often could not accommodate the increased
number of records and needs of its users. Some
features of the basic system were often abandoned,
while new ones were added. The added features often
reflected the personal research interests and tastes
of the current curators 1in charge rather than
attenpts to design a consistent, cohesive system of
decumentation.  As time went by the system often
became so cumbersome that 1t could not be properly

maintaincd. (Sarasan and Neuner 1983: 16-17).

In many muszceuams 3 weak documentation system 1is not
noticed because of a strong staff who have been
therc for many years and know the collections Very
well. For 1nstance the precise location of a storage
arca s nob written down because all the staff kiow
where 1t 15, Without the additional knowledge of
stafl the svstem does not lead a user to the item in
i reasonable period of time nor does it interrelate
ar cross reference between items. This works as long

-

a5 Ebhe 1nformation needs are low and there 1is little

change of  staff. The departure of staff oftfon



results in a loss of

svsbtems, location of

information.

the ratiocnale

1tems

faced with

behind filing

and even collection

unexplained systems

New staff are then

“nd handwritten records. They have the choice of
either malntalnlng the inadequate systems or
replacing them with new systems. (Sarasan and
Neuner 1982: 17). The latter is often done and not
completed due to pressure of other work. Therein

lies the danger of redoing

1.2.5 PROFCSIONAL PRACTICE

Increased professionalism
also stimulated the growth

TS ¢ U documentation.

svstems worled satilisfactorily so no-one

at  them more closely. It

came 1nto the

problems and a closer look

a5 the underlying

of

units
vocabulary and  svntax

1983 17- 200,
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4.3.5.1 Data Standards

When museums first began computerising their records
there was no general standard available for museum
data. The information categories in each discipline
were lisﬁed and the data entered accordingly, being

linked where desired by the program. This was the

approach used, for instance, by the Canadian
Heritage Information Network (National Museums of
Canada, 1977, 1978, 1979) or the Smithsonian

Institute (Chenhall 1975: 93-95). This was the
logical approach to wuse for a single 1nstitute or

organisation. It was also the easiest.

In the United Kingdom a different approach was used
bv the Information Retrieval Group of the Museums
Association which represented the documentation
interests of a wide variety of museums and different
funding bodies. As IRGMA could neither dictate the
documentation practice nor the funding or facilitiesg
available to an institution an attempt was made
to develop a multi-disciplinary, hierarchical data
standard which could accommodate any tvpe of
museum record. This was considerably more ambitious
than anythiling attempted up to that time. (Lewls

1377: 11, Musecum Documentation Association 1980a)



The data standard defines the data categorics and
the relationship between these categories (Chenhall
and Uomulos, 1978: 205-212; Roberts and Light 1980:
47-48; Roberts 1985:43). The categories are grouped
logically meaning that the links between them ave

implicit © in the data structure rather than built

into the program.

There mav be a standard for each common type of
information of interest to the museum e.g. object
documentation, or locality documentation or separate
standards may be adopted for convenient groupings of
information such as individual disciplines or
departments. The comprehensive data standard
faci1litates 1inter-disciplinary data manipulation,
but 1t requires a greater degree of centr:l

co-ordination (Roberts 1985: 43).

The general data standard can be based on existirc
published documents such as the MDA  Musacun
Documentation Standard for Object Documentation or
the MARC (and the SAMARC ) adaptation for
bibliographic documentation. Each standard iz 'vn
used  for the relevant 1tem records 1in  the

collections {(Museum Documentation Azsociation
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1980a; International Federation of Library
Associations 1980; Roberts and Light 1980: 47-48;

Roberts 1985: 43-44).

The use of the data standard will ensure that the
context of the dat§ 1s retained, for example a date
in an acquisition context is very different from
one 1n a history context. Roberts (1985: 43) points
out that a full data standard potentially includes
hundreds of categories; that the system should not
impose any limitations on the number of different
categories allowed within a record and that the
standard should allow for the addition of
categories. The Documentation Group of SAMA has
developed a proposed standard which 1is still being

tested {Southern African Museums Assoclation.

N

l

Documentation Group 1987).

The next step in standardisation is to determine the
data categories to be recorded for each discipline.
Every project to automate museum records has forced
the project leader to make lists of data categoriles
which may be recorded for each discipline. An

example are the listings of the Canadian Heritage

Information Network (National Museums of Canada
1976a-1%76¢e) or the record cards of the Museum
Documentation Assaciation (Museums Associlation
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1976a-1976h, and Museum Documentation Association
1977). The MDA and CHIN listings form standards for

these geographical areas.
The 1dea of a standard for information categories
was re-inforced at the ICOM - CIDOC general meeting
in 1978 which recommended that certain categories
of information be regarded as the minimum which
should be recorded (Olcina 1978: 218 -220). They are

- Institution name (museum and country name )

- Accession or registration number

- Mode or method of acquisition

- Date of acquisition

- Suvurce of acguisition

- Common object name ( in local language )

- Classi1fied object name and classification

system

- Descriptioan
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- History

This idea was enlarged on by the SAMA Documentation
Group to derive both Essential and Recommended
Information Categorles for all the disciplines found
within the Association. These were arrived at
through the co-operation and with the consent of the
specialist, discipline sections of the Association.

(Immelman 1981: 13 - 23; 1982a: 11-19; 1982b: 8-12).

Apart from the disciplines found in the museum there
are also bilbliographic and archival materials for
which the relevant standards have to be used. These
standards alreadvy exist and where ©possible the
muscumn should use them. For bibliographic material
the standards of the South African Institute for
Library and Information Sciences embodied in SAMARC
and tlie Anglo American Cataloguing Code, (hereafter
veferred to as  the AACR  2), 2nd edition, 1976,
should be followed. SAMA Documentation Group refors
interested members to these two sources and to the
activitics of SABINET (Wells 1979; International

Cederation of Library Associations 1980).



The standards for archival material «can be taken
from those used by the archival profession.(Evans
M.J. and L.B. Weber 1985: 2v). In South Africa the
Government Archives have developed an extensive
svstem, the wuse of which is freely available to

museums. (M.Olivier 1980: 28 - 33).

Standards for the so-called support documentation
and information documentation such as locality or
biography or event, have as vyet received scant
attention in museum literature although their
lmportance 1S recognised (Museum Documentation
Assoclation 1980a; Roberts and Light 1980: 48;
Roberts 1985: 44). It would appear that these data
categories  can generally be fitted into the
euisting data  standards, according to superficial
Lests conducted by the author on  the SAMA Data

Standard.

In the final analvsis the data standards that the
museum adopts should be in line with the input and
output  requirements decided on by the institution.
For instance if it 1s decided that the museum wishes
Fo exchange information with other institutions it

muszt see that its data ig compatible with theirs.
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1.2.5.2 Terminology control

A lack of tﬁe controls required by automated data
processing 1n most museum information systems
resulted in some of the problems discussed
previousl&. In automated data processing there 1s a
need to place constraints on the form and content of
the data fields to make them more precise and
consistent, to facilitate automated information
retrieval. These constraints are called terminology
control and can be divided into control of the form

o f

ot

he data field, called syntax control and contraol

]

of the content of the data field, called vocabulary

T
]

control (Museum Documentation Association 1980d: 52;

Sarasan and  Neuner 1983: 18). Non-application of
these  two controls 1n  early projects resulted in
MUuseumns finding themselves with Maszes of

computerised  data  that are substantiallvy unusable
for data vetrieval purposes because the data was not
dividaed up  into clearly labelled wunits which the
machine could recognise when required to retrieve
tnformation. Some museums have been forced to start
over, while others have spent large amounts of time
and moncy attempting  to reorganise the data 1into 3

nsable form (Sarasan and Neuner 1983: 19).
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4.2.5.2.1 Svntax control : Syntax control is the
control of the order 1n which data elements 1n a
field are entered. For instance, entering a personal
name with the surname first, followed byv the

initials and the honorific.

The negessity for syntax control underlay the
development of the so-called "common data
categories" for the names of people, places, dates,
dimensionsg, or documentary references which occur

ropeatedly in different contexts within the record.
The SAMA Dceccumentation Group has developed standards
for the namcs of people, dates and locality
recording within a record. (Locality reccrds, per
s, will 1nclude this information and further
contextual data depending on the use made of them).
These standards were accepted at the annual general
meeting of the Assoclation in Pietermaritzburg in
1967, (Southern African Museums Association.

Documentation Group. 1987)

These  anternal  svntax  rules can also be bazcd on
published documents such as the standards of the
International Standards Organisation for datos (IS0
2004, 1976 ) or the recommendation regarding the
recording  of  bibliographic material in the AACD

(Le78). The required standard form will probably
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partly be determined by indexing requirements which
place the significant part of the concept to the
front of an 1ndex term sgso that it sorts ;nto A
usable alphabetical order (Roberts 1985: 46). The
system should also be able to redisplay information
according to the purpose for which it is required
l1.ez. the order of information needed for an index
will differ from that for a report. Because
collection documentation has wusually accumulated
over decades and 1s not standardised, almost every

data field would benefit from syntax control

(Roberts 1985: 45-46; Sarasan and Neuner 1983: 19).

4.2.5.2.2 Vocabulary control : Vocabulary control is

the control of the content of, or vocabulary used in
each data field  (Museum Documentation Association
1980d: 53; Sarasan and Neuner 1983: 18). For exanple
the dal.e field "method of acquisition" can Dbe
limited to two or three terms such as gift,
purchase, bequest, or field collected (Sarasan and
Neuner L982: 18). Naturally, this 1s closely
Linti~d  to nomenclature for objects, being the
application of the same concept to all data fields
wnoa record, not only the name of an item. This type
nf  vocabulary control can be an institutional

natter,  shared among a group or promulgated by the

national association. All these approaches have beoeoo

8!
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used 1in different parts of the world. The MDA, 4
national organisation, left the development of this
tvpe of vocabulary control to individual
institutions.  The areas where it should be
instituted are indicated in the recording manuals,
but the decision on what or how it should be done
resides with each museum (Museum Documentation
Association 19380d: 53). In contrast to this
approach the Transvaal Provincial Museum Service, a
regional organisation, clearly defines the terms
that should be used. {(Transvaal Provincial

Administration 1977: v.2, 3, 4).

4.4 CONCLUSION

These problems  have been identified through trial
and error by the international museum community. The
recognition of them has assisted the design of
better syvslems  since then. These later systems
elther take factors such as the complexity of the
record into sccount or steps are taken to ovorcome
them,  for  example  the typology project of the

Transvaal Provincial Museum Service.
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CHAPTER 5

SYSTEMS AND SOLUTIONS

5.1 INTRODUCTION

The problems discussed in the previous chapter
exvisted in museums long before documentation became
an 1ssue in museum practice, but they were
unrecognised because the prevailing documentation
methods were deemed satisfactory. Later when
museums tried to automate their collection records,
problems occurred because the museum world had not
first examined and analysed the documentation system
from a theoretical point of view. 1In attempting to
solve the problems mentioned in the previous chapter
1t would have been of benefit to the museum world to
have looked at systems theory first in order to
realise the full 1mplications of a properly

developed documentation system.

A system has been defined as an assemblage or set of
connected parts that work together to accomplish a
unlfied purpose or objective (Kanter 1972: 14; Kirk
L972: 1; Ross 1970: 41). And it has four elements,

Lnput, processing, output and feedback (Kanter 1972:



14). A documentation system qualifies wunder this
definition. However if the systems concept 1s
applied to the museum as a whole 1t too is seen to
be a system and the documentation system 1s but a
subsystem within the whole, which affects every

sphere of the museum.

In recent years there has been a tendency to view
organisations as living entities which function
according to certain systems, comparable to the
muscular or velnous system of the body. The
information system of the institution 1s such a
system within the museum. (Bergengren 1978: 213;
Cameron 1970/71: 15-17; Sher 1978: 133). It relates
to the collccting, conservation, research and
educational activities of the museum. An information
system 1s alwavs composed of  subsystems relating to
collection records, management, planning and fiscal
control. The problems 1n early museum automation

projects were experienced in exactly these areas.

It 1s postulated by the author that the
documentation systems of old have become the
information  systems of the present in the museum
which rontribute to  sound collections management .
Put oas Homules (1288: 47) states: " without a cloar

- | g o P R 1
and  precise  understanding  of the functions or



activities a system 1is expected to support 1t 1s
unlikely that the system will succeed. It is equally
unlikely that today's set of activities will remain

unchanged over time".

A brief examination of the characteristics of
systems fmight help one to avoid these problems 1n
futﬁre. The characteristics of the museumn
information system can best be examined within the
framework of the elements of an information system.
i.e. 1nput, processing, output, feedback and the
systems characteristics which are its requirements

and constraints.
5.2 SYSTEM ELEMENTS
5.2.1 INDPUTS

The first element of a system is the "input" . This
comprises all the external events which gencrate
information relevant to the system. It covers both
specific information fed into the system and any

activities which are external stimuli associated

with the system (Kirk 1973: 5).



The input 1n a museum information system 1s all the
data relating to information units and to actual and
potential activities which affect those objects
(Light 1988: 49). The information may already be 1n
the system, or it may potentially become part of the
svstem, such as new data brought to 1light by

research (Kent 1966: 24; Kirk 1973: 5).

The input process calls for the coding or formatting
of such information so that the system can recognisec
and vrespond to 1t. The coding or formatting 1is a
stimulus tov the system. It must be done at source
rather than left to i1ntermediate aspects of the
1nput  svstem (Kirk 1973: 5). In the museum this
mcans that the information must be formatted before
1t can be 1nput, rather than input in an unorganised
fashion. This was one of the early problems in

museum computerisation.

The data input can be handled in a number of ways.
In manual svstems a form can be completed from which
fvped cards are created which can be duplicated to
provide multiple access points. In  an automated
svstem 3 form 15 also used, either to be complet..

by the reszsponsible officer in manuscript and 1input



by a data typist or input directly with the form
being the input screen 1n an on-line system (Lewis

1976: 150; Kent 1966: 30-79).

In early automated systems in museums, insufficient
attention was paid to the output requirements, which
are necegsary for determining the input, the manncr
of organising the data or the methods which exist to
streamline data entry and substantially reduce the
time and cost for inputting. Some museums have an
entry rate of 30-40 records an hour with 70%
accuracy while others have rates of 150-250 records
per hour  with  99%  accuracy using automated input

techniques (Sarasan and Neuner 1983: 29).
5.2.2 OUTPUTS

The output of a museum information system is the
information required for curation or control
purposes which it provides for the user (Light 1986:
L;  Roberts 1985: 25). The output sought will vary
from answering queries from staff and public to
seeklng actual information. All are met by accessing
the 1information contained in the record. Thisg
information is accessed in different wavs according

to whether a manual or an automated system 1s used.



Two basic techniques are used to access the
information, namely cross references and 1ndexcs
(this term 1s used very loosely to mean an ordered
sequence of catchwords). Cross references are a
useful technique for interrelating separate files or

entries 1n a manual or an automated system. Thesc

uzually * take the form of T"gee or see also

refereances (Kent 1966: 108 -109).

To function efficiently the cross references between
files and their contents should be complete. Data
referring to the same object should be consistently
recorded 1n all the applicable files. When data are
changed they should be changed everywhere they
appear, not just in  the main record and this can
most efficiently be done in an automated system.

(Roborts 1L98%:30-43) .

Sarasan and Neuner found in  an investigation of
muscum automation projects in the USA  in 1982 that
the network of cross references had broken down 1in
many manual  systems, 1f it had ever existed.
(Sarasan and Neuner 1983:19). Exactly the same
s1tuwition can be seen in  museum information systems

tn South Africa (Immelman 1984 : 202-203).



Indexes are created in a number of ways, malnly
hrough the use of catchwords which are then
incorporated into the record according to different

methods (Kent 1966: 108-109).

The need for a wide range of entry points relating
to a single record remains a basic problem in museum
documentation. Questions asked of the documentation
system do not fall into a small number of clearly
defined types, answerable by a few indexes or
catalogues. (Roberts and Light 1980: 58). For Human
Sciences collections 1t varies between 10 and 15
aCcess polints per record (M.Schulze 1986

pers.comm. ) .

In manual svstems 1ndexes or access to the record
135 created through a network of additional and
analvtical records which are organised in a variety
of sequences such as classified, alphabetical or

dictionary arrangements 1in an information system,

devoted to  a single type of collection e.gq.
amphiblans or a tvpe of entry, €.g. donor, or a
multi-dizciplinary information system in one

sequence. (Chan 1981: 77, 97). But no rmanual svstem

cxists with, for example, the ten or fifteen tndex

D

ntries  per 1tem, mentioned above. (Roberts and

Light 1980: 58; Roberts 1985: 53).



The creation of different indexes in an automated
system 1s an easy task which can be done
automatically; Cutbi1ll (1973: n.p.) found that the
ease with which an automated system created indexes
made 1t cost effective for use in a museum context
because it allowed better access to the collections

and therefore better use of them.

However on the question of system outputs it must be
emphasized that the institution's requirements will
be related to the disciplines represented 1in its
collections and the 1institution's own situation
le.g.public or research institution, collection

policy, educational activities and so on).
5.2.3 PROCESSING

The existence of a system presupposes that something

w1ill be done according to set methods, with the

information entered into the system (Kirk 1973: 2).
In the muscum these methods will be the
instructions for manipulating the 1information in

the system to produce the desired outputs for
curation or control of the collections and execution

of the museum's activities.



The procedures 1n the system will combine and
manipulate the input and the existing data base to
achleve specified results or outputs (Ross 1970:
188). In the museum 1nformation system Roberts
(1985: 34-34) distinguishes between initial
processing operations and subsequent processing

operations. The 1nitial processing operations are

- recording 1nformation when creating a new

record or supplementing an existing record

- entering information into a computer based

svstem

- editing information to correct errors

introduced during recording and data entry

- validating 1nformation by comparison with

standard terminology lists.
While the subsequent processing operations include:

- manlipulating input information into 3 standard

format

- merglng new records with existing records to

produce an updated main file

Qo



modifyving the records in this file to produce

an updated main file

inverting new records to produce entries
suitable for incorporation into index files or

printed indexes.

retrieving information from the main or index

files

sorting primary records, index entries and

retrieved information into standard sequences

displaving sorted records,index entries or
retrieved 1nformation on record or index

carde, computer terminals microfiche etc.
maintaining and storing secure copies of the
maln and 1ndex files for long-term

preservation

transferring information from the main files

to other parts of the system or other systems.

Q<97



Procedures must be established to deal with both
routine and anticipated non-routlne occurrences
(Kirlk 19723: 2). They must also be flexible enough to
sccommodate new systems that may arise as a result
of new problems (Ross 1970: 188). Procedures may
include programming, creation of the record, systems
design, :équipment set up, clerical operations and

man/machine interactions (Kirk 1973: 2).
5.2.4 FEEDBACK

The information system should always have a
feedback,/control mechanism built into it  which will
evaluate the performance of the system against 1ts
stated objectives. This will enable the system to be
self-correcting in the face of changing
circumstances.  (Ross 1970: 8). The feedback/contral
system collects, analyses, stores and displays
information required by people at different levels
in the organisation and outside it for different
purposes. The museum 1nformation system 1s unusual

ss to

o

in that outsiders are not usually given acc
information in an organlsation's information system.
The feedback/control mechanism will show both the
uccessges and the failures of the system. It can be

nsed in planning (Ross 1970 :101) .,



control 1s defined as the system function that
compares output to a predetermined standard, while
feedback 1s the function which provides information
on the deviafion between output and the control
standard and delivers this 1information to the

responsible manager (Ross 1970: 183). Roberts (1985:

16-98) 1s the only writer on museum information
systems, known to the author, who refers to
control in relation to the museum 1information

svestem. He saw 1t chiefly in relation to inventory
control and location control. This 1s yet another
aspect  of  the 1nformation system which usually
receives  scant  attention  in internally developed

museum 1nformation system.

5.3 SYSTEM REQUIREMENTS

These are the factors which must be present in order
for a system to exist in an institution. They can be
divided into the 1informational system requirements,
the managerial svstem requirements and the physical

FCsouUrces.



5.3.] INFORMATIONAL SYSTEM REQUIREMENTS

Informational system requirements are the
information itself and the data base which organises
it for the institution. Information 1s the single
most important factor in an information system (Ross

1970; 89). without it there would be no information

system.

Tnformation 1s any item of knowledge that 1s
considered useful or worthy of retention, 13
recorded, housed and arranged so that 1t  can be
communicated and used at a later date (Kent 1965:

21 1966 19; Orna and Pettit 1980: 3). From this
can be deducced that the information 1in the system
should be structured so that it can be organised and

retrieved (Ross 1970: 189).,

The information in the system will be derived from
the collection items, the museum's cultural and
environmental surroundings and the activities which
cause interaction between the two. Information from
both internal and external sources must be
sccommodated (Kanter 1972: 11). A record should also
be kept of all activities performed on the data

(Laght 1988: 51).



Apart from 1information the other informational
requirement of the system 1is a data base. The
information 1s held 1in a common store which 1s
called a data base or data bank. It is a unified
collection of structured information which can be
utilised * by different departments and people for
differenf purposes (Kanter 1972: 12; Ross 1970:
159). Kirk (1973: 4) defines a data base as a
logically organised arrangement of semi-permanent,
fairly accessible 1nformation which can be made

avallable either manually or mechanically.

The concept of a database 1is usually a collection of
all an institution's information held in one place,
so  that duplication and redundancy are avoided
(Ranter L972: 60; Ross 1970: 159) Information
concernlng  on-golng activities is captured once,
validated, and entered into the proper location in
the data base which avoids the creation of scparate
but duplicate records at different points in an
1nstitution when different activities use the same
data (Kanter 1972: 60). Different subdepartments can
be linked to  the common information store drawling

F o ‘ . :
from it only what they require e.g. the researcheor



on a museum collection will require different
information from the record to the conservator or

clerk recording loan transactions.

The museum has the choice of having an integrated,
multi-media, 1nterdisciplinary data base for all 1ts
collectiéns or establishing separate ones for e.ach
discipline or department. It is a policy decision
which wi1ll influence the form of information system
developed (record type, recording media, hardware,

software, and so on).
5.2.2 MANAGERIAL SYSTEM REQUIREMENTS

In an 1nformation system there are certain facets
which can be  called the managerial aspects, which
will affect the design of the system. The managerial

requirements are the objectives of the system, the

activitiog 1t 1s 1ntended to support, the
communications media use, the dynamism of the svstem
and finally the organisational structure used to

support the svstems objectives and activities.



5.3.2.1 Objectives

It is essential that the purpose or objectives of

the information system are clearly stated. It has

been phrased as "to provide each wuser with the
information neceded 1n a usable form when 1t 1s
required” (Ashworth 1976: 35). The more preciscly

the objectives are stated, the more effective will
be thelr 1implementation (Kirk 1973: 2). A lack of
clearly stated objectives has frequently been a
major cause for fallure of systems (Ross 1970: 274).
This 1n fact was one of the major stumbling blocks
of early museum information systems (Sarasan 1981:

49 .

For muscums then, 1f one accepts the objective
presentoed  earlier by Ashworth (1967: 35), the
objective  of  the museum information system 1s
service, although it can also act as a control
mechanism in Rhe use and care of the collections

(Roberts 1985: 1).



5.3.2.2 Activities

The activities that the information system should
support have been phrased by Roberts (1985: 25) as
assisting 1n the curation and control of the
collecti@n and its information. Couple this with the
service mandate discussed previously and 1t 1s seen

that the syvstem should help the user to

- ascertain the museum's holdings when an item
or 1nformation 1s sought under a gyeneral or

speciflc name

- enable the user to find the information unit
acither in a reference to its source or a

storage location

- assist the user in the choice of items for
display, education or research regardless of
whether these are sought according to their
physical nature or associated information.
(Roberts and Light 1980: 44; Light 1986: 48;

Roberts 1985: 25).



The system can also assist 1n
- establishing the legal ownership of the 1item
- controlling 1ts movements within the museum

- meeting the museum's obligations of

accountability

- recording the history of an item's use in the
muiseum
(Burcaw 1976: 84; Chenhall 1975: 17; Dudley
and Wilkinson 1979: 21; Lewis 1978: 150;

Roberts 1985: 25-26).

From the above 1t will be seen that the information
svstem  1s  expected to serve as  an  inventory of
collection, a finding list for locating collection

items and a research tool.

Within the rich wvariety of museums extant in the
world these activities take on particular nuances
peculiar to each  type of institution. Samples of

these activities are included below



In the natural historv museums the activities which

require information are

- control of the collections within the muscum

- the preparation of environmental 1mpact

assessments {Chenhall 1975: 17)

3

In a history museum the information requiring

activities are

- control of collections within the museum

- ability to locate the records of specific

D

objects

- creatilon of lists of items bv storage or

exhibition location

- summarised 1nformation for audit or insuran

purposes

(Chenhall 1975: 17).

In an art museum these needs are:

- to trace the works of one artist
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- to link bilographical details to art work

- to find material for arranging specilal

exhibitions

- to define works according to medium, subject,

or locality (Vance 1970: 206).

It will be necessary for the museum to have support
svstems such as finance, staff, egulipment and

procedures in order to achieve this.

5.3.2.3 Communication media

An meortant part of any information system 1s how
information is placed 1n the system's "memory" and
how 1t 1z obbtained again when required. This 1s the
"communlcation” aspect of an information system
(Ranter 1972: 153). A system must be able to receive
and transmit.  1nformation both internally and
externally so that the required information can be
tmparted to  the user when required (Kanter 1972:

158; Kirk 1972: 3).

Tlie communication system consists of the
communication media used at input and output and the

linkages  between  them.  (Kanter 1972: 158). The



communication media are the various physical media
nsed to  communicate information at  both input and
output, such as printouts, cards, type, spoken
words, signais, or lights (Kirk 1973: 4). The 1input
medium in the museum 1is usually a card, form or
kevboard, while the output medium can be punched or
magnetic‘tape, print-out or VDU (Kent 1966: 43-60,

86-103).

The linkages between the input-store-output sequence
can be manual or electronic. In a manual system the
means used to arrange the input units are usually
called a filing sequence and may be alphabetical or
systematic (Wynar 1980: 480-485). This is discussed
in  greater detail 1in Chapter 8: Descriptive
Documentation. But whichever method 1s used 1its
pPrimary purpose 1s  to ensure the easy retrieval of

information.

In an electronic system the linkage 1is provided
olectrically (Kanter 1972:  158).The communication
linkages form a network which ties the different
parts of the system together (Ross 1970: 67). In
large organisations the information needs are often
complex and decentralised, both geographically and
hierarchically. It 1s frequently an objective of tho

tnformation svstem to lntegrate these diverse



aspects  of  the organisation into a cohesive whole
through the sharing of 1information. Integration of
parts or functions of an organisation to each other
and to the whole 1s a vital aspect of the systems

apprcach 1in any museum (Ross 1970: 244).

5.3.2.,4.0rgan1sation

The design of an information system should be
integrated into the structure of the organisation it
15 1ntended to serve. Not only should the
information system itself have a well-~thought-out
structure, but 1t should be placed within the
structure of the organisation so that the right
information 1s available to the right staff at the

rrght Fime (Ross 1970: 189).

tirstly access to information in the system should
match the organisational and hierarchical staff
structure. For instance the clerk in charge of loans
should not necessarily have access to the price of
an item while the director should not find Ehat he
“annot  obtain the information needed for fiscal
¢ontrol or planning. (Ross 1970: 189). Each level of
the  organisation requires a different type  and

dogree of detail in order to execute their tasks.



Secondlv the information 1in the system should be
structured in such a way that it reflects the levels
of management and hence of detail required. (Ross
1870 189). Three levels of  management are
recognised, top, middle and operating, each of which
requlres specific types of information. Top
management are the director and heads of department
in a large museum, or just the director or curator
in a medium sized institution. They determine the
long and short range objectives of the organisation,
plan  and apportion the monetary, physical and

personnel resources (Kanter 1972: 180).

In the museum the information systems are still
concerned more with the details of item description
Ehan with the possible use of the system by top
managcment .  However, a well designed information
system would ensure that the top management 15
lmmediately aware of changes in, for instance, the
collection growth rates in a department because this
will affect accommodation and finance; or
differencesz 1in the type of collections being accrued
as this will affect policy, research and service

objectives.



The middle management are the senior personnoel
within any department 1in a large museum. They must
translate the objectives framed by top management
into specific plans and see that they are carried
out (Kanter 1972: 4). Control 1is a predominant
activity at this level. Middle management will use
the infugmation system to see that the collecting
policy is adhered to, that the research goals are
achieved and that fiscal policy is implemented. All
fhese aspects can be assisted by a well designed

informition system.

The operating management are the professional and
Eechnical staff in the museum who translate the
specific goals and programmes into finite and
spwcifjv’activities (Kanter 1972: 5). They requirc
specifilic and exact information from the information
system (Ranter 1972: 9). It is likely that operating
management will make the most use of the information
system to provide them with specific information on
collection  ltems and the activities in  which they

iave been used. (Kanter 1972: 9; Light 1988: 53).

The establishment of an  information system in the
museum must also  be accompanied by changes 1in the
organisational structure of the institution if it 13

- D

truly to  function as a central database for the



whole organisation. In the United Kingdom and areas
of British influence e.qg. old colonies,
documentation has never been considered a central
function of ‘the museum such as collection or
education. However 1in the USA the existence of a
central roglstration department appears to be the

norm (Dudley and Wilkinson 1979: 3).

But this 1s changing in the United Kingdom. The MDA
strongly advise the establishment of a central unit
to 1mplement policy and control the information

system (Light 1979:pers comm; Roberts 1985: 37).

@

N

s

V3]

This 1dea 1s obviously finding favour bec

4

scveral museums are changing their organisation to
place the collections management department and the
information svstem on a par with the research
departments (Ormond 1988: 111-115). This trend has
also  appeared 1n  Australia (Esau  1988: 152-156;
Wexlkamp 1988: 157-166) and in South Africa
(M.Holzcher 1989:pers  comm.). These changes all
emphaslse that the organisational structure of the
tnstitution should acknowledge the importance of the

information system in its functioning.
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5.3.2.5 Dvnamic nature

The single most important requirement of a svstem 1is
that 1t must possess the ability to withstand or
adapt to change be thils, 1n the environment (planncd
or predicted; from outside (through laws, and
regulations)  or  internally (as a result of new
objectives, management, decisions, changes of
equipment or personnel) (Kirk 1973: 4. The
investigations of museum information systems
conducted by the MDA has shown that they are and
must be  dynamic (Roberts and Light 1980: 45-16).
This natural dyvnamism 1s proved by the fact that
hey continue to  exist despite radical changes

thieir form and content caused by automation.

Roberts and Light (1980: 45-46) state that dynami=m
1z an ecssential feature of the system in that it
must Le able to accommodate records of any length,
that they must be able to accept additional data and

that the system must easily accommodate new
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5.3.3 PHYSICAL SYSTEM REQUIREMENTS

Finally there are certain physical resources which
nust be present in  order for an information system
to function. These are money, manpower, materials,

machines and facilities.

5.3.3.1 Finance

Finances are at  the heart of any operation where
income and expenditure must be balanced. However one
15 concerned in the museum with the monetary value
of Lnformation: 1t 1s the one serviceable commodity
which museums are not exploiting at all. Despite the
growiny importance of information there is as vet no
set of principles by which to balance the cost of
acguiring, storing and organising information
agalaszt  the value of using 1it, particularly 1in a
servics: sltuation. (Ross 1970: 189). Neither 1is
fhere a method available for comparing the cost of
information against the value received from
considering additional courses of action as a result
of the avallability of information (Ross 1979:
L79-190). Nor has new knowledge resulting from

research vet received a price tag.,

— 1A



In establishing a museum information system therc

are certain costs which cannot be avoided. They are
- the cost of acquiring data
- the cost of mailntaining data

- the cost of accessing data

(Kanter 1972: 12 ).

Since museums are wholly or partly publicly financed
thelr development will always be affected by
restrictions on central or local govefnment spendilng
{(Orna and Pettit 1980: 36). The chronically low
state of muscum finance affects two aspects of any
project to improve the information system. One 13
the budget available for the project and the other
1s the salary which can be paid specialist staflf

(Sarasan and Neuner 1983: 30-31).

Museum budgets cannot compete with salaries 1n the
private sector and so the museum cannot hire either
Fhe number or quality of staff needed . This factor
directly affects the quality of the resulting svystem
and 1s particularly important when the complexity
oI museun data 15 borne in mind (Sarasan 1981: 45).

The: actual budget, apart from the salaries means



that the museum faces formidable constraints 1in
developing an automated documentation system. Som:
funding from outside sources 1s available but the
low level of funding means that museum projects are
very susceptible to the effects of 1inflation,
personnel turnover or judgement error. Because
museums Have budget limitations they have a tendencvy
to look for bargains which can be disastrous 1n
automation. The importance of quality in both people
and cquipment for a successful project should not be

minimised (Sarasan and Neuner 1983: 31).

The personnel costs referred to include the hiring
of experts to set up the system, possibly new staff
Lo enable the museum to meet different requirements,
and th  training of existing staff to use the svstem
properiyv.  (Sarasan 1981: 45; Sarasan and Neuner
1982 30-31). The costs of extra staff such as that
emploved during the implementation phase of
automation to  input the backlog of the previous

documentation svstem, should also be borne in mind.

In muscums an  unanticipated cost of ovona
reelatively  wminor nature cannot easilv  be absorbed.

T4

mayv cause delavs or even halt the project.



When considering the financial aspects ot
information svstem, the planning should be able
state 1n clear financial terms the implicationsg

the followingA.

Development costs
- the costs of planning the new system
- the cost of obtaining the required expertise
- the cost of the required equipment

- the cost of training staff

(Roberts 1985: 151)
Co=t of acquiring the data
- how much data will be acquired ?
- will only current data be input ?

- will a programme be launched to capture data

retrospectively ?

- who will do it ? (salary implications)

— 1N _



0n

how will it be done ? (equipment implications)

of maintaining the data

how will it be maintained ? (equipment

jmplications)

who will be responsible for maintaining 1t ?

how will the maintenance be organised ? (staff

and organisational implications)

nf accessing data

who will have access to the data ? (staff and

maintenance considerations)

how will it be done ? (equilpment)

who will pav for computer time used during
operation 2 Will the individual departments be
allocated an extra sum above thelr normal
budget or will they have to meet it out of
their existing funds; or will they be charged
at all ? (Kanter 1972: 12; Roberts 198%: L1472,

142, I51; Sgquires 1970: 50)
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Other problems which will also influence finance

are

- who will determine the priority of requests for
computer time and assess the cost of such

recquests 7

- how will it be decided which requests should

be processed with which funds ?

- will visitors be assessed for the costs of

encquiries 7

- to what extent are visitors given free access

to the computer facility ?

(Petbtit L1979: pers. comm. )

A change 1n  svstem will also require a change in
budgetary procedures when compiling the estimates
for future vears as new and different materials will
probablv be used. Account should also be taken of
the offect 0 new system will have on the functioning
of the museum. [For instance a documentation systom
which can provide new facilities will mean an
increase in the use of these facilities and probably

 Jdemand for others.  In an  automated system this

<111 be reflected 1n greater computer operating
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costs or the need for extra staff to provide these
services. All these extra costs could well make
traditional manual methods the only type of svstem

which the museum could afford.

People  are  the most 1mportant resource 1n  any
information system (Kirk 1973: 1; Ross 1970: 1901,
People recognise the need for a new system, develop
and 1mplement 1t. The need for any information
svstem springs from the problems and requirements of
people  within  the organisation and should achicve
for these people the results they desire (Kirk 1973

L.

Problems ave no respecters of lines of organisation,
authority or departmental Jjurisdiction, therefore
the people 1avolved 1n  the development of the
information system should be drawn from all
departments  and levels of organisation. They must
worlh as a team, on an integrated basis to achieve
Fhe result desired (Kirk 1973: 1). The success or
farlure vf a syvstem 1is often determined by the
people 1n 1t and their attitudes. It is essential
Ehat the udminiztration and top management of the

mlzcum support the project since a4  negative



attitude at this level will affect all the staff and

serve  as a deterrent 1in the development and
excellence of the system developed (Kirk 1973: 25
-30; Sarasan and Neuner 1983: 13-14).

Ignorance on  the part of museum staff, of

technology, information science and systems analvsis
in the A[ast has led the museum world to make
mistakes and experience problems in the automation
projects which have been undertaken, and which
~ould have been avoided (Sarasan and Neuner 10871:
L2, For 1nstance this 1ignorance led to the
tnvestigation of the nature of museum data only 1n
the late 1970's, nearly 20 vyears after the first
projects wera started. (Sarasan and Neuner 1983: 17;

Roboerts 1985: 37-38).

Part of the sensible planning for an information
svstem 15 to study the personnel needs of the system
at  differont stages of the development ..
planning, lmplementation, maintenance and operation
(Kivle 19723: 147). There are several diffecront
groups, of people who will be connected with the

information system at each of these stages.

The planning personnel are the following peopl:
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- the director to represent the top management
and provide the team with the necessarvy
insight 1nto the other objectives of the muscum
and the financial possibilities of the

organisatlcn

- the ‘assistant director and other senior
professional personnel who see the proposed
system 1n terms of their needs. The definition
of these needs at this stage will prevent

problems at a later stage.

- an operational specialist such as a work study
perzon who can see the requirements of euach
member of the museum team in terms of the
svstom as a whole without being biased. Such a
person should be an outsider who can act as
a catalyst 1n discussions. He should have a
good knowledge of computers, information
systems and data processing and be able to see
the problems in terms of hard and software

avallable.

- when the decision i1s taken to computerise a
computer specialist should join the team to
advise them on what is possible and how 1t can

best boe arhieved.



The project team will formulate the broad frameworlk
of the system, framing policy within the constfaints
of the instiﬁution concerned. An 1investigation of
this nature should draw directly and indirectly from

all levels of staff affected by it. (Tonev 1988:

82).

The development personnel will be the curator and a
svstems  analyst. The curator will formulate his
needs and the svstems analyst will study these in
order to pin point the information needs and data
processing requlirements of the institution. From his
cenclusions he will design a data processing system,
prepare thé specifications for it and a brouad
outline of the system (Orna and Pettit 1980:

120-132; Toneyv 1988: 83).

The 1mplementation  staff are those who put these
tleas 1nto practice. On the computer side it will bo
the programmer who will write the computer programs

based on  the specification prepared by the svstoms

analyst and  the computer operator who will operat .
the lMevboard of the computer console and kev thoe

nformation 1n {Crna and Pettit 1980: 34; Sarasan

and Neuner 19830 12), On the museum side will be th

L1e



curator and any assistants he might have who are
responsible for writing up the information 1n a

manner sultable for input.

Sometimes the museum will bring in a team f{rom
outside to prepare input for the information svstem
and reduce the backlog. This team then moves from
department to department helping where required. The
Smithsonian Museum did this for their pilot project.
It helped 1n the rapid creation of a database. In
the Unitod Kingdom finance was available for a few

vears to employ people temporarily and many museums

uscd  them to rapidly reprocess old collection
documentation. Though they were all inexperienced
the results of employing temporary staff for

retrospective documentation, were similar to that of
the Smithsonian, highly successful.(Light 1986:

L27).

Finally the c¢ontinuation and maintenance staff are
those people responsible for the information svstem
on a dav-to-day  basis. As  already suggested they
should form a separate department, with the

necessary staff complement to function effectively.
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Frequently the same staff are expected to fulfilil
all these roles without any outside help. This 1s
not realistic as different skills and inputs of
knowledge are.required at different times during the
process of planning, developing and implementing
such a system while there should be one or two
peoplc iﬁvolved in all phases, who form the core of
the staff involved 1in documentation, others should
be brought 1n as required to contribute extra
expertise (Chenhall 1975: 235-241; Kirk 1973: 47;
Roberts 1985%: 37-38, 191-194; sSarasan and Neuner

1983: 11-12; Squires 1970: 43-62).

5.2.3.3. Supplies

The supplies needed will include stationerv,
hardware, software, facilities such as the building
wiilch must be svailable when required for the svstem
to keep on schedule. This was particularly important
1 sanctions prone  South Africa.

G304 Fquipment

Tae sjuipment needed to run the documentation syzten
~an vary  from pen and paper in a manual svstem o

sophisticated electronic  data processing equipment

Lnoan automated system. It will also includoe the
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equlpment used 1n the physical description of the
Lltem such as tape measures or callipers. The term
"equipment”  will  include all devices or machines
that contribute to a stipulated result (Kirk 1973:
2; Rosg 1970: 188). It will include anything and

evervthing directly related to achieving the syvstem

objectivaes (Kirk 1973: 2).

The modern catalyst in improved information systems
1s the computer and its related equipment. Design of
the system must take account of the economic
utilisation of the equipment (Ross 1970: 188). It

miy be either a manual or an automated system (Orna

and Petbit  17280: 76).

A manual svstem will usually be based on sowme type
uf cards: plain, preprinted, edge notched or
punched, belng  arranged  according  to item o
foature. (Orns and Pettit 1980: 77-84). Even a word
processor  with  its multiple duplication facilitw
should be considered (Orna  and Pettit 1980: &5:

o

Sarasan 1981: 48).

Computers are secen  as the "wonder machines" of the
Fwentieth century and automation of the information
vstem will  be  of  considerable assistanco to tl

mascum wn o helping 1t to achieve active and economic
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use of the collections (Orna and Pettit 1980: 88).
The baslc components are the hardware (including
input and output devices, a central processing untit
and storage facilities); the software; the data and

the staff. (Roberts 1985: 137).

The muscum 15 faced with a choice of hardware which
can Dbe  acquired, namely a mainframe, mini-micro
processor and word processors (Roberts 1985: 137).
It 1s also faced with a choice of how to acquire
access to the hardware. It can
- buy 1t outright from the manufacturers. This is
extremely expensive and not often recommended as

the models 1mprove so rapidly

= hirce 1t from the manufacturer or computer
consultants. This is often recommended as the
firm 1s responsible for upkeep and the museum
can nasilvy change the model for a more modern
onc.  [Flnancially this looks very expensive but
the service rendered and the use of the latost

models malies 1t financially viable.
- make use of a facility close to hand, ofton

within the same financing body. Some museuns

have used the computing facilities of a4
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neighbouring university. e.g. Manchester Museum
which is part of Manchester University uses
the university's facilities (C.Pettit 1979:
pers.comm.) or Albany Museum in Grahamstown
which uses Rhodes University Computer
Facilities (they are in the same town) (W. De
Klerl 1985: pers.comm.). Other museums use the
facilities of the local municipality,
particularly when they are a department within

that organisation.

When uzing the facilities of neighbouring
organisations which offer the use of their
facilities at a very low rate, one should be aware
of the possibility that they will come under
prossure in the future to charge realistic tariffls
for fhem., This happened to several museums in the
Usa which automataed theilr collection records using
the facilaties of a neighbouring organisation at a
low  tariff. Tariffs were increased to a realistic
level  uand the musceums who could not afford them
were left with severely curtailed access Lo

information which had been automated in the first

u

pliace in order to Lncrease access to it (Sarazan and

Veuner 19832 280,
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The software part of the equipment equation has
caused innumerable problems to museums. In carly
automation projects museums wrote their own software
because there was nothing suitable on the market.
Other museums then used these same programs, because
museums are conservative institutions which are more
likely to follow each other than experiment. The
result of this is that many museums are still using
first generation programs which do not provide the
features which later became standard (Sarasan and

Neuner 1982: 28).

Financial considerations have also frequently led
nmuseums to try and develop their own software
becacse of the high costs of commercially available
software packages. This was false economy in the
long  run, as the hidden costs of developing their
own scftware makes commercial packages economical,
even though there 1s a high price tag attached to
them. Orna (in Orna and Pettit 1980: 94) strongly

recommends  that  commercial software packages be

vbtainsd and applications for the museum written on

them.

Injudiciously selzacted or developed software often

caused one of two major problems
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- all the data could not be retrieved from the

large data files created

- the program might be so inefficient that high
costs were incurred even for simple queries.
(Sarasan and Neuner 1983:28; Williams 1987:

39-74)

Suitable commercial packages for museum use are now
obtainable from vendors such as "Stipple" from Ervos
Computing Services or Modes from the MDA or TINmus

from IME Ltd (Roberts 1988: 229),

These physical resources determine the environment
within which the other requirements and constraints
operate, for without this environment thev could not

sperate at all.,
5.4 SYSTEM CONSTRAINTS

Thore are  several factors which limit  or constrain

Ehe nformation svstem.



5.4.1 FINANCE

The finances avallable to the institution will
determine the type of system to be designed for 1t

as well as influencing all other consideration.

5.4.2 SECURITY

The need to ensure securlty in the system and 1n the
information 1t manages 1s of paramount importance to
the museum and 1ts endeavours to develope a service
through the provision of information. Three types of
seccurity should be catered for

- general sy

n

tems security such as the provision
of backup staff or equipment in case of a

farlure

- physical security such as building security or

restriction of access to certain people

- data sccurity ensuring there are duplicate
records and the maintenance of data recording
standards

‘Orna and Pettit 1980: 43; Roberts 1985 :



5.4.3 CONTROL

There 15 a need for control in any situation where
men worlk together towards an  objective. Intcraction
between men, machlines and procedures takes place
constantly 1n any system and this 1interaction must
be checkéd (Kirk 1973: 6). Control is therefore one
of the requisite features or characteristics of any
effeoctive system (Kirk 1973: 6). It 1s a regulatory

device.

A control mechanism must be built into the
information syvstem to ensure that deviations from
the established norm are corrected as soon as
possible (Ross  1070: 98). The objective of control
Ls Fo maintaln  the output that will satisfy the
5ystem  requlrements  (Ross 1970: 97). Control has

three components, namely:

- setting standards of performance

- measuring performance against the standard

- uworrecting deviations

(Rouss 1970: 113).



To be effective control must be exercised over manvy

I<

Y

b
i
w

;vstem characteristics. Control comprises a ser
of internal, predesigned criteria incorporataod
within the stated objective and design of the syvstem

(Kirlk 1973: 6).

Roberts Q1985:96—110) identifies several different

tvpes of control which are necessary 1in a museum

information system. He mentions :

- 1nventoryv control: the creation and
maintenance of inventory controls for the

collections

- location control: procedures for the
milntenance of methods of tracking the location

of 1thems in the museum

- collections control: procedures to ensure the
interrclation of all records affecting contial
of collections, be they acquisition, location

or inventory control

- retrospective control procedures; the
entering of retrospective information 1nto

the syvstem and controls to ensure its accurace



control of non-acquired material: procedures

to ensure a paper trail for items which both
enter and leave the museum (items are sometimes
offered to the museum for its collections, but
not accepted, 1n which case they must be

traceable.

initial control of acquired material:
procedures to ensure a paper trail for items
from the moment of their entry into the

museum

item record control: procedures which
determine the creation and content of the item
record and the standards to which it is done

and ~heclz on those standards

movement control: procedures to trace the
movement of 1tems both internally and

externally

deacguisition control: the procedures which
enable control to be exercised over the records

of acquisition of material.



These controls are all governed by procedures which
must be maintained in order to be effective and must

be performed to the standard determined.
5.4.1 LIMITATIONS

Every svstem must have defined areas of
applicability, limits of interest and activity.
These limits are the boundaries or parameters of the
system. Systems 1n an 1institution may complement
cach other, be closely related or even interlock at
times, but each must have its own specific limits
for specific situations. TFor example the system for
the documentation of collections 1is closely related
o the system for the educational use of the
collecrions but the focus of each svstem 1%
different, and will be defined by the objectives
and policy statement for each system.

3.2 CONCLUSION

These requirements  and constraints operate  1in all
syvetoems,  and  the museum information svstem 15 no

different.



CHAPTER 6

PRINCIPLES AND A CODE

6.1 THE CONCEPT OF PRINCIPLES AND A CODE

The library, archives and museum all see themselves
as institutions which provide the community with
information at different levels and in different
wavs. The information system 1is central to these
services because it shows the institutions
holdings (Landau 1966: 90). 1In the early davs each
institution constructed i1ts own information system
1n the marnner deemed most suitable for its purposcs

Toe

Records  were  presented in forms and styles that

varied from institution to institution (Chan 1981 :
L1y,
It 15 also unfortunately true that different people

will describe similar items differently although
qulte accurately. The same person mav even describe

“he  same  1tem 1n a different manner on different

E, R
aay

vs: the result 1s inconsistency in the information

e

svstem and uncertainty on the user's part about the



accuracy of the information system records. To
obviate inconsistency and its resulting user
uncertainty as to where information can be found 1n
the svstem, a measure of uniformity and

standardisation must be established.

Anv svstem 1s created to achieve a certain end, and
when more than one person works on it, it 1s best 1f
the method used 1s carefully spelt out. This will
assist all concerned with the creation of the svstem
to achieve a certain level of standardisation 1f
the system 1s to function properly. When more than
one institution contributes to the same system 1t
is even morc essential that the rules are clear and
concise. [Formulating rules with which everyone 13
happy, 1s very difficult. This task is made slightlv
casier 1f there 1s agreement on the principles which

under)ie th. rules.

Agreement on the principles will make the exchange
of information between departments 1in One
institution possible and the exchange
between different 1nstitutions on a national or

international basis possible. A code and principles

tacilitate the international communication £
knowledge by achieving the widest
poszible uniformity of records and 1information



svstems. This makes it possible for records
pertaining to different types of
materials. and drawn from different types of
institutions to be compatible and included in the
same 1information system. The standardisation of
cataloguing practice became necessary in the library

world to 'make national and international data basecs

function correctly.

The answer lies 1n having a commonly accepted
framework o©f principles which can be used in the
construction of rules (Lubetzky 1969: 1). Such a
systematic framework of principles is called a code
(Webster 1974: 216). According to Lubetzky a code
should be an outgrowth of:
- "a searching 1nquilry into the purposes which
the 1nformation system should be designed to

serve

- a systematic analysis of the problems in

creating such a system

- a definition of the principles which should
underlie the rules for descriptive and subject

documentation” (after Lubetzky 1969: 1V ).



No code for museum 1information systems has been

found. A statement of principles for cataloguing 1n
libraries was found. These are called the "Paris
Principles” and were formulated in 1961

(International Federation of Library Associations
1971: 1-10). And a statement of the field covered by
Informati;n Science 1ssued by the 1Institute for
Information Scientists (in the United Kingdom )} was
also found. (Vickery 1987: 361-366). But no
statement of principles for an information system

s such, or a documentation system was found.

vi]

Nor could any statement of principles for subject

documentation or classification and 1indexing as
practised 1n  library and information science be
found. This 1s a field which is undergoing
very rapid change at the moment so 1t 1is not
surprising that this problem has not vyet been
solved. There are statements of method, such as

Scars Subject Headings or the Subiject Cataloquing

Manual : Subject Headings, but non of general

underlving principles.



From the literature available in library and
information science and museology the author has had
the temerity to attempt to extract very general
principles which, it is hoped, will provide a basis

for furth:‘—;.r action

6.1.1 A CODE OF PRACTICE

The first professional group to formulate such
principles and a code was the library profession.
Sets of rules for describing how the bhooks of a
library should be catalogued were developed 1n
the 19th century. The first rules were prepared by
individuals for 1individual institutions. Panizzi's
British Museum Rules for the Compiling of the
Catalogue 1n 1841, was the first major modern
statement of principles underlying catalogue rules.
It specificed the kinds of entries to be adopted and
gave directions on the choice and rendering of
headings for certain classes of work and authorship.
The soundness of this code with its principle of
author main entry plus added entries and references
bised on the content and needs of individual books
together with 1ts practical rulings as to choice of
headings has caused 1t to be used as the basis of
1y major author catalogue code since (Chan 1981:

Ll; Landau 1966: 90-91; Wynar 1980: 37).



Librarians gradually realised the advantages of

co-operation between libraries, and the
standardisation of practice. The need for the
codification of cataloguing practice became

apparent. Compatibility of catalogue records in
different libraries was a perceived service to
users, enabling them to make better use of the
library (Chan 1881: 11). Then in 1901 the Librarv
of Congress began 1ts printed card service, with the
resnlt that libraries became interested in ways to

use L.C. rards with theilir own cards (Wynar 1980:

370,

During the 20th century all further cataloguing
codes compilled were the work of committees. The
first was a Commlittee of the American Librarv
Association and the (British) Library Association
which sat for 7 vyears (1901-1908) examining wavys 1in
which cataloguing rules could be formulated in order
to encourage the incorporation of L.C. printed cards
into the catalogues of other libraries. The
committee attempted to  reconcile the cataloguing
practices of L.C. with those of other research and
scholarly libraries (Wynar 1980: 37). The resulting
code reflected all previous codes and set  the Cone

for the next thirty years (Chan 1981: 13). Revisions



of this code were produced in 1949, 1967, 1978. Thev
culminated 1in 1961 in the formulation of a set of
principles for cataloguing, agreed to at an

international conference in Paris (Landau  19266: 92,

Wvnar 1980: 37-42). They are known as the "Paris
Principles”™ and are 1in turn the basis of the
International Standard Bibliographic Description

(International Federation of Library Associlations

1974, 1977).

During the twentieth century the co-operation
between libraries 1ncreased as they found that
centralised or co-operative cataloguing had
pronounced economic  benefits for the organisations
tnvolved,and thiz 1in turn reinforced the movement

towards  standardized cataloguing practice (Chan

Problems arose  from a number of c¢ircumstances, the

chief among them belng

- the Lncreased output of publications

reporting  research results

- the spread of research work to more countries
using different languages and the need of

specialists for up-to-date information



- the growth of national agencies which produce
and distribute catalogue cards, suggesting

possibilities for economics in cataloguing

costs.

— the use of these cards for the compilation of
international bibliographies and of union

catalogues in special fields.

- the emergence of bibliographical activity 1in
newly independent countries has created a real
need for principles and standards in
cataloguing (International Federation of

Library Associations 1971: 14-15).

These problems c¢reated an urgent need in  the
internaticnal library world for increased
acceptability and interchangeability of entries 1n
catalogues and bibliographies in different
countries. There was also a need to ensurc speed and
certainty in searches for information in catalogues
produced in different countries (International
Federation of Library Associations 1971:  19). A
conference for this purpose called the International

Conference on  Cataloguing Principles was  held in



Paris in October, 1961. It was attended by
representatives from 53 countries(International

Federation of Library Associations 1971: 1-10).

The impetus for the formulation of these principles
came from the library prdfession's desire to renderv
a service, and make information available. There 1s a
long hiétory of 1international co-operation behind
the desire to achieve this goal. Agreement on a set
of principles was seen as an invaluable guide for
the revision of existing cataloguing codes and as a
gulde in the development of library and
bibliographical acti?ity in countries where such
services are being built up (International
Federation of Library Associations 1971: 19). The
conference  formulated the "Paris Principles" which
are  the basis of the Second Edition of the
Anglo-American cataloguing rules and also of some of

the principles proposed in this study.
6.1.2 THE REQUISITES FOR A CODE

In order for the development of principles to be
successful  certailn common fundamental orlientations
are necessary among all participants. They

constitute agreement on



- the type of organisation to be served

- the concept of different levels of recording

- the type of collection

- the type of information sysztem Lo be

constructed

(Anglo American cataloguing rules 1967: 1).

These factors affect the application of  the
principles to rules (International TFederation of

Library Associations 1971: 5).

At the start of the Paris Conferecnce the
recommendation was made by Mr. E.N.Petersen, lead of
the Division Libraries, Documentation, and Archives
of UNESCO, that the conference should "not aim at
complete uniformity but rather seek to establish
sound general principles on which agreement can be
reached and which will form the basis of
cataloguing work in each counﬁry" (International
Federation of Library Associations 1971: 14). This
advice 1s equally wvalid for any set of principles

proposed for the museum world.
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Every possible attempt should be made to frame the
principles for a very wide application recognising
the value of the widest possible uniformity in the
construction and arrangement of the information
systems in wlidely differing contexts (International
Federation of Library Associations 1971: 5). all
participdnts can then wuse the principles to frame
rules fof use 1n their own institutions. They are
naturally free to accept or reject the
recommendations contained in the principles. Most of
the differences between libraries have appeared in
the detail rather than in the general principles

underlying the rules.

It is suggested that this is a course of action

which museums could well consider following.
6.1.2.1 Type of organisation

It 1s suggested that the principles in the code be
framed as generally as possible so that it is
possible for them to be used by large, medium or
small size institutions. However it is suggested
that it be compiled chiefly for use in medium sized,
general 1institutions. Then it is easy to scale the
application of the principles up or down to suit the

institution concerned (Anglo  American cataloguing
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rules 1967: 1). Should the needs of different
tvpes of institutions prove irreconcilable, then
the principles should be reviewed or alternatives

provided (Anglo American cataloguing rules 1967: 1).

In the museum world there is a tendency to recognise

only "reésearch” museums. There is no consideration
that museums at different levels might serve
"different” sections of the public or have

differing information needs. This 1s a gquestion
which has not vet been discussed 1n museum circles,

eaven though there 1s a definite need to do so.

A basic law of information science 1s that systems
must be constructed to serve the needs of the users.
Musecums must  axlso decide who their i1nformation

svstem users will be.

6.L.2.2. Concept of levels of recording

Another concept 1n the formulation of a code is that
of diff:rent levels of information recording.
Provision must be made in this respect. In the
library werld 1t is a familiar concept, which caters
for the differing needs of different institutions
anl 15 embodied 1in the Anglo American cataloguing

rules (1978 ). The Rules provide three levels of

Loas
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description with increasing amounts of detail at
cach level. The documentalist or cataloguer can then
choose the level that provides the amount of detail
relevant to that particular institution's needs and
at the same time meet the standards called for in
any set of international documentation principles

and rules (Wynar 1980: 41).

This approach 1s already evident in the first
hesitant steps towards documentation codes taken by
the museum world. It appears in the draft Museum
Documentation Standards of the SAMA Documentation
Group 1n the concept of essential 1nformation
categories and recommended information categories.
(Southern African Museums Association. Documentation
Group 1987). The same 1dea is also evident 1n the
Transvaal Provincial Museum Service's Document.at ion
Manials (Transvaal Provincial Administration 1977:
VA l1). The suggestion 1in these manuals and
standiards 1s that the information system be started
at the simplest level and upgraded as the means
become availlable  to do so. This is particularl:y

viable 1n automated information system.



6.1.2.3 Tvpe of collections

A1l museums deal with collections of material albeit
of different kinds. They are seen to collect mainly
three dimensional 1items whether historical, art,
ethnogrqphic, archaeological or natural history
items kSouthern African Museums Association 1979:
2). The museum also contains collections 1n a two
dimensional format (bibliographic, art and archival)
{Landau 1966: 248-249) and raw data resulting from
research projects. There are also records from the
collection i1tems, associated information from the
people, places, dates, or events connected with the
item; the "support"” information such as conservation
records, record rhotographs, biographic or
bibliographic information and information from other
sources such as environmental records (Roberts 1985:
29). The term "information unit " is used in this
study to simplify reference to the wide varietv of

material which a museum may contain.

5.1.2.4 Type of information system

T

L i . . PR : .
Phere are as many  different possible types of
information syst the insti

£ : on system as 1ere are institutions because

dch 15 unique due to  their particular set of



circumstances. However, they differ mainly in their
size, disciplines and financial status which 1n turn
will determine the staff and equipment available to

them with which to run the information system.

The system 1n  guestlon may be centred in &
department or be centralised for all the departments
of one institution in an information centre. This
would seem to be the more useful and
financially better method of organising things since
a common standard can be created and specific staff
can be glven the sole responsibility for managing
it. The <creation of the system then becomes the

responsibility of the information centre.

In endeavouring to produce a set of principles for
an  1nformation system and deciding the tvpe of
information system which should be produced, there
are two questions which must be answered. The first
question to ask 1s does one wish to have more than
one record per item ? If 1t is decided that there
should be a main record and several different accoss
polnts, then a multiple record information svstem 13

to be constructed.



There 1s an assumption that sufficient entries will
be made for each information unit documented so that
access to  the information unit is possible under
any approaches which may reasonably be anticipated

by the user (Anglo American cataloguing rules 1967:

1.

The next question relates to the type of information
svstem which should be built. The choice lies
between an alphabetical and a systematic information
svstem. An alphabetical system has the records
arranged in an alphabetical sequence according to a
catchword. In the systematic system the records are
arranged according to predetermined patterns or
classificatlon schemes. It would seem that a
svazbematlc rather than an alphabetical information
svstem would bhe appropriate in museums because an
information system arranged according to the decree
of an  academic  discipline provides an efficient
rescarch  mechanism  for users familiar with that

discipline.

6.2.2 USE OF THE PRINCIPLES
The principles , once framed , are used to develop a
Code of Dezcripltive Documentation Practice bv whi b

Y

o o . L _ . 4
Fhe  three-dimensional  information units can  bo



documented. Two dimensional information units should
be recorded according to the rules 1in the Anglo
Amcerican cataloguing rules (1978). Needless to say

the principles underlyving the two sets of rules

should be compatible.

Rules forr Descriptive Documentation are necessary

and important because

- they help to expedite the work of recording by
providing the documentalist with ready

directions to follow.

- they help to 1insure uniformity and consistency
in the treatment of material without which the
information system tends to become increasingly

chaotic and confusing.

- they facilitate the exchange of machine
readable information

(Lubetzky 1969: 1).

A comprehension  of the purposes, problems and
principles of the information system 15 a
prorequisite for oan understanding of the rules which

‘o Sriv - ho ' ; -
are derived from them, their effective application

. 1 - s - . 5
arnd further improvement ., This 1s especilally



important at a time when regional, national and
international co-operative projects are dreamt of,
and the utilisation of the computer 1in the
preparation and explanation of the museEm

collections is within view. (Lubetzky 1969: IV).

The decisions taken on all aspects of descriptive
documengation must be recorded. They then serve as
rules which can be systematised 1nto a coherent
framework called the code (Burger 1985 ms ; Webster
1974: 216). This saves time and effort in executing
the wvarious descriptive documentation tasks and
provides continuity through staff changes. An
informatioﬁ system constructed according to the
rules will probably serve its users better than a

file of i1nconsistent records.
6.2 CONCLUSION

Until recently every museum established 1ts own
documentation rules by which it tried to ensure
consistency.  These were usually very brief and
elementary., The developments in computerisad
documentation have resulted in  greater interest and
more in-depth attention being paid to Lhe
tnformation  system  and  documentation methods 1n

nil=cums.



In order to facilitate the exchange of information
between information systems within  an institution,
between instiftutions, between regions or nations
1t 1s suggested that the museum world should try to
frame principles for a museum information
svstem. They should be of a general nature which can
be used ﬁo form the basis of the development of an
information svstem 1in each institution (after

International Federation of Library Associations

1971: 14) and participating organisations should
nuturally be free to accept or reject the
recommendations (Anglo American cataloguing rules
Lve7: 1),

The principles are used to construct the rules uzed
in  descriptive  documentation: the latter process

entails the process of creating the surrogate record
which 185  the basic component of the information
system on  which all its activities depend. A
record  constructed according to the principles 1n
fhe code  will ensure that these activities are A

sSucces

»n



CHAPTER 7

THE PRINCIPLES OF AN INFORMATION SYSTEM

7.1 INTRODUCTION

The problems encountered 1in museum documentation
have been examined and an attempt made to place 1t
within a framework of information systems theory.
This has had the advantage of showing how little has
actually been done and how much remains to be

accomplished.

The 1nvestigation has centred on the practicality of
creating a central information resource in the

museum which can handle information on a multi -

media and multi - disciplinary basis, regardless of
the phvsical form of its source (object, natural
history specimen, book, or manuscript) of the

discipline to which it is affiliated. In order to do
this there must be a basically similar structurc
underlying all the records in the system which will
allow for the comparison of information and its

extraction as required.
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It 1s suggested that possible solutions to some of
the problems posed by these requirements lie 1n the
principles of cataloguing and classification
practice found 1n library and information science.
As already discussed, information and 1its retrieval
are governed by the twin considerations of the
nature of‘ information and the nature of the user.
This 15 a complex and fascinating studv. 1In an
effort to construct a framework within which these
two variables can be related in different wavs
according to the circumstances of each unique
situation, this author proposes a series of

principles which can be embodied in a code.

The following principles are provided as a base and
framework for achieving the functions of museum
documentation, and promoting ,standardisation. They
are discussed 1n the three chapters: Principles of
information svstems, Principles of descriptive
documentat iton and Principles of subject

documentation.,

~-146-



7.2 STATEMENT OF SCOPE

A statement of scope for all three sets of
principles 1s that: " The principles stated here
apply to the construction of an interdisciplinary,
multi - media i1nformation system in a large general
museum. The information should be recorded under the
item name or other appropriate identification
element according to the discipline concerned. The
record may be combined into one or a varietv of
different sequences 1n the information system. They
are framed to be applicable to the wide range of
material found in museum collections and to meet the
information needs of a large general museum arising
from 1ts activities of collection, preservation,
research and interpretation. The principles are also
recommended  for application to the information
svatems of other institutions with such
modifications as may be required by the purposes of

these 1nformation systems.

This statement sets out the limits envisaged for
the application of the following principles
{Anglo-American cataloguing rules 1978: 1-4;

International Federation of Library Associat 1ons

1970 24y. It allows a very broad application of the
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principles recognising the wvalue of the widest
possible uniformity in the arrangement of all tvpes
of information systems of museum material

(International Federation of Library Associations

1971: 5).

This statement of scope raises a number of
interesting considerations 1if analysed in detail.
The following 1is an analysis and comment on

different phrases in the statement,

7.2.1 "Construction of an interdisciplinary,
multi-media information system This 1is stated to
emphasize the wide range of material and divergent
information needs which 1t will be necessary to
accommodate. A museum collection houses a number
nf different tyvpes of collections. Hence the
information system must be able to accommodate a

wide variety of different types of records stemming

from collections of objects, books, manuscripts,
photographs and natural history items: from their
assoclated information; support information,
discipline data and information from other

documentary sources (Roberts 1985: 29).
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7.2.2 "in large general museums” In South Africa
only one large museum 1s in the process of creating
a central information system for all its collections
(M.Holscher 1989:pers.comm. ). All other large
institutions have departmental collection systems.
No need 1is felt for a Jjoint information system.
Interestiﬁgly enough the effect =~ of the
computerisation of museum information systems has
been to stimulate a "Jjoint catalogue" approach 1n
the larger institutions in England and America. This
trend may become evident in South Africa 1in the

future as more museums computerise their collection

records.

7.2.3 ‘"records should be under the item name or
other appropriate i1dentification element according
to the discipline concerned"” Two dimensional
materlals are denerally recorded under the name of
the person responsible for their creation, artist,
or author, but three dimensional items, particularly
in the natural sciences do not have an "author" 1in
the accepted sense of the word. This raises the

problem as to which aspect should be used as a

unique 1dentifier for the item. It is customarv to
apply differentiating names to 1tems so that they
may be uniquelyv 1dentified e.q. differentiate
between a cook's spoon and a dessert spoon or



between a crested barbet and a crested bulbul. This

is discussed 1in greater detail in Chapter 8:
Descriptive chumentation, Principle 5. The part of
the phrase which reads "another appropriate
identification element " arises from the practice 1n

some collections of 1dentifying the item first by
its physical form e.g. photograph or manuscript and
then by details such as subject, or author which are
unique 1identifiers for that particular type of
1tem. The aspect of an item which will be chosen as
a unique 1dentifier depends very much on the

collection and discipline concerned.

7.2.4 "may be combined 1nto one or a variety of
different sequences in the information system ". The
sequences which may be used can be either alphabetic
or systematic. In the "Paris Principles" for
libraries an alphabetic sequence 1is recommended as
the most appropriate form. However the single
alphabetic sequence 1is not necessarily the most

effective form of system to use in a museum.

Libraries started with classified catalogues in the
eighteenth century and have since changed either to
a dictionary catalogue using a strict alphabetical
sequence for author, title, added entry and subject

entries or a divided sequence with separate



alphabetic and subject entry catalogues. Currently
the divided catalogue 1s the most popular form
(Wynar 1980: 14-15).But for museums with thelr
specialised collections and the fact that most are a
reflection of an academic discipline, both the
information system and the collection are organised
to refleét the organisation of knowledge within that
discipline. This means that a systematic information
system 1s the preferred form. It also facilitates
greater in-depth searching in the information system
which 1s a requirement in catalogues of specialised

libraries, and so will also probably be for museums.

In the ensuing discussion the term "information
system” 1s used to refer to a list of information
units arranged in a definite order (but not
necessarily alphabetical) which records, describes
and i1ndexes (usually completely) the resources of a

collection, museum or group of museums. (after

Harrod 1971: 127).

7.2.5 "framed to be applicable to the wide range of

material found 1in museum collections and the
information needs arising from its activities,” This
sentence 1s 1included to emphasize that the

information system has the two-fold purpose of



meeting the information needs of the institution and

recording the collections and the activities for

which they are-used. The information system must
- record collections

- make-collections and information available

- record the activities for which both

collections and activities are used (Light

1988: 48).
7.2.6 "principles recommended for application to
other 1institutions " The principles have been

formulated particularly for the museum information
system but it 1s hoped they will also be broadly
applicable to the information systems 1in other
information 1institutions such as the library or the

archive.

7.2.7 CONCLUSION

A scope statement of this nature is essential for
any general statement of principles as it defines
the parameters within which they are considered to

be effective.



7.3 PRINCIPLE 1 :PURPOSE OF MUSEUM INFORMATION

SYSTEMS

Suggested principle: The purpose of museum

information systems 1s to make recorded knowledge

available to potential users.

Discussion: This statement of purpose begs several

questions
- what 1s information ?
- what is an 1nformation system ?
- what 1s the purpose of an information system ?
- what 1s recorded knowledge ?
- what form do the records take ?
- who are the potential users ?

- how 1s information made readily available ?



All these tvypes are briefly discussed 1n the

following section with specific reference to the

museume.

7.3.1 What 1s information ?

As explained earlier information 1is essentially a
"thing " or a product that 1i1s communicated between
people. (Ashworth 1979: 37). It may be fact, fiction
or merely an 1interpretation of the same (Buchanan
1979: 9). It can be enhanced by the processing,
collection and correlation of isolated data, by
analysis from a certain point of view or rewritten

for a better understanding (Ashworth 1979: 37).

7.3.2. What 1s an information system ?

An information system 1s the set of connected parts
which 1s used to organise an unorganised mass of
information so as to provide convenient access to
any part of 1t which 1s sought in response to a
regquest (Kent 1966: 19-20 ). The parts are the
people, equipment, and procedures ordered for the
convenlent accomplishment of the objective of

providing information (Kirk 1973: 1).



7.3.3 What 1s the purpose of an information system ?

The purpose of an information system is to organise
an unorganised (or insufficiently organised mass of
informatipn so as to provide convenient access to
any part of 1t which 1is sought in response to a

request (Kent 1966: 19-20).

7.3.4 wWhat 1s recorded knowledge ?

As already discussed the information system will
house information relating to a wide varilety of
things and activities. Obviously the 1item or
activity cannot 1tself be put into the system. A
means must be found to "represent"” them 1in the
information system. This 1s done by «creating a
record which contains all the information relating
to the information item. It is a surrogate for the
item 1t describes. Recorded knowledge may also be
books, manuscripts periodicals and so on, but in the
sense used in this study 1t 1s the written record of
an information unit which is used in the information

svstem.



If the record 1is to serve as a surrogate for the
information unit then the significant aspects of
the unit must be recognised, as these are the access
points by which it will be sought. These aspects can
be used in the information system to facilitate 1ts

use and effectiveness (Lubetzky 1969: 11).

The surrogate can then be arranged in different ways
in the information system to give access to the
information it contains. This information will stem
from the unit itself, either 1its physical form (e.g.
book, table or bird ) or the associated information,
support information or research data. 1In order for
the information to be useful it has to be recorded

systematically and this implies an analysis of the

types of information which occur so that the
surrogate 1s consistently useful (Hoffman 1976:
41-45) .,

7.3.5 What form does the record take ?

The record can be held in a variety of physical or
electronic recording media, such as paper, card,

film, magnetic tape or disks. They are the physical

medium used to carry the data in anv



information system. They are called data vehicles,
recording or searchable media (Kent 1966: 31; Orna

and Pettit 1980: 77).

For manual systems the choice usually lies in a tvpe
of card, L namely item or feature cards 1in a plain,
preprlntéd, edge-notched or punched format and
microforms (Kent 1966: 43-52; Orna and Pettit 1980:
77-82). For automated systems the choice lies
between tapes and disks,. The tapes can be magnetic
or punched paper tapes and the disks are also

magnetic (Kent 1966: 53-60).

7.3.6 Who are the potential users ?

The potential users of the information system will
be identified as mainly the staff, and very
occasionally, members of the public. This 1s
discussed 1n greater detail wunder Principle 3 1in

this chapter.

7.3.7 How 1s information made readily available ?

Information 1is made readily available by being

svstematically organised, which 1s a necessary

prerequisite for all services (Hoffman 1976: 1). The



record, a surrogate for the information unit, 1s
used to achieve systematic organisation resulting 1n

the information system (Hoffman 1976: 1,5,6,).

In order to systematically organise the information,

certaln activities must be performed. They are

- firstly the type of information which 1s
going to be put into the system must be

identified

- secondly the information must be analysed so
that one knows the type of material being dealt

with
- thirdlv the information must be organised and
synthesized so that it can be retrieved (Brown

1976: frame 172).

These activities constitute the different stages or

steps 1in the construction of an information system.

7.3.7.1L The construction of an information system

The first stage in the construction of an
information system 1s the selection and acquisition

of information units which is obviously important,



as without the information units there would be no
system. The question 1s who acquires the units which
are recorded 1n the information system. 1In an
Information Centre 1in a library or 1industrial
context 1t 1s wusually the Centre staff who are
responsible for the location, selection, ordering
and recéiving of source material (Kent 1965;: 23
Turner 1987: 4). But in the museum the situation is
different. Curatorial and research staff deal with
highly specialised material which often has to be
collected during fieldwork. This means that they,
and not the Information Centre staff are usually
responsible for augmenting the collection. Even
archival and documentary material will probably be
acquired by the curatorial staff rather than the
Centre staff. Therefore the selection and
acquisition of material to be input 1into the svstem
which are normally part of the responsibilities of
staff connected to the information system, are not

part of 1t 1n the museum context.

This arises from the museum situation which differs
from that of other information institutions. The
second stage 1n  the construction of an information
svstem 1s the description and indexing of the
information units and their records. It is a process

of  1dentifving what an information unit is about,



and then describing 1t 1n a way which will match the
search requlrements of the user (Turner 1987: 4).
The different technigques of analysis and synthesis
used 1n library and 1information scilence can be

emploved to achieve this.

This stage 1s accomplished in a number of separate

steps. Thev are
- analysis of the information unit's information

- the recording of the information in a structured
way on a physical recording medium, and
declsions on suitable access points from the
records. This 1s known as descriptive

documentation.

- the svnthesis of these access points into an
organised system so that they can be

retrieved. This 1s called subject documentation.

The analysis of the information unit is the process
of 1dentifying what the information unit 1is about
(Turner 1987: 4; Vickery 1970: 37). It 1s defined as
the process of breaking something up into its
simplest elements ( Concise Oxford 1964: 42). In the

case of the museum information unit all the



different types of information which might be found
with a unit are analysed into separate categories so
that they can easily be compared to other similar
records. Standardisation 1s necessary for comparison
(Hoffman 1976: 41). Once the nature of the record
has been determined it provides the framework into
which thé information for each individual unit 1is

fitted. (Wynar 1980: 1).

The analysed 1information is then recorded 1in the
prescribed way to create the formal description of
the i1nformation unit which is called a "record".
It 1s the record which is used in the information
system as a surrogate for the information unit. The
preparation of the record is known as descriptive

documentation.

It 1s defined as being concerned with the
ldentification and description of an information
unit, the recording of the information in the form
nof a record and the selection and formatting of
access points other than subject access points (Chan
1981 : 11; Wynar 1980: 7). The decisions which have
to be made during this process are explored in

greater detail in Chapter 8 : Descriptive



Documentation and 1include questions such as the
recording structure which should be wused and the

recording conventions which should be formulated.

Analysis also reveals different features on the

record which can be used as access points to index
the system by. (Brown 1976: frame 40). They mav be
proper names of people, places or events, dates, or

subject concepts. The kinds of concepts and types of
terms which are used 1n a system are policy
decisions to be made by each institution according

to 1ts circumstances. (Vickery 1970: 37).

The organisation of the access points is known as
"Subject Documentation ". It 1is defines as " the
provision of a logical and meaningful system for the
tdentification of 1nformation required by the user
and to transform concepts, 1mpressions or data into
recognisable objects and recurring patterns which
simplify the process of thought and are retrievable
"Buchanan L979: 10; Classification 1971: 1,
Langridge 1973: 15). This will facilitate the
retrieval of information from the system 1n answer
o a  user's queries.(Brown 1976: frame 40; Vickery
1970: 37). The third stage of the construction of an
information system 1s the recording of the

description on a suitable recording medium such as a



card, tape, fi1lm or disk and its storage. In the
museum, cards have been the favoured recording
medium to date, but this 1s rapidly changing as the
impact of personal computers and the easy
manipulation of data they provide is covered by the

museum profession.

The manner in which the records are stored is called

the access organisation of the information system.

Two methods can be used, either alphabetical or
systematic. (Kent 1965: 23; Vickery 1970: 37). The
access organisation chosen should be the most

suitable one for the users concerned. The pro's and
con's of the two methods of access organisation are
more thoroughly explored in Subject Documentation

Principle 2

Once the construction of the information system 1s
complete the use of the system comes under
consideration. This is known as the search or output
phase of an information system. These are the
answers recelived to queries posed by the users. The
retrieval of 1nformation can be broken down into

several distinct steps.

Thev are



- recelving the user's queries

- devising a search strateqgy

- delivery of the results of the search

(Kent 1966: 20; Vickery 1970: 37).

The resulés achieved from the search will obviously
vary according to the query received and constraints
such as time, and money. Some systems that involve
the user 1interactively with the information store
itself, result in the user actually finding answers
to problems while the search 1s in progress. However
other svstems have the wuser searching only 1in
indexes which point him to possible sources of
information for his query such as an author, title
o the accession number of items.(Turner 1987: 6).
The strategiles devised to deal with users' queries
will be further refined as the nature of the queries
becomes known and the available sources of
tnformation become better known and exploited. At

the moment these are all unknown features in a

museum  1nformation system.
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7.3.8 CONCLUSION

The museum 1information system should be seen
primarily as én instrument for the use of the staff
in the execution of the museum's functions, namely
collection management, research, display and
educatioﬁ. It 1s an instrument for the use of a
small, diversely and highly educated group which
will inevitably affect the system. High levels of
performance are required of the system, by the users
regarding depth of enquiry, speed of delivery and
quality of the end results. All information systems
must be tailored to meet the needs of the user. The
discussions 1n this section are all hypothetical as
these aspeéts awalit detailed studies for their

potential use 1n museums.
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7.4 Principle 2 : THE FUNCTIONS OF A MUSEUM

INFORMATION SYSTEM

Suggested principle: The function of a museumn

information system 1s to be an efficient instrument
for assisting 1n the management of the collections.

This 1s done by

(1) Providing managerial assistance to :

- ald 1n the care and control of collections

- aid i1n the use of the collections

- ald 1n the preservation of information

(2) Enabling the user to ascertain

- the museum's holdings of items sought under

their specific name, group name or subject

- enable the user to find any item under any of

these aspects

-1lo6-



- assist the user in the choice of items for
display, education or research purposes 1f 1t
is sought according to its physical nature or

associated information.

Discussion

This principle deals with the basic purpose of the
information system, namely to aid 1in the care,
control and use of the collections and preservation
of 1nforma£ion. It should provide the user with the
help necessary to enable optimum use of the
collections to be made in any of the above spheres.

(Lubetzkv 1969: 10; Roberts 1985: 25).

Ags the functioning and methods of library and museum
information systems are continually being contrasted
in this study 1t 1s 1interesting to note the
differences 1n the emphasis of the statement of
purpose between the two 1institutions. The emphasis
for bibliographic material is to show what is 1in an
Lnstitution and draw attention to related material
(Lubetzky 1969: 10). While in the museum these
functions are recognised as well as those concerned

with care, control and preservation functions (Light

1988: 48; Roberts 1985: 25).
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The purpose of the museum information system can be
defined as a system which records, describes and
indexes the resources of a collection, 1nstitution
or group of 1nstitutions 1in order to assist 1in the
control and use of the collections and to ensure the
preservation of 1information about the use of the
system and the cultural and environmental heritage
of the community. (Anglo American cataloguing rules
1978: 564; Harrod 1971: 127; Landau 1971: 90; Light

1988: 48; Roberts 1985: 25),

7.4.1 Functions of the museum information system

Traditionally there are two opposing views as to
fhe purpose of a bibliographic information systém.
One opinion group sees 1t as a finding list to the
information wunits i1n the collection and the other
group as a source of information about information
units revealing relationships between them {(Light
1988: 48; Lubetzky 1969: 6; Roberts 1985: 25). Both
of these approaches to the information system are

also present 1in the museum world.

The finding list approach to the information system
can be achieved with an abbreviated record and the
provision of multiple access points which lndicate

the presence of the information unit in the
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collection and its location. This 1s the first and
historically older function of the information
system (Burger,1985: n.p.). The finding list
approach provides the user with access to individual
1tems regaraless of the approach used. The
information system constructed on this principle 1s
efficient 1n showing whether or not a particular
work or item 1s 1n the collection and its location
(Wynar 1980: 6). But it does not show relationships
between information wunits or preserve information

(Light 1988: 48; Wynar 1980: 6).

The second type of information system is the one
constructed to be both a finding list and a source
of i1nformation which will enable it to be used for a
broader range of activities. The records should be
fairly full descriptions of the items, which enable
the user to differentiate between items; thev
should, also be so organised that related items are

collocated (Burger 1985: n.p.).

The collocating function provides a means for
bringing together 1in one place in an information
svstem all records for like and closely related
material (Wyvnar 1980: 16). To achieve collocation
the main record for an information unit must be 1n a

standardized format (Wynar 1980: 17). In the museum
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world one finds that the finding list approach 1is
prevalent among small institutions where there 1s no
specialised staff and a lack of staff to do
documentation anyway. The fuller records of the
information" approach are usually found 1n larger
institutions with subject specialists and sometimes
documentalists as well. This is far more time and

energy consumling than the former approach.

Economics and size play a role here. The finding
list information system records a shallower level of
information which means 1t can be compiled by a
lower level of staff and consumes less staff time.
The i1nformation system which seeks to serve as a
finding list and collocating agent needs detailed
information content, extensive access points and is
often complex to run. This is 1intensive, both in
ferms of the level of staff needed to compile and
run 1t and of staff time. The decision on which type
of information system 1s constructed will
unfortunately be substantially affected by the

economics of the i1nstitution.

The choice of svstem which is implemented 1in a
museum will naturally have a substantial effect upon
the services offered. A "finding list " approach

will only enable the user to find a unit in the
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collection. It will not be possible to link related
units through their museological or assoclated
information. This can be done only 1f this

information is input in a structured form 1nto the

syvstem.

7.4.2 Economic aspects of the information system

The infofmation system which functions at the centre
of all an 1nstitutions activities 1s the least
understood and most criticised aspect of the museum.
During times of economic stress documentation
becomes a ready target of economy drives (Lubetzky
1969: 7). But economics in the documentation system
wlll 1ncrease costs 1n other operations and affect
services offered by the institution (Lubetzky 1969:

3.

The specific functions of the information system are
divided into management and identification. In this
the museum 1nformation system differs markedly from
the libraryv which officially recognises only the
tdentification functions of the catalogue in the
Paris Principles (Roberts 1985: 25; Wynar 1980: 15).

It can be seen that the museum requires the



information svstem to meet far wider and more

complex functions than the other information

institutions.

The managerial functions of the information system
are listed as care and control of collections, their
use 1n all extension activities and the preservation
of information (Light 1988: 48; Roberts 1985: 23).

These have alreadv been discussed under "Functions

in Chapter 2

7.4.3 The 1dentification of information units

The second group of functions are those concerned
with the 1dentification of information units through
the information system. The information units mav be
sought.  either through their physical nature or
their subject associations. The first function of
the information system outlined in Principle 2 is to
assist the wuser 1n tracing the presence of a
parfticular unit 1in the institution (International
Federation of Library Associations 1971: 6). Tt
further specifies the identification elements which
should reasonably be wused as access points. The

access  poilnts noted in  this section are those
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thought by the author to be most relevant, as there
has to date been no discussion of this point by the

museum profession,

These 1dentification elements are found described on
the 1nformation unit record. The record should be
for formulated 1n accordance with specified rules
providiné sufficient detail for the information
system user to 1dentify and describe the unit
(International Federation of Library Associations
1971: 6). The crucial factor to be borne in mind 1is
that the record must contain sufficient information
to allow a unit to be positively identified and
differentiated from others of the same kind (Harrod
1971: 127). These same 1dentification elements are
used 1n the 1nformation system to trace units sought
(International Federation of Library Associations

1971: 6).

Principle 2.2.2 states that the user must be able
to find any information wunit under any of the
aspects mentioned. Thilis 1s a reflection of the
information system user's need to be able to access
the 1nformation 1n the information system from

several different access points. While this seems 4
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self-evident truth to any regular library catalogue
uses, 1t 1s not necessarily so to the museum

information system.

Principle 2.2. emphasizes the need for a good
information system 1in the execution of all a
museum's functions. Often these functions are
performed‘without recourse to an information svstem,
reliance being placed on staff memory of the
collections. This 1s not a satisfactory state of
affairs and should be discouraged whenever possible.
It was made possible i1n the past by the permanency
of staff: there was very little movement of staff
which meant they knew the collections well. There 1is
currently a growing tendency for greater mobility of
staff between institutions which means the staff do
not know the collections as intimately as they did

in the past.
7.4.3 CONCLUSION

The functions of a museum information svstem have
been spelt out in the management context and for the
i1dentification of information units. These are two
complementary and frequently overlapping functions.

The one does not occur without the other, but 1t has
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been considered worthwhile to state them separately
in order to emphasize their similar yet differing

roles.
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7.5 PRINCIPLE 3: THE COMPONENTS OF AN INFORMATION

SYSTEM

Suggested principle: The components of an

information system are:
- the informatilon units
- the records of the information units

- the subject concepts of the information

units
- the user and hilis needs

Discussion

The components of an 1nformation system are the
information units and their records, the subject
concepts derived from them and the wuser of the
svstem: there would be no system 1f there were not

information units and users who require them.
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7.5.1 The information unit

The first component of an information system 1s the
information units which contain information which
will be sought by the user. An information system 1s
concerneq with the ability to find information when
it 1s required. In libraries or usual information
centres the 1nformation which is sought 1s usually
recorded knowledge contained in a suitable format
such as a book or manuscript (Kent 1966: 3). In a
museum one seeks to retrieve information which 1s
communicated 1n a variety of ways, either recorded

in written or visual form.

The entities represented by records in a museum

information svstem can be one of a wide varietyv of

"things". It may be the items from the collections
which range widely over natural, cultural,
industrial or archaeological material (Southern

African Museums Assoclation. Documentation Group.
1987: 2y, Or it may be recorded information in

bibliographic, archival or documentary form; or raw

research data resulting from projects.



To simplify communication in this study the term
"information unit"” is used to refer to any discrete
unit for which a separate record 1s entered into the
information system. The term is employed because of
the wide vafiety of 1items it 1is proposed for
incorporation into the system. The information units
on which the system is based are a crucial factor 1in
the systeﬁ because the nature of the units (along
with the users) wi1ill determine all other aspects of

the information system being considered.

7.5.2 The record of the information unit

The record of the information system 1s a
description of the information unit and all
assoclated 1nformation preserved in written form

(Concise Oxford 1964: 1034).

Information systems are concerned with organising
information so that it can be found when needed. The
simplest method of doing so is to arrange the
information themselves in the order in which they
are most likely to be sought (Orna and Pettit 1980:
9; Turner 1987: 12). For example books are sought by

their author or title and museum items by the name
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of the item. The retrieval of material then depends
on the users knowledge of the collection and 1ts

organisation (Orna and Pettit 1980: 9).

Problems arise when there is more than one possible

access point. The best way to achieve success 1s to

be able to place the item or a representative of 1t
in more than one place (Orna and Pettit 1980: 9).
The representative of the information unit 1is the
record which describes its characteristics and thus
acts as a surrogate for the actual unit (Hoffman

1976: 41-45; Orna and Pettit 1980: 9).

The records are carefully structured in a
standardised format so that they can be manipulated
in order to 1increase the access to the system
(Turner 1987: 12). It 1s easier to manipulate a
record with a standardised format for comparative
purposes (Chan 1981: 21). The series of records can
be arranged 1in different sequences to give access to
the records under different "points of view" (Turner

1987: 5).

The sources from which the information is drawn to
make up the record differ from unit to information
unit. This 1s i1mportant as 1t affects the accuracy

and acceptability of the data. As regards
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bibliographic and documentary materials agreement
has been reached within the respective professions,
the matter being embodied in cataloguing codes and
professional _handbooks. With respect to books,
manuscripts, printed music and periodicals for
example 1nformation on the title page is preferred;
for microforms or films 1t is the title frame; for
sound recordings 1t 1s the lable and sometimes the
container (Wynar 1980: 18). Usually the chief source
of information provides the most complete

bibliographic information.

For museum information units this problem 1is not so
@aslly dealt with. For those items which are similar
to library stock, the same rules can be applied but

for three-dimensional items, the item itself becomes

the source of 1nformation (Wynar 1980: 18). It can
supply some of the information required ( e.d. name,
physical description) but not all; the associated

and muscological information which by its veryv

nature 1s visible i1n the collection item 1tself,

accrues to 1t during its "lifetime" (Southern
African Museums Assoclation.Documentation Group
19587: 5).



For information units in Human Scilences collections
the assoclated information {(i1.e. stories of
people,places events and dates associated with the
collection item ) with which an 1item enters the
collection, is very important. It should be recorded
as soon as possible. The Transvaal Provincial Museum
Service recommends that a "collecting form" be used

for this purpose {Transvaal Provincial

Administration 1977: v2: 5).

The record description derived from the information
unit makes up the catalogue or equivalent
information file. And so, although one step removed
from the units themselves, they represent the units

in all aspects of the system.

Once the information source for a particular type of
information unit has been decided, the next step 1n
the process 1s the description of the unit and the
recording of this information. The level of
information recorded and the way 1t 1s structured on
the record are discussed i1n the section on levels of

description and record information.

The process of creating the record are extremelv
tmportant. In librarianship it has developed 1into a

complex study called "cataloguing” governed by a set



of principles called the "Paris Principles” (Orna

and Pettit 1980: 9). These are examined 1n greater

depth further on.

In museum work these actions or tasks lack a clearly
defined terminology. By analogy with librarianship

the author wishes to make a few suggestions.

In librarianship the following terms are used 1n the

contexts indicated. The compilation of the record 1is

termed cataloguing and the compilation of the
record, excluding the subject aspects 1is called
descriptive cataloguing (Chan 1981: 11). It 1s

concerned with the identification and description of
the item, the recording of this information 1n the
form of a catalogue record and the selection and
formatting o©of access points except subjecl access
points (Chan 1981: 1l1; Wynar 1980: 17). For
bibliographic material this means access by authors
name or title (Chan 1981l: 85) and for collection

item bv 1tem name.

The term descriptive cataloguing was first coined by
the Survey Committee of the Library of Congress
(Harrod 1971: 210). When used in the bibliographic

context 1t refers to the physical nature of the item
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and to the responsibility for the intellectual
content without reference to the subject aspects

(Wynar 1980: 17).

In the museum context one should possibly also
consider the term "descriptive documentation” for
the same process since "documentation " appears 1n
the muséblogical literature to be the preferred
term, rather than cataloguing. The important point
to note here 1s that the "descriptive" aspect of
the cataloguing/documentation action is seen to be a
separate activity from the "subject" aspect (which
1s briefly discussed 1n Principle 3.3.). The
principles of descriptive cataloguing/ documentation

are discussed 1n greater detail in Chapter 8:

Descriptive Documentation.

From the foreqoling 1t can be seen that the
construction of a record 1involves the consideration
of a number of theoretical 1issues, such as the
reascon  for the record, what information should be
recorded, where it should be obtained and a suitable

terminology.



7.5.3 The subiject concepts of the information units

The subject  aspect of an information system,
especially 1n a museum, are exceptionally important
because they enable the user to retrieve information
in relation to a variety of access points on an
interdisciplinary and multi-media basis (Brown
1976: 25). The subject content inherent in the
information units and their associated information
1s recognlsed as the third important component of

the 1nformation system.

The 1information system contains information units

from the collections, documentary and literary
material, and raw research data found in both the
curatorial departments and the institution's
library. The real value of such a system will only

be realised 1f it can reveal the subject connections
for any toplc between these diverse sources. The
development of this aspect of the information system
has been called the "subject approach" by both
Foskett and Turner (Foskett 1977; Turner 1987: 51).

The purpose of the subject approach is firstly to

enable the user to find the material he seeks, and
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secondly to show the holdings of a particular system

on a given subject, (Chan 1981: 128; Shera and Egan

1956: 10).

The methods used in the subject approach are firstly

the recognition of the subject access polints,
secondly their identification and labelling, (elther
linguistically or in codes) and thirdly their

organization. These stages have definite names which
sometimes have different connotations in different
disciplines. This is discussed in greater depth 1n
the thesaurus. The terminology used here 1s the one

decided on for the purposes of this study.

The first stage, namely the recognition of subject
access polnts 1s called "subject analysis" or
"subject specification” 1in library and information
sclience. (Langridge 1973: 110; Shera and Egan 1956:
28). The subject analysis of a unit involves the
recognition of useful subject concepts in the record
{Chan 1981: 133). It may be defined as "the
recognition of attributes and entities which are the
subject concepts 1n, and derived from the record of

a museum 1nformation unit (after Brown 1976: frame

26; Langridge 1973: 110; Sharp 1965: 28).
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The result of the analysis is a subject access point
or subject entry which may be defined as "the
recognition of any finite statement at any level of
specificity or generality which conveys a fact or
item of knowledge which may be sought by a user now

or in the future " (after Concise Oxford 1964: 432).

The subject entries are then given a definite
identification and labelled (either linguistically
or 1n codes) (Langridge 1973: 112). The labelling

may be done with alphabetical subject headings

{either structured or unstructured) or with a
notatlon derived from a classification scheme
(Langridge 1973: 112 ). The labelling characterises

the subject content of the access poilnt (Turner
1987: 51; Wynar 1980: 609). At this stage one 1s
concerned with translating the subject analysis of

an information unit 1nto a particular indexing or

retrieval language, as this specialised vocabulary
of terms or codes 1s called (Brown 1976: frame 131;
Foskett 1977: 98; Turner 1987: 51). There are

different kinds of retrieval language (Brown 1976:
frame [31). It mavy be a real language or an

artificial one such as a classification scheme or a

list of terms (Turner 1987: 51 ). And finallv the



index terms are arranged according to the system
being used to reveal the relationships between them
(Painter 1972: 3 ). The system provides access for
the user to the information in the system (Orna and
Pettit 1980: 3 ).

The termé used in the previous section are all
derived from library and information science. They

should be examined 1n greater detail.

The first term to be considered on a general level
is the concept of abstracting and organising
information in order to allow subject access to
infqrmation-in an information system. It is called
indexing or classification. A consideration of the
numerous definitions found for both terms 1in the
text books consulted has led to the formulation of
the following definition of subject documentation as
the "provision of a logical and meaningful system
for the 1identification of information required by
the wuser and to transform unorganised concepts,
impressions or data into recognisable objects and
recurring patterns which simplify the process of
thought and are retrievable” (Buchanan 1979: 10;

Classification 1971: 1; Langridge 1973: 15).



The term " subject cataloguing " 1is also used to
indicate the process and method employed to provide
subject access to the information unit (Chan 1981:
125 ; Wynar 1980: 609 ). It is generally used in
opposition to the term "descriptive cataloguing” to
reveal and to emphasize both the descriptive and
subject  aspects of the cataloguing action (Wynar

1980: 609 ).

If the term descriptive documentation suggested 1in
the previous section 1s accepted then the term
subject documentation should also be considered. It
would be an alternative to the terms "indexing" or
"subject indexing" or ‘"classification" meaning
exactly the same. The existing body of theory in
both librarianship and 1information science for
indexing and classification will be considered for
its possible application to the museum situation in

Chapter 9: Subject Documentation.

7.5.4 The users of the information system

The final component of the information system 1s the
user. This 1s the person whom the information system
1s designed to serve: his needs, use patterns and
wants will determine the type of system to be

constructed 1in a specific institution. One needs to



examine the policy of the institution to see whom 1t
is serving and the type of service that 1is envisaged
(Urquhart 1981: 15). These factors will affect the
decisions taken regarding the record depth to be
applied (l1st, 2nd or 3rd level ), the type of system
to be instituted (alphabetic or systematic ) and the
arrangeﬁént of the stores. These factors are all
discussed 1in Chapter 8 :Descriptive Documentation

and Chapter 8 : Subject Documentation.

The term "museum user” 1s not often wused in the
literature because the groups who use the
information system are so distinctly different,
namely the general public ( visitors) and
specialists (staff and outside researchers). The
staff in the institution are usually specialists who
can be trained to operate the information system and
should use 1t for collection management, research,
display, and education. Outsiders are sometimes
given access to the information system for research,
but they are likely to be assisted by the
documentation staff and trained in the use of the

system.

The general public who may wish to use the museum's
information system can range from auditors who

require 1nformation about museum procedures and



collections, to donors wishing to see the 1item
again, to students and teachers interested 1in the
collections or members of the public with queries

(Roberts 1985: 26).

The gengral public almost never have direct access
to the museum information system. Even the query
service offered by many museums is handled by the
staff with or without reference to the available
documentation. There are a few experimental
situations 1n Israel and Liverpool museums where
VDU terminals 1n the display areas give access to
selected portions of the museum's collection
records. There has been a very positive response
from the public to this (Foster 1988: 130). It will
probably completely change the usage patterns for

museum information systems.

The museum information systems in contrast to
library catalogués should be seen at the moment as
instruments for the wuse of the staff in the
execution of the museum's functions, especially
collection management, research, display and
education. If this is accepted then the information
system becomes an instrument for the use of a small,
highly 1f diversely educated group. This will

inevitably affect the system.



7.5.5 The use of the system

The manner 1n  which the system 1s used will also
affect the way in which i1t 1s  constructed. A number

of factors have to be considered here.

The different types of enquiries received by the
information system wlll be one of the determining
factors 1n 1ts construction. In most museums the
level of answer which will be required by the
speclalist user 1s highly detailed at an elevated
level. This corresponds to the pattern of enquiry
found 1n specralist libraries. The 1mplication 1s
that although a limited range of disciplines will be
dealt with, they must be handled in considerable

detail. (Vickery 1970: 77 ).

For  published material this is usually bevond the
scope of availlable bibliographies and abstracting
services (unless they too are directed exclusivelw
at the speciallist audience concerned). The first
abstracting service for museological literature was
started as vecently as 1985 by the Scottish Museums
Council, The  1nstitution 1is usually forced to
constract Lbs own, in-depth information svstem for

Fhe collections under 1ts care. This sgsvstem should



preferably be linked to the one used for published
sources for maximum effectiveness (Vickery L970:

14).

The depth to which collections are documented at
present 1s very variable, chiefly dependent on the
intorest  of, and time available to the individual
curators. But no studies have as yet been done on
this topic. As can be seen the user determines both
the type of information and the most appropriate wav

of dealing with 1t (Langridge 1973: 23).

The quality of the enguiries will determine the
quality the 1information system 1s designed to
answer. This proposition is derived from the 1ded
fhat a svstem 1s constructed to meet the specific
requirements  of  the users, hence the more they

demand, the higher will be the quality (Kent 1963:

2760 .

The  ugers mav demand that every document of
potential interest 1s  1ldentified or they may be
sarl1sfied with a reasonably representative sample of
litterature on a speclflic subject: they may wish to
refrieve  only certain categories of 1nformal ion
relaring to the collections or they mav wish to

retrieve  every possible pirece of information (Kent



lY65: 276). These differences in demand originate 1n
the  wide range of enquiries which a museum
information system will deal with.

The speed with which an answer 1s required 1n a
museum lnformation system can vary enormously, and
is vet aﬁother determining factor in the design of a
svstem. Sometimes an answer is required extrenely
fast and sometimes time can be allowed before the
result of a search 1s desired (Kent 1965: 276).
There ave two facets to speed: one is the speed with
which the analvysis of 1tems 1s accomplished and
related to 1t 15 the speed with which service hag to
be rendered to usgers. These are the crucial
vonsiderations 1n organlzing an information system

and service (Foskett 1977: 21).

The speed with which an  answer 1is required affects
the tvpe of system that 1s used (whether automated
or  manual); the depth to which indexing 15
ractlsed;  and the stage (input or output) at which
scarch aspects are co-ordinated. A simple qguery
requiring an uncomplicated, unidimensional search of
the svstem can quickly, satisfactorily and

cconamically be done using a  card based informat ion



svstem. But 1f multi-dimensional searches are
required at speed then an automated system 1§

required (Rent 1966: 128).

The depth to which material in the system 1s 1ndexed
will often be determined by the speed with which 1t
1s requlfed to be input. If a new item has to be
available immediately, then time cannot be spent
indexing 1t 1n detail. But 1f time is not crucial at
this stage then depth-indexing is viable (Kent 1965:

7950,

At vhe moment the most time-consuming aspect of the
tnformation svstem 1s the subject specification or

index1iny phase at the 1nput stage. Studies show that

a propoertion of  these entries will never be used.
Efforts are beingy made to shift the time 1ntensive
agspect of the svstem to the output stage by

developing mechanical methods of subject analysis or

even whole text processing (Foskett 1977: 21).

a5 ban be seen the demands made on the svstem
regarding speed of service will be cruciral
conslderations  1n the decision made regarding the
Lvipe of  system and  the depth to which indexing 1s
Jdonc.  In the museum where speed is not usually an

cconomic conslderation, one can opt for the more



cconomic but slower system which will deliver
results of the highest quality. Quality not speed 1s

the maln consideratlon 1n museums.

7.3.6 CONCLUSION

~

The components of the museum information svstem are
the 1nformation units themselves, the records thev
give rise to, the subject access points derived from
them and the user for whom the system is instituted.
The most 1mportant aspects are the information units
and the users, w1ll determine how the record 1s
structured and the subject access points which are
indexed. [t 1s a complete circle with each component
influencing 1ts neighbour and 1in part determining

decisions made for problems experienced by the

nelghbours.

The museumn 1nformation svstem should be seen
primarily as an instrument for the use of the staff
in the execution of the museums functions, namely
collection management, research , dasplayv and
cducation. Tt 15  an  instrument for the use of a
small, diversely and highly educated group which
will 1nevitablv affect the svsten. High levels of
performance are required of the system, by the users

tegarding depth of  enquiry, speed of deliverv and



quality of the end results. All information svstems
must be taillored to meet the needs of the user. The
discussions 1n thils principle are all hypothetical
as these aspects of a museum 1information svstem
awalt detalled studies for their potential use 1n

muaseums .



7.6 PRINCIPLE 4 : THE STRUCTURE OF THE INFORMATION

SYSTEM
Suggested Erincigle: The structure of the

information svstem consists of

- the organisation of information unit records

- the organisation of subject concepts

Dlscuss1ion

The structure of an information system is determined
by the demands which are made on it. The information
svstem functions by matching the information needs
of users with units which resolve those needs

(Turner L987: 3).

The system consists of the physical entities (1.e.
information units) and the actions performed on Fhem
for stated purposes. The information units are
reprezented 1n the system by a record which 15 a
structured description of the unit and all 1tsg
assgoclrated 1nformation. It acts as a survogate Lor
Fhe information unit and allows 1t to be manipulated

Ln relation  ro other records (Hoffman 1976: 41-435;



Arna  and Pettit 1980: 7). This igs a necessarvy
prerequisite 1f the museum is to meet 1ts service
obligations (as was postulated earlier) (Hoffman
1976: Ll: Orna and Pettit 1980: 6). An information
svetem 1s the chief tool 1n the accomplishment of

this service (Hoffman 1976: 5).

The information system consists of the two
components, the physical entities and actions
performed on them. The actions have been summarised
45  the selection and acquisition of material, 1t s
description and indexing and finally the
manipulation of the system to neet ugers

needs. (Turner 1987 4-7) .

7.6.1 The organisation of information unit records

The tnformation units 1n the 1nformation syvstem are
represented by a series of records. The information
in rhe record must be analysed 1into different
cateqgories so that 1t may be formatted in a standard
manner (Hoffman 1976: 41-45). The information must
be  skructured so  that 1t may be encoded for
retrieval at a later stage of the system procedure.
The svstematic organisation of information implies
an analvsis of the tvpes of information which occur

1 the surrogate (Hoffman 1976: 41-45) In the



librarv and archival worlds this analvsis was
completred and agreed to some time ago (Chan 1981:
27-28; M.Olivier 1988: pers. comm.). But the museum
world has only recently realised that a record acts
as a surrogate for the unit 1n some circumstances
and that the surrogate would benefit from
construction 1n  a similar manner at all times.
Atlempts to analyse the information on the museum
record have been made by several bodies (Museum
Documentation Assoclation 1980a ; Southern African
Museums  Assoclation., Documentation Group 1987;
M.Case 1987: pers comm.) It 1s now being considered
on an 1nternational level by the ICOM Committee on
Documentation  (International Council of Museums.
International Commlttee on  Documentation. Standards
Workiny Group. Committee Meeting 1987). For the
museum  world, then, there is neither agreement on
Ehe  information categories which must be recorded
nor on  the order in which that recording process

should be carried out .

The 1nformation which 1s recorded for an information
tunit will naturallv depend on the nature of the unit
concerned, as cach type will demand certain
information  categories.  See Table 2 ar Lhe end of

this  studv which outlines some of the informat 1on

catcgorlies recognised., It will be noted there are



relatively few data categories which correspond
evactly between those listed for the different types
6f material. Several are similar but not identical.
Research data again will ©probably be grouped
according to the discipline and its specific
context. The above table demonstrates clearly the

immense variety of data categories exhibited bv

records in a museum lnformation system .

As ban be appreciated, the organisation of the
information on the record is essentilal if the record
1s to fulfill 1its role 1n the information svstem.
This 1s  discussed in Chapter 8: Descriptive

NDocumentaltion.

7.6.2 The organization of the subject concepts

in organisang the subject concepts 1n an information
system  wne Ls  faced with a series of alternate
choicaes. The first 1s whether to use a structured or
an unstructured retrieval language; the second 1s
whether to use a verbal or coded retrieval language
and the Lhird choice depends on the type of svstem
~hosen 1n the first two options. If a verbal
reftrieval language was chosen then a further choice
mu=t. be made between pre-co-ordinate or post

co-ordinate retrieval svstems; 1f a coded retrieval



language was chosen then a choice must be made
betwecen an enumerative or synthetic language. These
cholces are explored further in Chapter 9: Subject

Documentation.

7.6.3 Conclusion

The structure of the information system 1g
determined by how the records are organised 1n order
to gain accrss to  the information. This is done bv
formatting the record in a certain manner and by the
technigques adopted to create, and galn access to
subject access polnts. These are both toplcs which
4are  treated 1n  greater detail elsewhere 1n this
=tudy., Suffice 1t say at this stage that a museum
imformation svstem should be organised to make the
best possible use of the availlable material for the

purpose 1n hand.



7.7 PRINCIPLE 5 : THE ORANISATION OF THE INFORMATION

SYSTEM:

Sugaested prainciple @ The information system 1Ls

intended to  be  able to deliver information of a
suitable kind and level to the user as requested.
This is -achieved through the organisation of fthe

records. It may be:

- an alphabetic organisation

- a systematlc organisation

Drscussion

The muscum 1nformation system consists of the
imformation  units and thelr surrogate records ana
the actions or demands (requests for information)
which are made on 1t. This 1involves matching the
information needs of users with the information
units which will resolve those needs (Turner L487:

3.

Any 1nformation system 1s 1ntended to deliver the
intormation required, when 1t 1s required, in a
nseful form.  This 1s the bottom line of the servicoe

1t 1% 1ntended to deliver. This is achieved bv the



records 1n the i1nformation system which enable the
user to 1dentify which particular information units
in the svstem he wishes to review or use, as well as
bv the subject 1ndex which enables the wuser to see
the subject coverage of the system within his

particular field of interest.

The components of this service should be examined
hriefly, namely the physical entities (the
information units and their records) and the
requests for i1nformation (actions performed on them

for stated purposes).

The information units are represented in the svstem
biv a record which 1s a structured description of the
unit and all 1ts associated and museological
information. It acts as a surrogate for the
information unit  and allows it to be manipulated in
relatrion to other records (Hoffman 1976: 41-45; Orna
and  Petbit Lugo: 7). This 1S a necessary
brorequisite 1f the museum  1s to meet  its service
obligations f(as was postulated earlier) (Hoffman
LY76: 1; Orna and Pettit 1980: 6). An information
system 15 the chief tool in the accomplishment of

Fhis service (Hoffman 1976: 5).



The actions have been summarised as the selection
and acquisition of material, 1its description and
indexing and finally the manipulation of the svstem

to meet the users' needs (Turner 1987: 4-7).

The records and the requests for information will
also determine the manner in which the records are
organised. The structure or organisation of the
information on the record is not determined by user
regulrements but by the nature of the record and the
information 1tself. The only exception to this will
be the record heading which 1s discipline
determined. This 1s discussed in greater detail in

Chapter 8: Descriptive Documentation.

The structure of the subject concepts 1s likewise
the means used to organise the subject access points
1n the 1nformation svstem. This topic 1s discussed
rn greater detail in Chapter 9:Subject

Documentation.

The aspect of the svstem which will be discussed
here 15 the use of an alphabetic or a systematic
approach 1n  organising the records (Chan 1981 :

L25-128; Wynar 1980: 482-485). The manner in which



the records are organised should be determined hv
the output 1.e. the functions the 1information 1s

expected to fulfall.

7.7.1 The organisation of the information svstem

One must be able to retrieve the required
information unit from a collection. Historically
this was first done by organising the 1tems

themselves 1n certain ways (Turner 1987: 22). Later
as the collection grew too large the record of the
information unit was created to act as a surrogate
for it: the 1tem could be arranged in one sequence

and the surrogates 1n a number of other sequences.

The objectives for these sequences of records are

naturally  the same as those of the information
svstem as a whole, namely the management objectives
of care and control of collections, use of

collections and preservation of information and the
tdentification of 1nformation units by name, group
name, or subject. The management objectives were
clearly stated bv Roberts and Light (1980), Roberts
tLyssy, and  Light (1988) . The 1dentification
objectives  are similar to those enunciated for

library catalogues which were first stated by Cutter

ko 1904 ag:



- enable a person to find a book

- kto show what the library has on a given toplc

(Chan 1981: 128).

Comparison of this to the statement of museum
information system objectives (Principle 2) shows
that they are remarkably similar. Both systems
requlire an information system to locate material and
to collocate related material while the museum
system 1s also requlired to preserve i1nformation

(Chan 1981: 128; Roberts 1985: 25).

Fach record 1n  the information system 1is given one
or more access polnts through which the record can
be retrieved. The access point is presented in the
fuorm of a heading on the record, which 1s added to
the description  (Chan 1981: 85). In the library
arcess 15 Lraditionally through author, title and
subiect  (Chan 1981: 125). In the museum the
fraditional access points in the information svstem
Fo the collection are through the 1tem name, of

qroup or the subject.



Two bagsic methods of arranging access to the
collections have arisen; one 1is alphabetical and the
other 1s svstematic (Sharp 1968: 154). They may be

described as follows:

- the alphabetical i1nformation system which
arranges all records 1n one alphabetical
sequence (known as the dictionary catalogue)

(Chan 1981: 126).

- the systematic information system which
arranges the records according to certailn
predetermined patterns of classification
schemes, 1n which related subjects are
brought together or associated with each other
(known as the systematic catalogue) (Chan 1981:

Loy,

Examples of  these different filing methods can be
seen  1n Table 3 at the end of this study. Within
these  two basic types there are variations on the
way 1t 15 done. No matter which one is used, 1t
should cover the contents of the collection and
gqulide the person who consults it to these contents.
The differences between these two types lies 1in the

arvangement and filing of the records. Table 4 at



the end of this study details the advantages and
disadvantages of the two main methods of access

organlsation.

The svstematic information system 1s one in which
the records are arranged -~ logically and
svstematically according to a particular
classification scheme (Chan 1981: 125). This type of
information svstem can cope with complex ideas;
related material 1s collocated and any problems
which might be experienced with homonyms and
synonvms are avolided (Sharp 1968: 156). The 1deas
are organised 1in a systematic information system
From the general to the specific (Chan 198l: 125).
The systematic arrangement 1s usually done according
to the division of knowledge within a classification
scheme. This means the information system will also
be 1nfluenced by the problems inherent 1in the:
philosophical svstem which underlies the

classiflcation scheme applied (Wynar 1980: 481).

The svstematic 1nformation system functions very
we | | in  speclal situations, particularly those
devoted to a single discipline, but problems may be
xperienced  1n marrving  a serlies of different

sohemes for particular disciplines into a

multi-media, interdisciplinary information svstem.



The other method of organisation is the alphabetical
where records are arranged 1in an alphabetical
sequence  according to the access points recorded as
headings. Two methods are recognised, namely the

alphabetico-specific and the alphabetico-classed.

In the alphabetico-specific information system, the
heading consists solely of the name of a specific
subject and the records are arranged 1in strict
alphabetical order according to the heading (Sharp
L968: L58). The relationships between specific
concepts are revealed through relevant references
and cross-references (Chan 1981: 126). A varietv of
Fechnigques are used to achieve this, the most
popular 1n  museums being the thesaurus (Chan

Lol :126; Orna 1983).

In the proposed multi-media, interdisciplinarv
information  system for the museum, the strict
alphabetical approach would mean that all the

records for  an  institution would be filed in a
single alphabetical sequence. In a medium or large
Slze nstitution this could very rapidly become
umwieldv. A solution might then be to divide the
tnformation  svstem 1nto a series of speclalised

droups,  for instance according to collection | e.y.



costume), discipline {(e.g. palaeontology), or aspect
(e.g. date or person's name, or an alphabetical
sequence of names and another of subjects (Chan

1981: 12e).

Two problems arise 1in the construction of an
alphabet;éal subject 1information system; they are
the form of the headings and the provision of a
structure of references for material scattered
through the alphabet (Sharp 1968: 161). Various
attempts were made to produce rules for the
construction of subject access points. Initially

no-one recognised that subjects are complex and

sophirsticated rules are needed for forming the
subject access  polnts. These are discussed 1n
Jroater detarl in Chapter 8: Descriptive

Documentation: Principle 5 and Chapter 9: Subject

Documentation.

The svstematic approach also has several problem
areas  which  are discussed 1n  greater detail in

Chapter 9: Subject Documentation.



7.7.2 CONCLUSION

No matter which method of access organisation 1s
used, 1t should cover the contents of the collection
and guide the person who consults 1t to these
contents. The difference between these two types

lies in the arrangement and filing of the records.



CHAPTER 8

DESCRIPTIVE DOCUMENTATION

8.1 INTRODUCTION

Descriptive documentation 1s the «creation of a
surrogate record for the information system. It 15 a
descriprtion of the information unit which 1s
complete enough to serve as a surrogate for the

information unit i1n the syvstem.

The term descriptive documentation describes the
process which 15 concerned with the i1dentification
and descriprion of the 1tem, the recording of 1t 1in
the form of a record and the selection and
formatting of access polnts, except subject access

points {(Chan 1981: 11; Wynar 1980: 17).

Descriptive documentation 1s concerned with a number

of theoretical i1ssues, such as:

- Lhe reason for the record



- what information should be recorded and where 1t

should be obtalned

- a4 sultable terminology for the information items

- how the non-subject records should be accessed

These aspects are discussed in the following
principles which it is hoped will act as guldel inesg

in framing rules for descriptive documentation.

Identification and description are closely related
processes 1in descriptive documentation.
Ldentification conslsts of the choilce of
conventional elements, formulated by documentalists
to describe the information unit. When these
conventions are correctly applied they create a
record which uniguely describes the i1tem and 1t (the

description) can be applied to no other i1nformation

unLt (Wvnar L980: 17).



8.2 PRINCIPLE 1: THE PURPOSE OF DESCRIPTIVE

DOCUMENTATION

Suygested principle :The purpose of descriptive

documentation is to provide a surrogate record of
the information unit which can be manipulated to

meet the users' needs (Turner 1987: 25).

Discussion

§.2.1 The reason for the record : A museum houses a

wide varietv of information units which 1t wishes to
use to  support the different activities of the
1nstitution. In order to use them they must be

accessible. If the physical arrangement of the

information anits in the system matches  the
retrieval  demands of  the users then there are few
worries over the alternative ways users need to

retrieve information. Thus if all user demands are:
forv subjects that match the subject arrangement.
chosen, or all demands are for the report numbers,
or accession numbers by which items are stored, the
cost effectiveness of providing alternative

approaches 1s zero (Turner 1987: 25).



Unfortunately 1life 1s not so simple. Whatever

arrangement 1s used, it can only follow one
particular chosen order, e.g. unit group, unit
name, or subject. In many cases there will be

demands for access points to 1tems through other
aspects e.g.' title, material, date, subject. This
need to'prov1de access to the information units from
a number of different points of view led to the
creation of a surrogate for the information unit,
which can be multiplied as often as required and
arranged 1n different sequences {Hoffman 1976:

41-45; Turner 1987: 15).

This information stems from the item itself, either
1ts phyvsical form (e.g. book, table, or bird) or the
information associated with it (people, places,
evenrts, dates). In order for the information to be
useful 1t has to be recorded systematically; this
tmplies an  analysis of the types of information
which occur, so that the surrogate is consistent!ly

useful (Hoffman 1976: 41-45).

The museum world  has only recently realised that a
vrecord can act as a surrogate for the 1tem 1n some
wlrcumstances and that  the surrogate would benef Lt

tl 1t was constructed in  a similar manner at alli



fimes. Attempts to analyse the information on the
record are being made by different bodies (M. Case

LY87: pers. comm.).

The problem 1s currently being considered
internationally by the Documentation Committee of
the International Council of Museums but as  yet no

greement has been reached on the matter. Nor 1s

D_I

there agreement on the order or manner in which they

are Lo bhe recorded.

f.2.2 Sources of information on the record: The
first decision a documentalist has to make 15 what

source of information should be used to compile the

record (Wyvnar 1L980: 18).

The »ource of information which is recorded in the
information svstem 1s i1mportant. It will differ from
information unit to 1nformation unit depending on
the tvpe of unit and the discipline to which it 1s
connected,  Bub 1t 1s  1mportant that a source 1s
recognlsed and accepted by the profession because it

atfects the accuracy and acceptability of the data.

For bibliographic and documentary materials
auveement has  been  reached within the respective

professions and 1t 1s embodied in  cataloguing codes



or professional handbooks. For example for books,
manuscripts, printed music, and periodicals
information on the title page 1is preferred; for
microforms or films 1t 1s the title frame; for sound
recordings 1t 15 the label and sometimes the
container (Wynar 1980: 18). Usually the chief source
of 1nfofmation provides the most complete

bibliographic information.

For museum information units this problem 1s not so
eas1ly dealt with. For those i1tems which are similar
to library stock, the same rules can be applied. But
for three dimensional 1nformation wunits, consensus
has sti1ll fo be reached in different disciplines on
what  the significant aspects are for documentation
PULROSES . Broadly speaking the significant

attributes of un 1nformation unit are the physical

attributes of the 1tem (1.e. 1ts physical
Appearance ), its assoclated information (the
history, use, people, places, dates and events
connected to the 1tem) or 1ts museological

information  (1.e. how 1t came to the museum, who
brought 1t and when it entered the collection).
(Southern African Museums Association. Documentation
Group L9470 55 Transvaal Provincial Administrat ion
1977 v.IVA:  1-2; i Wynar 1980: 18). The item can

supply some  of the 1nformation but not all as the



associlated and museological information which by its
very nature 1s not usually visible in the collection
1tem 1tself, but accrues to it during 1its lifetime
(Southern African Museums Assoclation. Documentation
Group 1987: 5). Users of the information system seek
information under any one of more than fifteen
possible access points, but usually it is by the
specific name, group name of an information unit or

by 1ts subject.

Each discipline will have its own recognised sources
of information, but these should be formally
recorded so that the documentalist knows where the
tnformation should be obtained. This will assist

with the recourding procedure.

These discipline oriented deliberations should also
stipulate the source from which the information for
the headinygs  for the record should be taken. For
museum collections 1t 1s the discipline which will
determine the most  suitable type of element to be
used as  the heading e.g. for natural sclence or
cultnral historv 1tems the physical appearance or
function will be the most likely element to be used,
while for art works or documentary items the name of
Lhe person responsible for the creation will be the

wost bikely sultable heading.



The source which should be used for the 1dentifving
information of museum items will depend entirely on
the discipline concerned. Some will specify that the
item itself should be used; others will specify the
item plus a standard handbook on the topic while a
third wiil specify a completely outside source

(International Federation of Library Associations

1971: 30).

The structure of the record is considered 1n
Principle 2 and possible access polnts in Principle
5.

8.2.3 CONCLUSION

The purpose of descriptive documentation 1s to
create a record of the information unit which will
act as a surrogate for it 1n the information system.
The description should be accurate and conplete
enough to allow the users to choose and identifv the

unitcls) on the basis of the record (Turner 1987:

27).



8.3

PRINCIPLE 2: THE STRUCTURE OF THE RECORD

Suagested principle: The record must be structured

to facilitate retrieval

Discussion

8.3.

1 The structure of the record: The structure

the

record must be such that the i1item can

positively 1dentified (Turner 1987: 25). In order

dL)

this several aspects of the record should

examined namelv:

the content of the record 1.e. the types of

information found on the record

the format of the record i.e. how the

information can be most usefully arranged

rhe record depth 1.e. how much information

should be recorded.

of

be

to

be



The final aspect of the record are the access points
which can be 1dentified from the information
contained. These are considered in Principle 5> of

this chapter and in Chapter 9: Subject

Documentation.

In recent vears there has been an enormous expansion
1n the use of computers 1n museum documentation
(Museum 1988: 43). This has resulted in an 1increase
of interest, and has, 1n some ways also compounded
the problems mentioned 1n Chapter 3 1n that more
museumns have started computerisation without the
necessary preparation. The record 1s one of the
perennial problem areas. It will be examined in

depth 1n the ensulng section.

However before one does so several concepts from the
information sclences should be introduced which are

useful 1n discussions of the record, namely:

- data element: the smallest unit of information

to which reference is made (Sarasan 1981: 46)

- data field: an area within the record

containing a specified kind of information.

The 1nformation 1n one field 1is discrete



(Chenhall 1975: 37; Sarasan 1981: 46; Sarasan

and Neuner 1983: 18)

- record: a series of related data fields. All
the data fields pertaining to a particular
unit, forms its record. A record in a manual
sysfem is usually a card (Chenhall 1975: 37;

Sarasan 1981: 18)

- a data file or simply a file: It is a set of
related records (Chenhall 1975: 37; Sarasan

1981: 46; Sarasan and Neuner 1983: 18)

8.3.2 Tdentification of information: As noted 1in

Chaprer 3 there 1s a great deal of wvariety 1in the
information or data which a record might contain.
When museurn collection records were first
computerised 1n the 1960's and 1970's no attention
was usually paid to the data elements whichh make ap
a data field, or the data fields which make up a
record.  The categorlies on the manual record were
input as 15, and people found themselves with masses
ol data which could not be manipulated (Sarasan

L91: 45; Sarasan and Neuner 1983: 18).



The museum world found that the information on the
record should have been analysed into 1ts finest
data element, then tagged or otherwise coded and the
information which 1s entered into the information
system  analysed and  tagged accordingly (Chenhall
1975; 58).  This i1dentifies all the 1information on

the record clearly (Hoffman 1976: 41-45).

The analvsis of the information categories 1s a task
for the whole professional museum body so that
consensus can be reached on it. In the library and
avrchival fields this analysis was completed and
agreed Lo  some  time ago  (Chan 1981: 27-28; M.

Olivier 1988: pers. comm.).

Attempts Lo analyse the information on the muscum

vecord have  been made by several bodies (M. Case
Lus7: pers.comm.;  Museum Documentation Association
Lesa; Southern African Museums Assoclation.

Documentation  Group 1987). The analysis of the
tnformation  categories completed by the Southern
Alriean Museums Assoclation Documentation Group and
presented to the profession in 1987, 1dentified four

distinct groups of information.



Identification information: This 1s the
information which uniquely identifies the
unit, 1.e. 1ts institutional code, accession
number,name of the unit and its classification
group (Southern African Museums Assoclation.

Documentation Group 1987: 5)

Inherent information: This is the information
contained 1n and derived from the physical
description of the unit. It includes details of
colour, form, measurement, material, structure,
completeness, 1nscriptions, and mineralogy for
example (Southern African Museums Assoclation.

Document ation Group. 1987: 5)

Assoclated 1nformation: This is the information
assoclated with the unit, but not directly
obvious from 1ts physical appearance, such as
people, places, events, or dates, with which it
15 linked or which are attributed to the unit
(Southern African Museums Association.

Documentation Group 1987: 5)

Museologieal or management information: This
15 the 1nformation which is required for the
manadgement of the l1tem within the museum, such

a3 detarls of acquisition, conservation,



valuation, locality history, utilisation
history, and so on (Southern African Museums

Association. Documentation Group 1987: 5)

The bibliographlic record 1s seen to be composed of a

serles of "statements" of different kinds of

information, (they are not listed 1in order of

spearance or lmportance), namely:

-~ The heading : This 1s the main access point

chosen for the unit

The title and statement of responsibility:
This 1s usually the title of the unit and the
name of the person, persons, or body

responsible for 1t

sdition statement: This contains information
relating to the edition of the statement when

it 13 availlable

publication statement: It gives detalls of the
place of publication or distribution, name(sg)
of publisher or distributor, role of the place
mentioned and name given, date of publication,
and detarls of manufacture (place, name and

diate L[ avarLlable)



- Phvsical description: This statement supplies
a description of the physical composition of
the work (number of volumes, pages,

illustrations and size)

- Series statement: The name of the series and

the numbering

- Note area: Details of any further information
relating to the 1tem which might be of use to

the user

- Standard numBer and terms of availability: The
International Standard Book or Serial Number
and anv specilal detaills relating to the
AvAdllability of the unit e.g. for hire

(Anglo American cataloguing rules 1978: 7-269;

Landau L9Yo6: 287- 288; Wynar 1980: 44-107).

Thes categurles are particularly relevant to two
dincnsional Informatlon units and are listed in the
order  1n which they are to Dbe recorded asg

tnternationally adgreed to, for librarv cataloque

tnformation (Anglo American cataloguing rules 1974:



The museum record content is only now belng
considered on an 1nternational level by the ICON
Committee on Documentation (CIDOC) (International
Councll of Museums. International Committee for
Documentation, Standards Working Group. Meeting
1987). So for the museum world there 1s neilther
agreement on the information categories which must
be recorded nor on the order in which such recording
should be done. But already the common areas
between data fields 1in libraries, archives and
museums are being examined. Bearman (1989: 1) notes
that there 1s an underlying commonality in the wav
in  which museums, archives and libraries manage
their collections. This is doubtlessly also
reflected 1n their common record content e.g. all
three have a bheading, a physical description, and a

classification grouping.

Once the potential information on the record has
been adentified,  from a wide variety of disciplines
and 1nstitutions, the content of the individual
record in each institution should be considered. The
data fields which are chosen will depend on the use
which 15 envisaged for them i.e. research or

Mmanadgement., or both. Each activity requires



d1ifferent categories of information, and the purpose
for which the record is constructed will determine

the categories placed on 1it.

8.3.3 Record format: The record structure 1s the

order 1in which the data fields are arranged and the
sequence-‘in which they are placed. The structure
must be designed to make 1t easy for the user tu get
the information from the system when 1t i1s required
and for the documentalist to create the record (Orna
and Pettit 1980: 43). The most important elements
should be placed at the top of the record. 1In a
manual system they can be made highly visible by

being written 1n capital letters (Taylor 1948: 3).

As  alreadvy stated descriptive documentation 13
concerned with both description and identification
(Wynar 1980: 17). For the convenience of the user
the documentalist and designer of the format will
Ery to place the most important elements at the top
ol the record. For collection items these important
data fields will probably relate to the name of the
Ltem, or group of 1tems, and the subject access
points. T[or bibliographic units they will probably
be the name of the author or title and the

classification category (Wynar 1980: 17).



The decision to standardise the order of headings
and data fields in the record 1s necessary as soon
as records are completed with a view to indexing
them. The form of the terms which occur regularly
nust be decided and variations listed e.q.
"ourchase" or "buy", one term must be chosen and anyv
ruferencés made to it from the possible
alternatives. Standardisation is also important for
names (people and places), dates, localities and
dimensions. Hence the efforts of the SAMA
Daocumentation Group to develop suggested standards
for these cateqgories (Immelman 1984: 234). The need
for standardisation has also given rise to attempts
to  formulate an  1nternational data standard for

museumn information (Light 1988: 10).

8.1.4 Record depth: Whatever the physical recording

medium (card, microfiche or disk) adopted, the
amount  of i1nformation recorded in an information
svstem record will depend partly on the subject
freld being dealt with, (some require more detail
than others) and partly on the type of service
recuired  of  the information system. The amount of
tnformation which is included on a record is known

a- the record depth.



There 1s frequently a need for different levels of
information 1n the compilation or use of an
information svstem. This should be provided for in
any documentation code which is formulated, so that
the documentalist may choose the level that provides
the amount of detail relevant to that particular
museum's> users and at the same time meet the
standards called for in any set of international

documentation rules (Wynar 1980: 41).

It 1s sugyggested that two levels of description in
the LInformation system are recognised, one for
general or smaller 1institutions and another for
larger regearch oriented institutions (Anglo
American  cataloguing rules 1978: 14). The SAMA
Documentation Group has developed suggested levels
of recording 1n the standard they propose (Southern
African Museums Assoclation. Documentation Group
1987). The first level 1is called the Essential
Information Categories and the second as the
Recommended Information Categories. The Essential
Recommencded Information Categories are those which
must be recorded in order to ensure the sclentific
validity of the unit while the Recommended

Information Categories are those which will enhance



the value of the unit for research (Southern African
Museums Assoclation. Documentation Group. 1987:

nN.2.7 .

Tt 1s recommended that each discipline decide on the
Essential and Recommended Information Categories for
1fself. The standards derived by different
disciplines groups 1in South Africa are listed 1in
the SAMA Documentation Group Standard (Southern
African Museums Assoclation. Documentation Group

1387).

As discussed earlier the information system can vary
from being a finding list to being an index showing
the relationships between units through copilous
indexing  and the provision of many access polnts.
Three levels of information coverage are recognised
in the "Paris Principle” for libraries (Anglo
American cataloguing rules 1978: 14-15; Chan 1981:
sZ2=343. It 1s  suggested the same principle be

applied to museum documentation. The levels are:

(L) Short form or simplified record (lst level)
The 1nformation included on this record is only
the information necessary to be able to identify
Fhe 1tem. This Llncludes the main heading, the

dccession number, a brief physical description



and mention of any associated information. It 13
comparable to the entry méde in the accessions
register, but 1s below that recommended for the
Essential Information Categories (Anglo American
catalogyuing rules 1978: 15; Chan 1981: 53;
Southern African Museums Assoclation.

Documentation Group 1987: n.p.).

Medium form or selective record

The medium form or selective record includes the
detalls mentioned in the simplified record and
one or two more. It 1s equivalent to the
Lssential Information Categories., It also refers
to the making of additional and analytical
records in important cases. This type of
record will obviously be more intensive in
time and financial implications than the
previous one, and should meet the ordinary
curatorial and management functions (Anglo
American cataloguing rules 1978; 15; Chan

198L1; 53).

The full or descriptive record

This 1s the most complete record possible
containing all available information relating to
Fhe unif. [t corresponds to the Recommended

Informition Carcqgories {Southern African Museums



Associlation. Documentation Group 1987: n.p.).
This type of record 1s costly as regards time and
finance but does ensure a complete record for
research or use 1n other museum functions. A
research institution with sufficient staff and
finance will opt for a full, descriptive record
and all the associated indexes. This will meet
the requirements of both the curatorial as well
as the research and management functions of the
information system (Anglo American cataloguing

rules 1978: 15; Chan 1981: 53-54).
Examples of these different levels of descriptive
documentation can be seen 1n  Table 5: Different

levels of descriptive documentation.

B.3.5 CONCLUSION

0
M

The structure of the information on the record is of
vital i1mportance to the success of the information
svsrem hecause this will allow information to be
accurately  located for utilisation. In the library
world the factors affecting the content of the
roecord have been established and recognilsed

internationally for fullv 50 vears (Chan 1981: 12).



The archival record also seems to have an
internationally accepted standard although 1t 1s not

formally recognised by an international body.

In the museum world the lack of consideration of
these 1ssues caused many of the problems
experlienced 1n early efforts to computerise museum
records (Sarasan and Neuner 1983: 9-20) .
However work 1n  several countries over the last
fifteen vears have resulted in efforts to draft an
international standard. This problem 1s being
dealt with by the Standards Subcommittee of the
Documentation Committee of the International Council

of Museums.



8.4 PRINCIPLE 3: COMPONENTS OF A DESCRIPTIVE

DOCUMENTATION SYSTEM

suggested principle :The components of a descriptive

documentation system are:

- the main record

- the additional records

- the references

- the analytical records

Discussion

different kinds of records which

T
o
T
<
T
~
o
—

There are
can be used In an information system to gulde and
ass1ist the user. The types and their uses are

outlined below.

For each 1tem there should be at least a "main
record”™  giving  all the particulars necessary for
tdentifving 1t. Other entries may be additional
records  based on  the main record and repeating Lt

nnder wther headings or  Indexes which direct the



4ser to another place 1in the information svstem;
references which direct the user to related toplcs
or units and analvtical records which are separate
records created for a part of an item for which a

comprehensive record has been made.

8.4.1 Main record

This 1s a full record giving all the information
necessary for the complete identification of the
information unit (American 1973; 85; Harrod 1971:
407). It 1s the most complete record of the 1tem
made in the museum. On it will appear the
information. pertaining to the unit, according to the
depth of 1nformation decided on. The information
must be presented 1n order and form prescribed in
the Code of Recording Practice of the 1nstitutlion
concerned, under a standardised heading suitable for
the unit or derived from the discipline concerned
(International Federation of Library Associations

[971; Wynar lys0: 7).

The main record may include tracings of all other
headings under which the record 1s to be represented
in the information system (Anglo Americdn
cataloguing rules 1978: 567; Harrod 1971: 407). As

1. 18 us

3%

d as a master record, 1t may bear the



tracing of related references and a record of other
pertinent official data concerning the work

(American Library Assoclation 1973: 85).

The main record 1s divided into different sections
of information in order to organise the information
logically into an easlly recognised order. For all
museum information unit records each will consist of
a heading and a description. The heading 1s the most
important recognition element of that particular
information unit; for a book it will be the author
or title; for a collection item it will probably be
the name of the item. The description will consist
of different types of information arranged
logically. For books it will be information such as
the title, imprint or collation (Chan 1981: 48); for
collection items 1t will be information such as the
inherent 1nformation, associated information and
management 1nformation (Southern African Museums

Assoclation. Documentation Group 1987: 5).

In considering the main record there are several
assumptions which should be recognised. The first
assumption 1s that there must be at least one record
for every unit 1.e. the main record which gives all
the particulars necessary for identifying the unit

(Harrod 1971: 407). It should be obligatory to make



a main record for every unit which then forms the
core of the 1nformation system. This is. not
unguestioned practlice 1n museums. The production of
records other than the main record are optional and
depend on the finances and policy of the institutuion

concerned.

A second assumption is that the main record provides
4 means of positive identification for the units and
that all known information relating to the 1tem 1s
recorded here (Harrod 1971: 407). The positive
identification of the item will depend, for three
dimensional 1tems particularly, on  the amount of
information recorded in the physical description of
intierent. 1nformation categories. The question of the
amount of 1nformation which should be recorded has

prodneed two different schools of thought.

The one group considers that only those aspects of
thiee  Inherent tnformation which are not immediately
obvious from a photograph or 1llustration such as an
in=scription  on  the underside of the unit, or the

colauring of a natural history specimen which might
fade after death, should be recorded. This view
polnt 13 logical 1f there are excellent handbooks

avaltlable  for the definitive identification of the

unt .



The second group considers that a complete
description should be given. This is particularly
necessary where no standard handbooks exist for the
topic. This situation arises more frequently in the
Human Sciences than 1n the Natural Sciences, which
have good standard handbooks for most topics. In the
Human Sciences there are not, as vyet, generally
accepted standardised descriptions of units - after
all evervone knows what a table is. But once one
moves into the cross cultural context it 1s not so
obvious. A field basket on an English farm 1s not
the same shape, slze or material as a field basket

on a Nhosa farm.

It would seem that the amount of detail required 1n
Fhe inherent  1nformation category depends on the
discipline concerned. These two points of view are
clouzsely related to the discussion on the purpose of
an information system. The first viewpoint supports
Fhe  finding list  approach and the second the

collocation approach to system function (Wyvnar 1980:

12,

The 1dea of a maln record was once all 1mportant,
particularly when there was only one form of access

provided by the information system, for example



author's or 1tem name or title. The ease of
production of records that can provide multipic
access points such as cards, but more especially
those based on microcomputers, has meant that the
concept  of  a main entry 1s less i1mportant. Many
information svstem now merely repeat the same amcunt
of 1nformation about the wunit under as manv
different access polnts as are required bv the uszer.
This obviously simplifies some of the decisions to
be  made during recording and requires a series of
farrly basic declsions about how many access points

can be afforded for each unit.

Iro manual svstems the heading used on the main
record 18 a verv 1mportant element in  the
organisation of the i1nformation system and 1in the
retrieval of the unit record. The standard heading
1s devised according to the rules of the discipline
concerned. IE 15 the word(s), name or phrase placed
2t the top of the record (Anglo American cataloguina
rules 1978: Sbb) . It provides an access point 1n the
tnformation svstem which determines the place of the
record in the nformation svstem and groups related
records toyether  (Harrod 1971: 306). 1In svstemns

witlolr can afford  to  have only one record, the



heading  of the main  record becomes of paramount
importance (Turner 1987: 29). The heading 1s

dirscussed further in Principle 5 of this chapter.

It 15 sugagested that the concept of a main record,
und.' v a heading providing identification according
to the main identification element of the discipline
concorned  1s  1mportant. The main record, which
should contain sufficient information for a positive
i1dent tfication of the information unit, is important

in a3 museumnm information system.

J.4.2 Added entry or additional record

Musl o 1nformation  svstems have a main record and
multiple access points to that record for the sake
of recording features not used as the main headiny
and which  the user 1s likely to require. These
additional access points are known as added entries
or  additional records (Chan 1981: 97). They are
secondary records, under headings other than the onc
chosen for the main record, and are usually headed
by the names of people, places, dates or events
dassociated  with  the three dimensional units, or
E1e e, people's names,  corporate headings, series
and  name-rLtle headings 1in  the event of two

dimen=ional units (Chan 1981 : 97.; Wvnar 1980: 6).



The additional records are based on the mailn record
and repeat, under other headings, information given
1n  the record (International Federation of Library
Agsoclations 1963: 28). They are intended to provide
access to information units under some
characteristic other than the one chosen for the
main record. On a collection i1item record, this
tnformation usuallvy comes from the associated or
management cateqgories. At no time should an
ddditional record be made for information which does
not appear on the record (Chan 1981: 97; Wynar 1980:

-

S

it 1n doubt about making additional records, alwavs
malce one. The onlyv constraint will be the costs of
producing estra coples of the record in a manual
svstem or the storage of extra information 1in an
automated svstem. Therefore a simple cost effective
trade-off needs Lo be made between the likel ihood of
4 user requiring the access point and the cost of

providing 1t (lvwnar 1980: 7).

Chere 15 an assumption, here, that an additional
record relates to onlv one i1tem, that is to the 1tem
recorded On the corresponding main record

(Internati1onal Federation of Librarv Associrat tuns



1971: 15). This 1s accepted recording practise and
cannot bhe violated without drastically altering the

naturc of the lnformation system.

The additional record can take the form of a
complete copy of the main record, merelv entered
under another heading, or of an index entry refering
the user to the main record (Harrod 1971: 29; Orna
and Pettit 1980: 48) . In manual systems an
abbreviated form of the main record, under the
heading  of  bKhe additional record can also serve

(Transvaal Provincial Administration 1977: v.IVA:

[n the computerised systems the access polnt 1s
linked to the main record, and so the marginal cost
of providing extra records is extremely low and as
many additional records as the user might think of
can be made (Cutbi1ll 1973: n.p.). Low budget manual
svsbems however, would have to consider very
carcfully the fairlyv high 1increased cost  of

providing a multiplicity of additional entries.

The simple principles of making additional records
Tor funci.itonal use, physical appearance and

tntellectual responsibility for deciding on whether

fooromake additional records or not, will not prevent.



there being complicated decisions to make. For
bibliographle material there are sets of rules 1n
the 1nternational cataloguing codes (Anglo Americai
cataloguing rules 1978: Rules 21.29-21.30: 322-323).
However the basic 1dea that information systems are
being produced to help users galn access to
tnformation should be the criterion on whiizh

decisions are made (Turner 1987: 30).

The form in which additional records are made will
depend  on the policy and facilities of each
institutfion. For simple manual information systems a
brief summary of the information on the record 1is
entered under a different heading (Transvaal
Frovincgial  Administration 1977: v.IVA: 8). Though
such additional records repeat information from the
ma 1l record, thev mav omit parts not considered
relevant  1n  the particular place 1in the svstem

(International Federation of Library Associations

6.4.2 References

However carefully headings for the record are

-

crnosen, there will be cases where the users and

sealchers are unable to work out the headiny or form

(RS

heading which has been chosen. Therefore from the



verv beginning an information system must build 1in a
referesnce  structure to allow users to be led from
the heading thev have looked up to the one chosen by
the documentalist. Eventually the user recognises
the broad principles that have been used and learns

which form to use (Turner 1987: 34-35).

The reference directs the user from the word or
phrase not used as a heading to the one that was
used (Harrod 1971: 538). It can appear in two forms,

reference and the see also" reference

the "see’
(Chan 1981: 117). It 1s a means of preventing the
undue bulking of the information system which would
result 1f additional records were put in for all
svnonyms or related terms. One reference will refer
fhe user from the term not used to the correct term
1in bthe system (Norris 1960: 29).

"Sen"  references lead the user from the terms which
are not used 1n the system to the terms which are
used. They are often made from variant forms of a
name:,  or from svnonvmous terms for subjects, to the
fames or  terms actually chosen for headings on
records (Chan 1981: 117; Norris 1960: 27). The othor
torm of reference 1s the "see algo” reference which
wbs as a guide  to  further search referring the

wesing from a heading under which records  have bhesn



placed to the heading where allied or related
records may be found (Wynar 1980: 382). It 1s
cspecially useful  1n creating interdisciplinary

links:

e.qg. Flnance
see also

Investment

References of  both kinds may be either specific
(referring to one particular heading or even a
particular unit) or general (indicating the kind of
heading  or  a number of headings which should be

~ongulfed) (Landau 1966: 384).

In the museum references are used from one heading
to another or from one form of heading to another.
The heading mavy  be the unit's name, associated
information or subject. Thus unlike an additional
record, a reference relates to all units which might
be sought  1n  one place in the  alphabetical
information svstem, but are in fact recorded 1in

another.

Documental 1sts  should ensure that references are
made [reely between alternative forms of headinags to

Tlie 2housen one . One must also ensure that everv



reference 1s absolutely necessary and that 1t will
serve a purpose in the information system. But the
neced for such references cannot be sufficiently

emphaslzed.

8.4.4 Analvtical records

These are bilbliographical records which describe a
part or parts of a larger unit (Chan 1981: 77). Thev
are usually compilled for a distinctive part or parts
of a collection, monograph or series that has been
catalogued as a group with one main entry. This 1s
done so that the part or parts can be traced 1in the
svstem where the documentalist feels it i1s important
for the constructive use of the system (Wynar 1980:

259-261).
5.4.5 CONCLUSION
It 15 sugyested that the theories relating to nain

records, additional records, references and

analvtical records outlined above which have be

D

3¢}
derived  from  librarianship  should be adopted bv
muscum documentation as 1t definitelv has been shown
+

Yo be  applicable, and museum documentation has no

bodvy of theory dealing with these matters.



8.5 PRINCIPLE 4: MULTIPLE ACCESS POINTS TO AN

INCORMATION UNIT IN AN INFORMATION SYSTEM

Suugested principle: The record of an information
unit should appear in the information system under a
maln access polnt and several secondary access

points, 1f 1t 1s appropriate. There should be:

- a record for each information unit under an

appropriate access point.

- when variations of this heading exist a

standardised form must be chosen and adhered to

- appropriate additional records and / or
references must be made whenever it is
necessary 1n the interests of the user or
because of the characteristics of the

information unit.

8.3.Ll. Discussion

The suggested principle begs the question on several
points  of  theoryv which have been derived from
Library and information science. The first 1is rhe
conceptual division of  the documentation procedule

tnto a description and an access point or heading.



The text in the AACR 2 1s divided into two distinct
sections on this basis (Anglo American cataloguing
rules 1978). It 1s a division which has not vet

appeared 1n museum documentation manuals.

The second guestion 1s the distinction made between
cataloguiﬁg and classification. Cataloguing 1s the
creation of the record 1i.e. constructing the
description and supplylng suitable access points for
authors, or titles (Chan 1981:90 ;Wynar 1980: 267).
Classification 1s the creation of access points to
the subject content of the work, either with verbal
(subject headings) or numerical (classification
codes) access points {(Chan 1981: 83). The
construction of author or title access points are
controlled by the rules for descriptive cataloguing
(Chan 198Ll: 83; Wynar 1980: 267). In museums there
15 no distinction made in either case: the
compilation of the record, construction of access
points and allocation of the subject categories are

one and the same task.

The documentation record 1s given one or more access
polnts  through which 1t can be retrieved. On each

record one access point is placed in a prominent



position to become the maln access point (Chan L9dLl:
85). The others then become the headings of the

additional records.

Principle 4 suggests that a record should appear 1n
a maltiple form with a main record under a main
access polnt and additional records under other
access polnts. The wide variety of information units
n a multi~media, 1nterdisciplinary iﬁformatlon
system poses problems here as each type will have
1ts own recognlsed and required access polnts. For
example the main access point of a bibliographic
record 1s derived from the author's name or title
priuted 1n the book (International Federation of
Library Associations 1971: 30-31). Other museum
information units do not have formal statements
avallable, but 1t i1s suggested that the main access
point should be derived from the physical appearance
of the information unit, the person or body

responsible or the unit's subject content.

In the "Paris Principles" it 1s stipulated where the
information used 1n compiling the main access point
1s obtained (International Federation of Libraryv
Aassociations 1971:  17). For library material it 1s
internationally agreed that the title page should be

the source of information. The source which is used

NNy



for the 1dentifying information for museun
collection units will depend entirely on the
discipline concerned. Some will specify that the
unit 1tself should be used; others will specify the
item plus a standard handbook, while a third will
specifyv a completely outside source (International

Federation of Library Associations 1971: 30).

The second statement within this principle deals
with the guestion of variant forms of the heading,
and 1ntroduces the concept of using standard
headings 1n certaln cilrcumstances (International

Federation of Library Associations 1971: 17).

In the library context 1t 1s recommended that when
the variant forms of an author's name or of the
title occur "an entry for each book under a uniform
heading consisting of one particular form of the
author's name or one particular title, or, for books
not 1dentified bv author or title, a uniform heading

consisting of a suiltable substitute for the title”

be used (International Federation of Library
Assoclations L971: 30-31). This 1introduces the
concept of choosing a uniform heading or

standardised access point so that the collocation

function of the information system can be achieved



bv bringing together in one place in the information

svstem, all the records relating to one information
unit.
For museum collection 1tems the statement 1s

simpler, merely reminding the documentalist that
there should be a standard form of an access point,
when there are possible variants, and that a choice

must be made and adhered to.

The first two statements 1in this principle 1s
concerned with the records which are obligatory for
zach 1nformation unit. The third statement 1is
intended to provide for further records which might
be necessarv 1n the user's interest, or because of
the characteristics of the unit. But the wording of
this statement can be criticised as being at
variance with other parts of Principle 4 which 1s
concerned with the use of multiple records, and not
with the kinds of records necessary for a certain

unit; this 1s dealt with in Principle 3.



§.3.2. CONCLUSION

The concept of multiple access points to an
information unit record 1s shown to be applicable to
a2 museum 1nformation system and the concept of

stundardised headings 1s 1ntroduced. These will be

further explored 1n Principle 5.
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8.0 PRINCIPLE 5: THE STRUCTURE AND FORM OF

STANDARDISED ACCESS POINTS

Suggested principle:

5.1 all information units in an information system
should be recorded under a standardised heading or
main access point derived from the practices of the
discipline or organisation concerned or the subject
content of the record.

5.2 Records under other access points for the same
unit or type of unit should normally take the form
of additional records but references mav be used,
when 1t can replace a number of additional records

under one headilng.

5.4 Additional records or, 1n appropriate cases,
references  should be made under all information
aspects not revealed by the chosen main heading, but

considered necessary for retrieval.



Discussion
Principle 35 1s concerned with the question of
standard access points or headings for information
units. This concept was vigorously debated at the
1963 IFLA meeting. The question of whether to use
standard headlngs or access points or not, and
deciding to do so. The type of access point which
should be used will depend on who the information
system 1s designed to serve and 1ts 1ntended
functions {(International 1963: 36). The decision at
the International Conference on Cataloguing
Principles 1n 1961 was that the cataloguing
principles (for libraries) should be framed for a
Jeneral  research  library (International Federation
of Library Assoclations 1971: 24). In the museum
context 1t 1s assumed 1n this study that the
information system being discussed is for a medium -

sized, research oriented institution.

6.6.L Purpose

The heading or maln access point on a record is the
name, word or phrase placed at the beginning of a
record  fo  1ndicate some special aspect of that
record (Anglo American cataloguing rules 1978: 5obb).

It 1s used to determine the exact position of the



record  in the 1nformation system and to group
related records together (Harrod 1971: 306). And 1s
the means used to galn access to the record 1n the

information system when 1t 1s required.

The main access polnt serves both to 1identify the
record and to collocate similar records together for
the convenience of the 1nformation system user, as
outlined 1n Principle 2.1 and 2.2 of Information
Svstems (Chan 1981: 99; Wynar 1980: 16). To achieve
this the record must be framed 1in one "correct”
form. This "correctnessg” 1s achieved through
commonly agreed rules for the construction of a
record heading or maln access point and through
agreement. on the sources of information which are

used Lo construct the record (Wynar 1980: 16-17).

In Librarianship this heading is referred to as a
"uniform hcading”™ (Chan 1981: 100). The term 15 used
for  headings derived from personal or corporate
names of authors or from titles and are formed
acording to rules laid down in AACR 2 (Wynar 1980:
Lo=17). Headings referring to subjects are known as
subject headings, 1ndex terms, index entries or

descriptors (Vickery 1970: 62).,



.2 Choilce of access points 1n general:

jo.od
o

All information units 1n a museum information system
can be placed under one of a range of possible
access polnts derived from their records. The main
access point and the secondary ones must be chosen.
The maln access point 1s then used as the heading
on the record and the others are used as additional
headings or i1ndex entries in the information svstem

(Wynar 1980: 267).

There are three divergent types of access points
which fall within this discussion. The first are the
proper names of people, institutions, or places, the
second are the names of three dimensional collection
1tems and the third are subject access points. In
traditional library practice the first two fall
within the ambit of cataloguing and the third within

classification or subject headings.

[n museum infurmation systems it is often extremely
difficult to draw a rigid line between the 1tem name
i subject access  polnts. Thev are different ends
o f the same continuum. In some cases too, the
subject  access  point is  used instead of an item
foane, fur i1nstance 1n document ing photographs

. For

purposes of discussion in this section therefore the



choice of subject access points will be discussed
here, but theilr organisation in Chapter 9: Subject

Deoumentation.

§.6.3 The variety of information units

A major problem for the museum documentalist 1s the
fact that the proposed multi-media,
interdisciplinary information system covers such a

wlide range of different types of i1nformation units.

)

Some of these fields, such as archival material,
bibliographic material and Natural Historyv
collections are already covered by codes and rules
which prescribe how the maln access points for the
information units should be formed. For 1lnstance,
bibliographic material 1s covered by the Anglo
American cataloguing rules, 2nd edition (1978,
Natural History collections are covered by the
nomenclature codes 1n  the different disciplines,
based on the Linnaean nomenclatural systemn
(International Code of Nomenclature of Bacteria and
Viruses 1Y58; International Code of Zoological
Nomenclature  1964; International Code of Botanical

Nomenclature 1972).,



Books and art works usually possess titles given by
their creators (author or artist) and for most the
Eitle 1s a unigque identifier. It is an individual
name for a particular object (Abell-Seddon 1987: 3).
This 1s 1n opposition to most museum collection
information units which do not possess individual,

unicgue titles or specific, creator-allocated names.,

In museum collections most of the items do 1in fact
possess names such as table, chair, or dog. But
closer examlnation shows that these are names which
denote their membership of a group, rather than
tdentifving them as individual, unique objects

(Abell-Seddon 1987: 4).

In the natural sclences this problem has largely
hoen overcome by the use of the Linnaean
nomenclatural syvstem. The concept of Specles unitesg
all those individual items which are considered to
be so nearly similar as to belong to the same kind
tAbell-Seddon  1987: 4). Natural historians have
succeeded  1n  making this a practical and workable
concept,  despite the intrinsic variety of living

thinys (Abell-Seddon 1987: 4).



According to the Linnaean system each specific type
of 1tem 1s gilven a unlgque name, It 1is two-part or
binomial. The first part (generic name) 1s shared by
several specles of close affinity while the second
part (specific epithet) 1is reserved, 1n combination
with the first part, to denote one species alone and

no other (Abell-Seddon 1987: 5),

Principle 5.1 has been framed in an attempt to cope
with this diversity and with the ruling codes of
practice, hence the phrasing "derived from the
practices of the discipline” (e.g. natural history),
or "organlsation" (e.g. 1library or archive) or
"subject content of the record" (e.g. subject access

points).

In the "Paris Principles" the equivalent principle

1s framed in far more specific terms. It reads:

6.1 The main entry for works under author's names
should normally be made under a uniform
heading. The main entry for works entered
under title may be either under the title as
printed 1in the book, with an added entrv under
4 uniform title, or with added entries or

references under the other titles. The latter



"G

practice 1s recommended for the cataloguilng of
well-known works, especially those by

conventional titles".

Entries under other names or forms of name
for the same author should normally take the
form of references;but added entries may be

used 1n special cases".

Entries under other titles for the same work
should normally take the form of added
entries; but references may be used when a
reference can replace a number of added

cntries under one heading.”

Added entries (or 1n appropriate cases

references) should also be made under the

names of joint authors, collaborators etc. and

under fthe titles of works having their main
entrv under an author's name, when the
Litle 1s an 1mportant alternative means of

tdenti1fication".



These are the bases of the choice and form of access
points for bibliographic and archival material
discussed later (International Federation of Library

Acssociations 1971).

It can be appreciated that these specifications are
too specific to be stated as a general principle for
all museum 1nformation units, but that thelr
statement as guiding principles in a library

information system is both helpful and necessary.

In a museum information system Principle 5.2 and 5.2
are useful guides to the construction of additionai
records or 1index entries and references. They
emphasise that the main access point 1s only one of
4 number of access polnts recognised, and that the
others should also be included 1n the system. While
this 1s an elementary concept in bibliographic
svstem development, it needs to be emphasised in the

underdeveloped museum i1nformation systems.

It 15 suggested that where internationally
recognised  rules  for the formation of names or
Access polnts exist, they be used. Bibliographic and
manuscripl material will use the Anglo American

cataloguing rules. Natural history collections will



use the international nomenclatural conventions of
the discipline concerned. For Human Sclences
collections and general access points which do not
fall 1into these two categories, there are no

international standards.

8.6.4 How to choose from among possible access

points

As seen there are several different types of codes
and rules for selecting the record aspect which
should be used as the main access point. But
frequently one is faced with a choice within the
data field, or there may be synonyms which the code

does not alwavs tell one how to deal with.

In 1904 an American librarian by name of C.W. Cutter
suygested certain principles which can be applied to
the choice of main access points in order to support
the informatlion system functions outlined in Chapter
6H: Information Svstems: Principle 2 (Chan 1981: 128;
Wynar 1980: 486). Although they were originally
framed to asslist in the process of choosing subject
headings, they are equally valid for the choice of
access points  1n museum information systems. They

can be summarised as follows:



8.6.4.1 The user as focus

The access points used in both wording and structure
should be those which the wuser of the museum
information svystem will seek (Chan 1981: 128-129;
Wvnar 1980: 486). Cutter regarded this as being of
paramount importance in the design of an information

system (Chan 1981: 128).

In the museum one assumes that the user will be of
the research staff and that the terminology wused 1in
the system should be the scientific language of the
discipline concerned. It is assumed that a closed
group will use the subject access file of the
information system. Where the public is given direct
unassisted access to the system, the use of

collogquial terms should be considered.

This prainciple generates considerable debate among
musenm documentalists when a decision must be taken
pertalning  to  verbal headings or notation, to

signify the subject concept access polints 1n the

svstem. Because the users generally find words
easier to use, verbal headings are wusually decided
on, although a code can be more economical in

expressing a concept and the documentalists find

codes  easler to work with. However the specific



"subject habits" of the information system users and
the parameters of their specific subject

requirements still have to be determined.

8.6.4.2 Usage

As discussed in Information Systems: Principle 2, a

system must be designed to meet specific objectives,
one of which 1s usually the specific needs of the
user group concerned. A corollary of this idea 1s
the principle that the access points 1n the system
must represent the common usage of the users for
whom the system 1is designed (Wynar 1980: 486).
Common sense tells one that if this is not done, the
svstem will be unable to meet its objectives because

users are unfamiliar with the vocabulary use.

8.6.4.3 Unitv of i1ndex terms

If an 1nformation retrieval system wishes to
collocate information i.e. bring together under one
heading all the 1nformation units which deal

principally or exclusively with one concept, then
the principle of unity must be implemented (Wvnar

1980 : 486) . Collocation 1s essgsential 1f an
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information system 1is to show all an institution's
holdings on one particular topic in one place (Chan

1981: 129).

The 1dea of collocation can pose terminological
problems. Therefore each concept is represented by
one standardised term 1in the system; conversely,
each tefm should not be wused to express more than
one concept. In general 1t 1s hoped that the term
chosen 1s unambiguous and the one most familiar to
the users of the 1nformation system. It is also a
matter of economv because the use of a standardized
term will reduce the number of entries in the system
which would otherwise cause bulking (Chan 1981:
129). This 1s 1mportant in a manual information

system, but not nearly so in an automated one.

This ideal poses a number of problems in practice

because language 1s a flexible changing element

which exhibits immense variety (Vickery 1970: 87).
For instance, synonyms and homonyms cause problemns
(Chan 1981: 129y . Cutter and others evolved

different forms of control. They vary from lists of
standardised terms to standardising the word forms
which are used to nouns, not adjectives; the use of
elther the singular or the plural, not both; the use

of either specific or generic terms, not both; or



the use of qualities and processes as qualiflers and
the banning of synonyms (Vickery 1970: 87). The
development of systems of references (see and see

also) was also recommended (Chan 1981: 129).

The practice of standardized or "uniform headings”
as an access point 1s similar to the bibliographical
practice of choosing one form of an author's name 1f
several appear. It has the added advantage that once
a user 1s familiar with the form used, it

facilitates communication within the system.

8.6.4.4 gSpecificityv of index terms

The actual terms wused should be as specific as
possible (Wynar 1980: 486). When the term denotes a
subject access point, it must be no broader than the

concept 1t 1s 1ntended to cover (Chan 1981: 131).

Cutter's rules are especially valid for the choice
of access points for museum objects. But there are
also three further approaches to constructing access
points which must be considered when it is being

done. Each access point must be examined:

- firstly as to the cholce of the main access

polnt
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- secondlv as to the choice of the form of the

main access point

- thirdly as to the choice of the entry element

(Chan 1981: 100).

In the following discussion each topic will be

discussed under these three aspects.

8.6.5 Choice of access points for bibliographic and

archival material

The cholice of access points for bibliographic
material is clearly defined in the Anglo American
cataloguing rules (1978). These rules are based on
the "Parls Principles" which state clearly that
"the functions of the catalogue are most effectively
discharged by an entry for each book under a heading
derived from the author's name or from the title"
(International Federation of Library Associations

1971: 92).

The Rules cover the choice of access points for
personal  names, corporate bodies, geographic areas
and titles, as found 1n this type of material (Chan

134l 100-115; Wynar 1980: 267-378). They indicate

- 2AQ -



which of the possible access points should be chosen
as the main one; a further stipulation 1s that the
other possible access poilnts should be used as
headings on additional records. Rule 21 deals with

this matter (Wynar 1980: 267).

The accéss points for bibliographic materials are
determined by the 1internationally accepted chief
source of information or its substitute (Rule 1.0Aa).
Other statements appearing formally 1in one of the
prescribed sources of information should be taken
into account, but the emphasis 1s to be on the chief
source, making it unnecessary for the documentalist
to search in the contents or outside the item for

potential access points (Wynar 1980: 267).

The rules for bibliographic access points
differentiate between those entered under personal
name, under the name of a corporate body responsible
for a work or under a title. The following
discussion has [ollowed these traditional divisions

(Chan 1981: 90).
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8.6.5.1 Personal names as main_access polnt

A person's name 1S used' as the main access polnt
when he or she is "the person chiefly responsible
for the creation of the intellectual or artistic
content of a work"” (Wynar 1980: 267). This can
include composers, cartographers, photographers,
performers and writers (Wynar 1980: 268). In the
museum this 1s 1important for bibliographical,
manuscript, and archival material and art

collections.

8.6.5.L.1L Choice of the form of a name: After a name

which 1s going to be used as a main access point has

been chosgsen, the form in which it should be recorded

must  be considered. This involves the following
aspects: fullness, language, and spelling (Chan
1981L: 102).

The fullness of the name: A person's name can vary

in terms of the fullness or completeness with which

1t 15 recorded. These may be the:

- number of elements involved

e.g. Friedrich von Schiller instead of Johan

Christoph [Friedrich von Schiller
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-~ 1n terms of the abbreviations used

- 1in terms of initials used
e.g. D.H. Lawrence instead of David Herbert

Lawrence (Chan 1981: 103).

The language of the name: A person's name may appear
in manvy different language forms, e.g. Karl, Carlos
or Charles. There are no clearcut criteria governing
this choice. The baslis of choice depends on the
languages 1involved, the type of names (given or
surnames) and the periods from which they date. 1In
South Africa the cholce will generally depend on the
languayge of the catalogue, even though there 1is a
strong 1nternational preference for English forms

and Latin and Greek forms over vernacular ones (Chan

198L: 103).
The spelling of the name: If the same name mav be
spelt  1n several different ways, a choice must be

made on  the one to be used. Preference should be
given  to official orthography or predomlnant

spelling (Chan 1981: 103).



8.6.5.1.2 The choice of entrv elements for name:

Once the form of the name has been decided for a
main access point, a decision must be made on which
element in the name will be wused as the entry

el

o

ment. This is particularly important when the
name conslsts of several elements (Rule 22.4) (Wvnar

1980: 313-315).

Most people 1n modern society are entered under
thelr surname, but some surnames are compounds or
contain prefixes. In such a case one of the words of
the surname 1s chosen as the entry word (Chan 1981:

103).

e.g. van der Merwe can be entered under van, or

Merwe, Van der Merwe, or Merwe, van der.

Nobility and rovalty frequently do not have
surnames, 1n that case the general principle 1s tao
use as the entry word, the person's choice if it 1is
known, or as they are listed in authoritative

alphabetic lists 1n his/her language or countrv

{(Rule 22.12) (Chan 1981: 103). For titles of
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nobility, terms of honour or for saints or spirits
the title or honorific is added after the name (Rule

22,012 - 22.13) (Chan 1981: 103).

8.6.5.2 Corporate body as mailn access poilnt

When a corporate body 1is responsible for the
creation of an important unit, the name of the body
15 used as the mailn access point. A corporate body
1g defined as "any organisation or group of persons
that 1s 1dentified by a particular name and that
acts, or may act as an entity” (Wynar 1980: 268).
Pv this definition a corporate body may be a
committee, firm, administration, association,
conference, ad hoc event, (such as exhibition, or
festival), vessel (e.q. spacecraft), radio or
television station, non-profit organisation,
government, religlous body, or local church (Chan

lu8l: 1L0u8).

The general rule 1s to "enter a work emanating from
one or more corporate bodies under the heading for
the appropriate corporate body if it falls into one

or more of the following categories
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<)

d)

those of an administrétive nature dealing with
the corporate body itself, or its internal
policies, procedures and/or operation, or its
finance, 1ts officers and/or staff, or 1its
resources (e.g. catalogues, inventories,

membership directories)

some legal and government works of the
following types : laws,decrees of the chief
executive that have the force of law,
administrative regulations, treaties, court

decisions, legislative hearings

those which record the collective thought of
the body (e.g. reports of commmissions,
committees etc, official statements of position
regarding foreign policies )

those that report the collective activity of a

o))

conference (proceedings, collected papers,
elLe.), of an expedition (results of
exploration, investigation etc.), or of an
event (an exhibition, fair, festival etc.)
falling within the definition of a corporate
body provided that the conference, expedition.
o1 event 1s prominently named in the 1tem being

catalogued
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sound recordings, films and video recordings

0]

resulting from the collective activity of a
performing group as a whole, where the
responsibility of the group goes beyond that of

a mere performance, execution ,etc.” (Wynar

1980: 268 - 269) (Rule 21.1B)

Corporate bodies frequently change their names. When
this happens a decision must be made on how the
corporate body will be represented in the
information system. In this case the principle of
uniform heading 1s suspended. The new name is used
as a separate ‘heading and works are entered under
that name as the maln access point, from the time it
comes 1nto effect, with references to the other

names (Rule 24.1) (Chan 1981: 109).

8.6.5.2.1. Choice of the form of the name: A

corporate body may change its name but the principle

of uniform heading generally applies, in that one of

the variant forms 1s generally chosen, with
references from  the other forms (Rule 24.1) (Chan
1981: 109).
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The fullness of the name: If a name has appeared 1n
various degrees of fullness, the c¢criteria for

choice, 1n order of preference are:

- the form found in the chief sources of

information

- the predominant form

- a distinctive brief form (initials or
acronym.)

(Rule 24.2-24.3), (Chan 1981: 109).

The language of the name: The basic rule 1s to use
the language of the catalogue, but AACR 2 has a
strong preferconce  for English, especiallvy 1in the
case of ancient and 1international bodies, religious
orders and societies and governments (Chan 1981:

110).

The spelling of the name: If the form of name varies
1n spelling, the following criteria, in order of

preference , are used:

- the form resulting from an official change in

orthography



- the predominant spelling

- the spelling found in the first item catalogued

{Chan 1981: 110).

8.6.5.2.2 The choice of the entry element:

When a corporate body 1is entered directly under its

own name, the entry element 1s the initial word 1in
the name. The exceptions are those names which
begin with an 1nitial article, ordinal number orv

terms denoting royal privilege.

Corporate bodies which are subordinate or related
bodies or government bodies or officials are not
entered under thelr own name. Special rules (Rule
24.12-20) are framed to cater for these (Chan 1981:

11t1-113).

8.6.5.3 Choice of title as the main access point

For bibliographic material, a process of
wlimination applies: works which have not been
entered under the name of a person or a corporate
body are placed under the title as the main acecess
peint  (Chan 1981:  95). 1In other words a work L

given a title main access point when:
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" 1) the personal authorship i1s unknown

(see Rule

21,5y, diffuse (Rule 21.6C) or cannot be

determined and the work does not emanate from a

corporate body

or

o

editorial direction (see Rule 21.7)

or

it is a collection or a work produced under

3) it emanates from a corporate body but does not

fall into one or more of the categories given

in Rule 21.1B2 and is not of personal

authorship
or

4) it 1s accepted as a sacred text by
gqroup”

(Rule 21.1C) (Wynar 1980: 270).
However there 1s also the convention of
title™ 1n library catalogues for works
under more than one title so that they
tuogether 1in one place 1.e. collocated

365). A uniform title is defined as:

"the particular title by which a work

apprared under varyving titles can be

for cataloguing purposes” (Chan 1981:
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The occasions when a uniform title should be used
are clearly spelt out by AACR 2 in Rule 25.1: Use of

Uniform Titles

" the need to use uniform titles varies from one
catalogue to another and varies within a
catalogue. Base the decision whether to use
uniform titles 1n a particular instance on:

- how well the work is known

- how many manifestations of the work are

involved

- whether the main entry is under title

- whether the work was originally in another

language

- th

m

extent to which the catalogue is used for
research purposes”

(Wynar 1980: 366).
Rule 25 of AACR 2 spells out the rules for unyform

titles 1n general, as well as providing special

rules  for cerfain  types of material such as
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manuscripts (Rule 25.3 and 25.14), legal material
(Rule 25.15 -25.16), sacred scriptures (Rule
25.17-25.18), liturgical works (Rule 25.19-25..23)
and music (Rule 25.25-25.36) (Wynar 1980: 366). The
rules for uniform titles are divided between
individual works, collections, and the rules for
special materlals. However the extent to which these
rulesg aré applied depends on the policy of the

cataloguing agency (Chan 1981: 114).

8.6.5.3.1 The format of uniform titles:

The uniform title 1s used as the maln access point,
placed as the heading on the record. It occupies the

same positlion as  the author heading (Chan 198L1:

114y,
The form of the uniform title: The criteria in order
of preference for choosing the title to be used as

fthe uniform title are:

- title by which the work 1s identified in modern

reference sources

the title most frequently found in modern

editions
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- the title most frequently found in early

editions

- the title most frequently found in manuscript
coples

(Chan 1981: 114).

The language of the uniform title: the title should
be used in the original language, except for a work
originallyv written 1n classical Greek or 1n a
language not 1n the Roman script, when a well

established English title 1s preferred (Chan 1981:

8.6.5.3.2 Entrv form of the uniform title;:

Use the standard form of the title decided on,
entering 1t under the first element of the standard

bitle.

8.6.5.4 Conclusion

It can be appreclated that the rules of the AACR 2
developed over a period of time to cope with the
problems presented by bibliographic material, are

enti1rely equal to the task of providing consistont

ind standardised records for bibliographic material



if they are consistently applied. It is strongly
recommended that the museum world be made aware of

these rules and of the advantages of applying them.

8.6.6 Choice of access polnts for subjects

Access to the subjects 1n an 1nformation system 1s
extremely important for any museum. The gquality of
the research done in the institution will often
depend on the detail of subject specification 1in the

information system available to the researcher.

Sub ject access can and should be approached from two
di1fferent angles. The first is the obvious one of
choosing subject access points from the information
unit vrecords which the wuser will require. This
corresponds to traditional classification practice
in libraries and 1s the type discussed in Chapter 9:
Subject Documentation. The second angle 1s the use
of the 1tem name as the heading and mailn access
point of  the record. The item name 1s the most
specific level of a nested, hierarchical
classification or  subject documentation system. It
15 seldom that a subject access point 1is chosen as
the main access point and heading of a record 1in
traditional library practice, however it is the norm

for museum i1nformation svstems.



8.6.6.1 Subject access points derived from the

subiect content of a record

The use of subject access points to reveal the
subject content of information unit records can
cover a wide range of topics. Orna and Pettit (1980:
33) suggest that subject interests 1in a museum
information system will deal with persons, entities,
events, products of industries or crafts, concepts,
properties, materials, processes, operations,
manufacture/production, places, time, and
biblioyraphical details. Experience has shown that a
MuSEum requlres chronological, geological,
historical, technological, topographical, and

tvpologlical indexes.

Poth these purposes are equally valid and both
produce subject access points of differing levels of
speclallity or generality which have to be organised

by the subject documentation system.

In this section, the selection and form of subject
access polnts will be discussed, while the
Fheoretical  issues of their organisation are

discussed 1n Chapter 9: Subject Documentation.



8.56.6.1 Technical aspects of subject access points

In selecting subject access polnts there are several
technical aspects, derived from library and

information science, which must be considered.

The first 1s the term "Subject access point" which
has been.coined by this author. It 1is used to mean
any word or symbol which is wused as a subject
indicator on an information unit record. It may be
verbal or coded. Verbal subject access poilints were
previously called subject headings 1in library
parlance and were drawn from pre-co-ordinated
standardised lists (Wynar 1980: 485). The notation
code of a bibliographic classification scheme 1s
also a subject access point (Harrod 1971: 622). Its
purpose remains that of bringing together all the
material with the same theme in one place 1in the
information system (American 1943: 136). This 1s
Ldent.rcal to  the functions of access poilints

discussed earlier but 1s limited to subjects.

wWhen Fhe subject access points 1n a record are to be

|

selected, a number of decisions must be made which

will affect the svstem.

They are:

- 285 -



-~ whether term or item entry will be used

- whether derived or assigned indexing will be

used

- whether the technique of term indexing or

concept 1ndexing will be used.

9.6.6.2.1 Term or item record

A decision must be taken in the early stages of
planning the information system as to how the
records of the information units will be accessed.
There are two options: The record may either be
accessed by an entry representing a single
information unit Known as an 1item entry or 1t may be
listed under a concept name Known as a term, feature
o1 an aspect record (Foskett 1977: 27-28). The item
entry i1s a complete record of a single information
unit recorded under a heading (Buchanan 1976: 79).
The record carries detalls of the 1information unit
1n  a standard sequence; the records are then
arranged 1n a sequence according to the chosen
characteristic or heading (Orna and Pettit 1980:

770 .



The term record is a record for each concept used 1n
the svstem as an access point (Buchanan 1976: 13).
It 1involves the use of a discrete record to
represent each concept (Kent 1966: 44). On the
record, identity codes represent the information
units which contain the concept sought (Buchanan
1976: 137. The term records may be arranged 1in a
single aiphabetical sequence by name of feature or
ltem or grouped according to the name of a feature
or particulars kind of features, such as people ov
place names, material, historical events (Orna and

Pettit 1980: 77).
Conclusion:

The option chosen 1s ilmportant in the file structure
of the information system. 1In a manual system the
organisation of the catalogue i.e. alphabetical or
svstematice, and  its equivalent t.e. the file
structure 1n an automated system, will determine
which of these approaches 1is used. Term records
appear to  be used chiefly in post - co-ordinated

automated systems (Vickery 1970: 134-135).
In museums, in both manual and automated svslems,

1tem records have been used to date, even though

Lewis  (1963)  suggested the use of term record
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svstems. Unti1l experimentation or practice 1n
another context shows remarkable advantages for term
records, 1t 1s suggested museums should continue to

use item record systems.

B.6.6.2.2 Derived or assigned indexing

The decision which has to be taken in this case 1s
the means by which the access points will be

established.

In the library context the documentalist has a
choice of how to arrive at the terms used 1in the
system: terms can be either taken straight from the
documents  themselves or suitable terms can be
applied. The former 1s called derived indexing and

the latter assigned indexing (Foskett 1987: 42, 58).

Derived i1ndexing has been popular since automation
became readily availlable. It was hailed by 1ndexers

as a liberator. And experiments followed to see if

met hods of automatic indexing could not be
developed, using the vocabulary found in the
tnformation units themselves (Turner 1987: 134). Tt
s walled derived indexing i.e. where one 1isg

tndexing directly from the information unit 1tself

(Foskett 1977: 42). It uses a natural language or



uncontrolled vocabulary. The terms are selected by
the computer according to pre-programmed criteria.
The result is an index string for each information
unit which 1s-usually far longer than if it had been

compiled by an indexer (Turner 1987: 135).

These terms create a very large database which 1is
searched 1n post co-ordinate fashion using "Boolean
Logic" (Turner 1987: 135). Experiments with this
method are catchword title indexing, keyword-in-
context 1ndexing, keyword-out-of-context 1ndexing
and citation 1ndexing (Foskett 1977: 43-56). These
methods would appear to be unsuitable for museum
application because they are limited to documentarv

materials.

The alternative to derived indexing 1s assigned

indexing 1.e¢. where terms are chosen to encode the
subject content of the information unit and are
assigned to represent 1t in the system (Foskelt
1977: 58-59). Not only are the terms chosen, but
their form (singular or plural) 1is noted, as are
alternate formg (synonyms and homonyms) and

relationships between terms (Turner 1987: 134).
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This is a complex operation and guidance 1s needed
Fo  execute it consistently and successfully, hence
the development of controlled and structured
vocabularies which list words, showing their
relationships and indicating ways in which they can
be combined (Foskett 1977: 58). The procedure
ensures consistency and brings together related
material for the user, 1rrespective of the context
in which the 1ndividual unit may occur (Turner 1987:
134). Assigned 1ndexing 1s eminently suitable for
use 1n a museum lnformation system because 1t allows
concepts to be co-ordinated from a number of
different sources and 1s not applicable only to

documentary material.
ConclusLon

It 1s suggested that an assigned indexing svstem be
used 1n mascums because the same method can  then be
used  for  all  1nformation wunits. Furthermore the
more structured format of this system appears to
bee  bhenelicial In  a system which will be used

extensively by researchers.



8.6.6.2.3 Term indexing versus concept indexing

The third choice which has to be made 1s between

term indexing and concept indexing.

Term indexing is the use of unmodified terms, drawn
from the source document, as the index vocabulary.
This 1s the same process as natural language

indexing (Foskett 1977: 42; Turner 1987: 134).

Concept 1lndexing 1s the identification of subject
concepts 1n an information unit, and the subsequent
application of a standardised term to those concepts
(Buchanan 1976: 109 . It 1s wusually also the
recognibion of different relationships between
concepts (Turner 1987: 134). A concept is defined as
an l1dea of a class of objects, and is denoted by a

term (Foskeblt 1977: 59).

Experimentation with term indexing in the librarvy
world has shown that, as with derived indexing, it
leads to large uncontrolled databases (Turner 1987:
1250V, It is also limited to two dimensional recorded
information units. Because of this it is recommended
Fhat concept indexing  1s used in museums, Ssince (I

ts  applicable to both two and three dimensional



information units as well as creating a structured
dutuabase which is extremely useful in a research

conbext.

4.6.6.2.4. Conclusion

As can be seen, the series of choices which have to
be made are vitally important. It 1s suggested that,
for a museum information retrieval system, the
following choices will produce the desired type of

5vSstem.

- item entrv (because 1t 1s the format museums
arce most familiar with and a change of
orientation would prove very difficult for

them) .

- assigned, concept indexing (because 1t produces
4 structured retrieval system which is more

useful in a research context).

These declsions on the type of subject access points
which will be made should produce access points
which will allow maximum retrieval of information
and flexibility of growth in answer to changing

research needs.



8.6.6.3 Types of subject access polints

The decisions having been taken on the technical
Lvpe of subject access points which will be used 1in
the svstem, 1t 1s necessary to look at the tvpes of
subjects which will be covered. Obviously this will
depend to a large extent on the disciplines
represented 1n the museum. As mentioned they can be
divided into general access points and those linked
specifically to the nomenclature of the collections

1n Natural and Human Scilences.

General subject access points fall into different
categories such as persons, events, products,
materials, places and time (Orna and Pettait L[980:
3). These should be stated as specifically as
possible  f[or each record and then nested 1nto
logical hierarchlies as they accumulate. Provision
should also be made for synonyms and homonyms in thne
svstem. The most favoured form of system in the
museumn for linking these concepts appears to be in
A thesaurus (Orna 1986: 64-69; Immelman 1980 ).
Unfortunately no general thesaurus for use  1n

museums has vet appeared.



8.6.6.3.1 Access points in Natural Science.

The nomenclature of natural science collections, as
alreadv discussed 1s well catered for in terms of

the Linnaean system and the respective international

codes of  nomenclature which exist for different
digciplines. They are based on the concept of
groups possessing certain features 1n common,

descended from a common ancestor, which are called
specles. FEach specles 1s given a binomial unique
name (Dr.B.Stuckenberg 1980: pers comm.). A
hierarchy of terms linked to «concepts has been
consbructed on this base. As Abell-Seddon (1987: 4)
remarks 1t works very well. For this reason it will
not be discussed further, except to refer the reader
te bthe international codes of nomenclature mentioned

in the bibliographyv.

The need for general subject access points in the
natural sciences should not be ignored. It 1¢
assumed that a well constructed thesaurus will meer

rogqulrements here too.



8.6.6.3.2. Access points in the Human Sciences

In the Human Sciences there is a desperate need for
a system of nomenclature and classification, which
wlll be understood and used internationally. It will
seldom be possible to apply a specific and
individual name to an 1item such as happens with
titled artwork where the appellation 1s unique. The
most one can usually do 1s apply a specific name to
an object which links 1t to a small specific group

(Abell-Seddon 1987: 6).

The i1mportance of a name

A system of nomenclature is devised to ensure .an
cfficient, unambilguous way of namaincj LEems
(Dr.B.Stuckenbery 1980: pers comm.). IL is neither
absolute  nor unalterable: rather, the name of an
Lhem 1s merely a handy tag by which to refer to it,
so bthat all within one study area know without doubt

what 15 belng discussed.



The relationship of nomenclature to subject

documentation

Tlhe name of an object should be a specific, unlque
appellation  recognised internationally within the
discipline concerned for that particular item. In
M1Se1m information systems there are several

"nomenclalbure” svstems which operate in different
disciplines and for different types of material. For
example bibliographic and archival material can be
"nained”  on the records according to the rules for
uniform titles 1in AACR 2 and natural history
malerial according to the nomenclatural code of the
discipline concerned. In the Human Sciences,
unfortunately there are as yet no such

internatlionally recognised codes.

The  relationship of the name of an  item to 1ts
subject grouping is neither mysterious nor difficult
to understand. The name of an item is the most
specrfic form  of grouping found in  an information
svstem.  Its subject grouplng 1s  the most general .
The subject access points assigned to the record
during subject documentation can vary between these
Ewo extremes. The sole purpose of  subject

documentation 1s to group like material and Seatalo



the unlike. The individual items in a collection are
recognised by their descriptions on the respective
records which pilnpoint an individual in  the general

Y Lroup .

Names 1n the Human Scilences

Tt 1s suggested that the Human Sciences should
consider adopting a binomial nomenclature system for
three dimensional 1tems 1n museum collections 1in
different disciplines. It will be composed of a

general name and a specific name. The general name

willl denote a broadly recognised group or set of
objects, equivalent to the generic name 1in the
Natural Sciences. The specific name should be
descriptive of  a particular smaller group of
objects, providing a specific, unique appellation.
Il 1s equivalent to the species name in Natural

Scirence. The specific name designates a subset
within the genceral group. However the use of a4
binomlial svstem comparable to the Linnaean one docs
not 1mply a similar theoretical base. As evolubion
15  the theory behind the Linnaean nomenclature
system, 1t would appear that function or phyvsical
appearance could be a useful theoretical base for

the Human Scicneoes.
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The characteristics of names

The names should be brief, telling and as euphonious

ag possible. The names used within a general family

group should be as varied as possible.

Anv name which 1s  applied to an information unit
provides a label for 1t which helps to ease
communication between workers in the same field. Any
name which 1s applied should comply with three

important prerequisites:

- unigueness: 1t must glve the researcher or
curator a unigque name by which the item can be
referred to. The name of the i1tem gives direct
acvess Lo the information relating to it. If
svnonyms have been used by different workers for
the same bype of 1tem 1t can cause confusion so
there should be an agreed method within the
discipline by which a name is decided. Normally

priovity decides i1n the case of conflict.

- universallty: 1t 1s 1mportant that the
international community in a discipline should

establish a procedure for recognising names of



items. Communication between colleagues 1n the
came field can be very difficult unless a single

standardised svstem 1s used.

In the natural sciences Latin was adopted as the
nomenc latural language, but this 1s not feasible 1in
the Human Sciences. At the moment it appears that
well coﬁstructed lists, well translated 1in the

vernacular will serve the purpose.

- stability: Names are symbols for the easy
recoynition of items, but they will lose much of
their usefulness 1f they are changed frequently or
arbitrarily. This would, furthermore, cause
confusion in the discipline and so hinder 1its

development .

The curator and the researcher demand a system that
will do two things for them: the first 1s to enable
them to refer to particulars of an  item under
discussion, knowing that everyone will recoynise the
tvpe of item belng dlscussed. The second 1s to
enable them to present the results of any research
in an ordered and comprehensible form. By using
standardised names they can be sure that other

colleagues will understand.



In the Natural Sciences the names are publlished to
make them internationally known. The name appears 1in
Latin with a definition and a list of all possible
synonyms. The description is at least a paragraph
long and details all features that will enable both
comparlson with, and distinction from, other related
items of «close similarity (Abell-Seddon 1987: 5).
Researchers 1n the Human Sciences should consider

introducing this procedure.

Problems in giving names

Establlshing the names of items can be problematic.

A descriptive name which highlights an 1mportant

feature of the 1tem, or a geographic name
todrcat ing  a specific  locality  connected to Ihe
1tem, can result in the literature be 1ny
overburdened by the same name for different

specific types of objects in the same general group.

The use of patronvmic and mvthological names should
be avolded as thelr only virtue is that they ensure
variery but lack any descriptive powers. It 1s also

suggested that the researcher refrain from using

tlscel laneous names which have no definite meanuny
or arce formed by an arbitrary arrangement of
Lot ters,
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The language of names

As with the names for bibliographical 1items, the
dovumentalist must decide on  the language of the
information system. In South Africa, both English
and Afrikaans are used. When names are being framed
i1t should be done 1n the vernacular of the
researcher. Suitable translations into other
international languages will occur with time 1f the

proposed names are accepted.

The following 1s an adaptation of the International
Code of Zoological Nomenclature (1964) suggesting
rules by which names can be constructed for objects

in the Human Sclences.
Code of nomenclature for the Human Sciences

Tniroduction @ The object of the code is to promot e
the stability and universality of names used in the
Mumin Sciences, in museum information systems and
publications and to ensure that each name is unigue
and distinct. The ideas contained in the following
rules are subservient to these ends and none should

restrict the freedom of the researcher.
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Rule 1: The nomenclature used in the Human Scilences
1s a svstem of accepted names which apply to groups
of similar objects, where the similarity 1s defined
bv function or physical appearance, which are known

to occur as the product of the cultures of man.

Recommendation: It 1s advisable to avoid using names
with specific ethnic connotations, more general

descriptive names should be chosen.

Rule 2: The name of the object 1s constructed on two
levels, the general and the specific. The general
name usually signifies a group or set and the
speclfic name an individual subset or type of object
within that group. They are usually singular or

compound words.,

Rule 3: The accurate designation of objects 1is
usually uninomial in a simple or compound form for
all general names and binomial for all specific

names. Sub-speciflc names may be trinomial.

Rule 4: The name for an object or group of objects
1s Lo be obtalned from the vernacular of the area 1in
which 1t originated. TIf a translation into an
international  language will glve a more general ly

understood term, this should be done.
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Rule 5: All the names have the same value 1in the

nomenclatural system.

Rule 6: A general name should consist of a single
word, simple or éompound, written with a capital
letter and emploved as a substantive in the

nominative singular.

Rule 7: Specific and sub-specific names are subject

to the gsame rules-and values as others.

Rule 8: All specific substantive names must be
written with a «capital initial letter, 1if used
alone, or a small 1initial letter if wused in
conjunction with the general name.

Rule 9: Specific names are:

- adjectives that agree grammatically with the

jgeneric name

- substantives in the nominative in apposition

with the family name

- substantives in the genitive
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Recommended: If it 1s necessary to define an object
Ly name further than the specific name level then a

. . : oM
name of three words can be used. This "sub-specific

name should consist of the two words of the specific
name plus a third for mory precise identification of
the object. The concept of the "sub-specific" name
has not been extensively or consistently applied 1in

the naming of objects.

The application of the suggested system

The former Typology Section of the Transvaal
Provinclal Museum Service applied these 1deas to
ST former tyvpology project (a project to

standardise the names, c¢lassification categories,
and physical descriptions of Ltems) with
conslderable  success. The names framed 1in Lhe
vernacular on  a general and a specific  level,
subsumed within a broader subject classification

svstem, provided museum staff with a standard

terminology.
4.6.7 CONCLUSION
The museum information system has several different

Ivpes of 1dentifiable access points. Tt is stronglwy

sugygesied that, where possible, recognlsec
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international standards , codes and rules should be
used. Where they are not available rules should be
formulated and rigorously applied, but care must be

taken not to "re-invent the wheel" unnecessarily.
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CHAPTER 9

SUBJECT DOCUMENTATION

As already discussed, subject documentation 1s an
extremely.important aspect of an information system
hecause 1t gives the user access to information
contalned in, and relating to the information units
which cannot be revealed through the name of the
unit or the person who created it e.g. author of a

book or artist of a painting.

Subject documentation has already been defined as:
"The provision of a logical and meaningful svstem
for the identification of information required by
the user and to transform unorganised concepts,
tmpressions or data 1nto recognisable objects and
recurring patterns which simplify the process of
thought and are retrievable"” (Chapter 6: Information
Svstems: Principle 1; Buchanan 1979: 10;

Classification 1971: 1; Langridge 1973: 15).
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9.1 THE SUBJECT APPROACH

In museums the users are primarily interested 1n
sub jects, of different kinds and at different levels
of generality, or specificity. Therefore the
information system must provide access through
subiject ﬁo all the 1information contailned 1n the

svsbem,

The 1information 1s held in the collections and
collection  records, the documents, manuscripbts and
library of the 1institution and the previously
delined 1nformation units. The real value of the
svstem will only be realised when the information
can be retrieved from any one of these arcas on an
interdisciplinary, multi-media basis. This is called

the subject approach.

The subject approach 1n documentation is one aspect

of

bhe task ol documentation and can be called

'subject documentation”. This term 1is drawn by
analogy from the term "subject cataloguing” used in

Iibrartanship. The term subject documentation 1s

used to differcntiate 1t from "descriptive
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documentation” which 1s the descriptive or
cataloguing phase of documentation. This is the term

suggested for use 1n museums.

The following section 1s a studvy of the subject
retrieval methods used in librarianship and
information science. The possible application of
such methods to  the museum situation, 1s examlined.
There will be few direct comparisons to museun
practice because there 1s no formal museological
theory for the creation of structured information
retrieval syvstems of classification schemes (Orna
1980: 12). Museums wlth collections in the field of
natural history use the existing classifications in
such disciplines as botany or geology ( Orna L980:

Lo,

The subject coverage of museum collections 1s
largely an unknown factor because it has not been
Pruperly organised to date, nor has its potential
“vor  been properly utilised. The development of
sub ject documentation 1s necessary, precilsely
because the museum 1S an important research
institution which is  under utilised. Aand in such a
situation 1nformation 1s required at greater doepth

arncd breadth than most other situations demand.
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The following 1s a group of four principles which 1t
15 hoped wi1ll provide the necessary parameters for
the development of subject

access 1ln  a museum

informabtion system,
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9.2. PRINCIPLE 1: THE PURPOSE OF SUBJECT

-

DOCUMENTATION

Suggested Principle: The purpose of subject

documentation is to reveal the subject coverage of
the collections. This is achieved by analysing the
subject  concepts and  organlsing them into a

retrievable system.

1. The reason for subject documentation 1s ta
organlse unorganised subject access polnts so that
thev can be retrleved when needed.

2. The purpose of subject documentation is to enable
relevant subject matter to be found when needed and
tuv show a collection or an i1nstitutions holdings in
relation to a given subject.

I. The objectives of subject documentation are

J. 1 To provide access by subject to all relevant

materials

3.2 To provide subject access to collections
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3.3 To ensure the collocation of related material

and separation of like from unlike.

1.4 To show affiliations between subject fields

3.5 To provide entry to any subject field at any

level of analysis

3.6 To provide entry through the users vocabulary

3.7 To provide formal description of subject

content

9.2.1 The reason for subject documentation

The reason for subject documentation in a museum 15
Lo organlise the knowledge embodied in the
triformation uniks within the system into a logical
and meaningful system for the identification of
informatlion requested by the user (Turner 1987: 7).
IL places unorganised concepts, impressions ot data
tnto .« pattern which simplifies the process of
thought  (Buchanan 1979: 10). This 1is generally
accomplished by means  of different methods of
subject documentation. The procedure is essential 1f
communicatbton 135 to  take place between the svstem

and the usger (Ntlassiflcation 1971: 5): 1t 15 also
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the means used to access the intellectual and
sub ject content of the collections, Lhe
relationships between these concepts, and the

collections themselves.

9.2.1.1 The purpose of Subject Documentation

The purpose of a subject documentation system was

succinctly stated as being to:

- enable a person to find an item or information

unit linked to the subject being researched

- show the museums holdings (items or information)
in relation to a given subject ( after Chan 1981:

1260

This ts accomplished through the provision of a
logical and meaningful system for the identification
ol 1nformatian required by the user and by
transforming unorganised concepts, 1NPressions or
data 1into recognisable objects and recurring
patberns which  simplify the process of thought and
are retrievable (Buchanan 1979: 10; Classification

1971: |; Langridge 1973: 15). These objectives were



first enunciated by C.A., Cutter in 1904 for subject
caralogues 1n libraries but they are equally valid

for mascums today.

9.2.1.3 The objectives of Subject Documentalion

The objectlves of the subject approach to
information systems have been well summarised by
Shera and Egan (1956: 10). The following 1s an
adaptation of these objectives from the library to

thie museum context. They are:

9.2.1.3.1 To provide access by subject to all
relevant material in a department,
institution or group of institutions
(Shera and Egan 1956: 10; Wynar 1980:

1309 .

Tt 1s Important Lo stress the cross-media nature of
a mu=ceun information system, if 1t 1s to warrant the
Tinancial investment 1mplied 1in this statement.
Lmplementation of  subject access can be costly 1n
staff time and ecquipment, especially if automated

cgulipment 1s used.
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9,2.1.3.2 To provide subject access to collections
and data through all possible suitable
principles of subject organisation e.q.
matter, process, entity, concept elc.
(Orna 1980: 46; Shera and Egan 19506b: 1U;

Wynar 1980: 480).

When considering subject access and the problems 1t
causes 1n the museum two factors should be borne in
mind, one 1s that museums have never fully explored
the subject potential of their information units, 1n
4n information syvstem., Nor have museums examlned
tried and tested methods of library and information
science 1n this field. Through ignorance the museum

world touday may well try to re-invent the wheel.

9.2.1.5.3 To ensure the collocation of related
materials regardless of disparities in
terminology and physical form (Shera and

Egan 1956: 10; Wynar 1980: 480).

It 1s not clear from this statement whether fho
collocation  referred to is the physical grouping of

units in Lhe storerooms according to a subject facaet

3

or  whether 1t ref:

1

rs only to a grouping of the
sairagate  records.  As already  stated it 13 nor

Ciasible 1n museums to group the information untits
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phvsically according to the subject. The collocation
referred to here 1s that of the surrogate record. Tt

is 4 feasible and extremely useful modus operandl.

In museums the collocation of multiple copies of the
record under different access points has only
recently © been generally accepted. This was due
partly té a lack of the development of descriptive
documentation theory and the combination of a lack
of finance and staff to run a multiple-record manual
system. [Lven now the 1dea of a multiple-record

system 1s not generally accepted.

But 1t appears to be the only way in which
Objectives 1 and 2 1n this principle can be

accomplished.,

The other aspect of this objective which this author
completely  supports, 1is  that there should be a
collocation  of related subject access polnts
regardless of the terminology used, or the physical
form of the unit represented by the surrogate
record. This supports the concept of a multi-media,

interdisciplinary information system which was

suggested in Chapter 7: Information Systems
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5.2.1.2.4 To show affiliations among subject fields,
affiliations which may depend on
similarities of matter studies, of method,
of use or of applications of knowledge
(Shera and Egan 1956: 10; Wynar 1980:

480) .

Interdiséiplinary studies are becoming more and more
popular 1n research 1in all fields. Detailed analvysis
of material; the compilation of common terminology
lists and frames of reference, possibly in thesauri,

will be a real service to the research communitv.

The  suggestion of a multi-media interdisciplinary

informatiron centre servicing all the collection

records in the museum can again be seen to be a

worthwhile and 1ndeed necessary service for Lhe

professional staff.

9.2.1L.43.5 To provide entry to any subject field at
any level of analvsis from the most
yeneral to the most specific (Shera and

Fgan 1956: 10; Wvnar 1980: 480)
The trend today in  museums and other informat ion

orvanisal Lons  Ls toward 1n-depth Iindexing oL

subjects, seeking  to analyse the most complex

- 316 -



subject 1nto 1ts respective components and list
these for thelr possible retrieval 1n  answer to a
querv. Through the use of synthetic analysis and the

concept. of  "orders” in a structured information

syvstem 1t 1s possible to meet this objective.

9.2.1.3.6 To provide entry via the vocabulary of the
maln group of users concerned (Shera and

Egan 1956: 10; Wynar 1980: 480).

In museums, one will be dealing with users who are
specilalists, hence the vocabulary of the discipline
concerned must be used: e.g. use scientific names

for plants or animals, not vernacular terms. The

discipline vocabulary is usually international and
hence the terms are understood bv all. If possible
an  eéxtant  subject  thesaurus or terminology list

should be used instead of trying to construct one,

45 1L can be a time consuming occupation.

Y.2.1.0.7 To provide formal description of the
subject content of an item or discipline
related information in the most precise or
specific terms possible, regardless of

whether the description be in the form of
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a word, brief phrase, class number or
system (Shera and Egan 1956: 10; Wynar

1980: 480).

Thig last objective implies the creation of detailed
records of an 1tem and the construction of a svstem
which will allow the record to be accessed by any
feature 1n 1t. The features which can be used and
the relationships invélved are all still subject to

investigation for museum material.

The above objectives require detailed records for
museum collections and the construction of
structured terminologies or classification schemes
tor museum 1nformation systems which will allow

intevdisciplinary and multi-media retrieval of data.

9.2.1.4 The subject

The  subject of an information retrieval system is
the central point about which all else turns, but if

one separates the discipline facts from the concept

of "subject", the guestion can be asked "what 18 A
subject 2"  The best description found was "that
whiLeh 15 chosen as a matter of  thought,
consideration of Inquiry"” (Concise Oxford 1973: v.2

SL67). Tt fits the museum situation perfectly !
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The problem of what a subject 1s also arose 1in
librarianship and information science when, through
the vears, attempts were made to place subjects of
different kinds into a logical system. This was

found to be more difficult than anticipated.

Firstly i1t was found that the information units
being grouped represented subjects of different
kinds and that they were either single, complex or
compound subjects. They are best analysed and
described by S R Ranganathan as being basic subjects
and compound subjects. A basic subject 15 the
dlsclipline or discrete area of knowledge to which a
document or 1tem belongs (Brown 1976: frame 123). It
15 also called a basic class (Buchanan 1976: 21). A
compound subject is one which deals with more than
one subjecl.  Ib 1s usually a basic subject plus two
or more concepts from various facets of a single
subject field (Brown 1976: frame 127; Langridge

1973: 63; Maltby 1975: 34}).

Single topic subjects are basic subjects which are
again divided 1nto simple subjects and isolates
tLnayelopaedia  of Library and Information Scilence:

L987: 131). A simple subject 1s a basic subject plusg
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a concept from one facet of that subject flield or
arca of knowledge (Brown 1976: frame 123 and L217;

Duchanan 1976: 122; Langridge 1973: 63).

An ilsolate 1s an elementary concept which behaves as
a unil and 1s wunattached to a basic concepl. It
makes up the facets of a subject (Brown 1976: frame
114 Foékett 1977: 129; Harrod 1971: 354; Lanyridge
1973: ©63). When 1solates are attached to a basic
class or a particular discipline they cease Lo be
tsolates and become the foci or groups of related

facks listed 1n related categories i1i.e. organised in

facets (Buchanan 1976: 76; Turner 1987: 62).

Mulbti-topical  subjects are those which combine
e¢loments  [from different facets 1in different wavs.
Agaln Lwo  Lvpes, namely compound and complox
subjects are distinguished. The compound subject
consisis of  a basic  subject plus two or more
concepts from the various facets of a single subject
fleld (Brown 1976: frame 127; Langridge L973: 63;

Malthy 1975: 34).

A conmposite  subject is two discrete subjects which
AL una relationship of  interaction between mor e

Lhin one kind of thing: the two subjects are dealt



with as the impact of the one on the other or their
interaction (Buchanan 1976: 39; 1979: 19; Maltby

1975: 47).

This analvsis of the different possible kinds of
subject which might be found has been drawn from the
theories * of library classification developed by
S.R. Ranganathan. One of the biggest problems
encountered 1n library classification has been the
representation  of multi-topical works in the
classification scheme (Maltby 1975: 46). Many
bibliographic works deal with aspects of a subjcctb
or several distinct subjects in one volume. These
shades of weaning have to be reflected in the

classification coding used.

In museums no studies have yet been done of subjoct
tvpes found 1n museum 1information systems, however
one can assume  that as in libraries the basic and
simple subject types will dominate, but that other
Lyvpes  may  appear  especlally in two-dimensiunal
material such as bibliographic, archival or

Mmanuscripl maberial.,
The recognition of subject types being handled is an

tmportant part of subject documentation as 1t will

frequently determine the methods used (Malthv 1[975:
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54). For instance, if one 1s dealing with a compound
subject, facet analysis and its structural methods
are appllied; if one 1s dealing with a complex
subject, then phase relationships are 1nvolved

(Buchanan 1979: 18).

9.2.1.5  Philosophy, knowledge and subject

documentation

Another 1mportant aspect to be borne in mind during
subject documentation 1s  the difference between
grouping and analysing subjects for knowledge and
for retrieval. They can be referred to respectively
as blbliographic classification and classification

of knowledge or philosophical classification.

Philosophical classification stems from the ideas of
the Ancient Greeks as  propounded by Aristotle and

tits successors. They were interested in defining and

exploring the world around them (Britannica 196.4:
746 . Philosophical classification organiscs
knowledge 1tself registering, evaluating and

~lassi1fving thought, ideas and concepts for the
universal  purpose  of adequately representing the
Lield of  human learning (Wynar 1980: 397,

Fhitlosophical classification 1is  concerned with the



intellectual process of deducing what is not already
known from the observation of relationships between

classes of facts (Sharp 1972: 58).

When libraries began classifying their collections
in order to retrieve 1information, 1t was natural
that thev should turn to this method in order to
develop bibliographic classification schemes (Sharp
1972: 58). From Aristotle and his successors two
1deas crystallised which were used 1n bibliographic
classification wuntil the mid twentieth century,

namely that:

- all classification 1s a whole in which one

can seek absolutes or universals
- the principles of classification as expounded
in logic are valid for all purposes,
practical or theoretical (Shera and Egan 1956:

25; University 1975: 15).

Theoreti1cally classification is concerned with two

things, namelv:

- the act or process of arranging

- the act or process of defining
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(Richardson 1972: 35).

Tt was assumed that bibliographic classification
would also be concerned with defining, for example
as in natural history where 1t 1s concerned with
defining speciles, and explaining, for example as 1n
natural history where the present status quo 1s
eXpl&lnea by the evolutionary hierarchy (Britannica
1963: 746) . But neither bibliographaic
classification nor museum subject documentation 1s
primarily concerned with the definition and
explanation of knowledge (Sharp 1972: 58). Rather
these two processes are chiefly concerned with the
arrangement of things either in storage (e.g. books
on the shelf) or records in subject access files
(e.g, the subject catalogue) 1in an information
svstem which expresses, preserves and displayvs
knowledge (Wynar 1980: 391 and 397). In this broader
sense the purpose of subject documentation, the
Lraditional methods of bibliographic classification
are not adequate and newer methods, namely synthetic
classilication techniques, have been developed over

the last 40 years (Chan 1981: 211).
In the library the subject indicator serves the dual

function of Jocation of material on the one hand and

the collocation of related material on the other
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(Chan 1981: 125). The first function is represented
bv the ideal of being able to store individual items
or data according to subject and the second
function by being able to collocate related material

on a subject basis (Chan 1981: 128).

In the .librarv context the first objective 1s
achievedv by marking the unit with the code number
(notation) which represents 1ts subject concepts.
The information units are then stored according to
these codes (Turner 1987: 98). The classification
code serves as a location device, and as a subject
indicator. This facilitates shelving and browsing
(Maltby 1975: 16). It 1s because of this that
book-based libraries rely on classification schemes
for the phyvsical storage of their stock. If however,
the 1nstitution decides to use a system of
alphabetical subject documentation, problems ara
experienced in writing the 1ndex term on the 1tem
1tself. There 1s also still a choice of whether to
use an alphabetical or a classified approach for the

supporting indexes and catalogques (Turner 1987: 98§).

The use of  the coded index term as a storage and
location device has never been a prominent featurc
ol museum practise. The varied physical nature of

Lhe museurmn  1nformation units makes it almost
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impossible to implement this approach. Each type of
material requires a different storage environment
e.y. from ceramics to manuscripts or mine machinery

to textiles.

Most museums store items 1in groups according to
their physical nature e.g. bird skins or tables
together: This may, 1n natural history, be further
subdivided by classification categories. This type
of storage 18 also easier to control for
conservation purposes e.g. bird skins can be treated
as a unit and given the correct storage climate.
Alrernatively the subject can  be used as the
collocating feature, but museum information units
have numerous subject access points. The question
then arises as to which access point should be
chosen as  the physical locus 1n preference to

others. There 1s no simple answer to this problem.

As can be seen, subject access 1n a museum context
means just  and only that. It does not involve
storage consliderations as well. Subject access in a
nmuseum context means the collocation of surrogate
records of related material. The easiest wav of

doing this appears to be the alphabetical retrieval
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methods. They are simple to implement and appear
simple to use (Turner 1987: 98). This has been the

trend in the museum world in the past.

In a multi-media, interdisciplinary retrieval system
such as is belng suggested, there 1s no guarantee
that the different bodies of knowledge in an
information system will fit together to form a
complete and comprehensive whole (Langridge 1973:
38). Equally it should be remembered that there are
many ways of grouping the same object or idea
(Langridge 1973: 18). Different methods of
combination can thus be tried but the accepted
order of the disciplines concerned should not be

disturbed.

Closely allied to the previous point is the question
of whether one classification scheme will serve all
purposes (Langridge 1973: 55). One school of thought
thinks 1t should, while another maintains that
different classifications should be used for
different purposes e.g. special collections or one
for retrieval and one for storage (Langridge 1973:
55) states that "there 1s no such thing as a right
or a wrong classification, only one which is more or

less good for its intended purpose".
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y,2.1.6 Subject concepts

The unit with which any system organising knowledge
-~ be 1t philosophical or bibliographical works, is
the subject concept. This 1s the wunit 1n the
information svstem which is recognised during the
analysis phase of the i1ndexing process. More than
one concept 1s usually recognised per information

unit.

The concepts are determined by recognising a finite
statement, at any level of specificity or
generality, which conveys a fact or item of
knowledge which may be sought by the user now or in
the future (Concise Oxford 1964: 432). These are
denoted by terms which may consist of one or more
words (Coskett 1977: 59). When incorporated into the
system they become the access points by which
information sought 1n the system 1s retrieved (Brown

1976: frame 40).

Experience has taught that certain access points are
most  commonty used 1n  the museum context, these
being the name of the item or the group to which it
belongs. But these approaches alone do not allow the
tull ntilisation of the 1nformation content of .4

museum anformabion system. What the full potential
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actuallvy 1s, 1s an unknown at this stage as no
museum known to this author has a properly developed

svstem or has done research on 1t.

Orna (1980: 33) postulates that the information
sought 1n a museum information system will be by
persons, products, concepts, properties, material,
proccsses; operations, manufacture, places, time, or
bibliographical references. No extant system known
to the author allows retrieval according to all
thege access polnts. The subject documentabion
svstem must be able not only to pin point specific
and precisely defined 1tems of information but also
to demonstrate the complete range of subjects
avallable 1n the museum and their relations to each
ottier (Langridge 1973: 23). None of the extant

svstems do so.

Y.2.7 Conclusion

In this principle the purpose of the subject
documentation has been discussed in relation to the
objectives for such a system; the origin of the
1dea  of classification 1in philosophy and the
difference between classification for knowledge and
classification for arrangement is highlighted and

Fhie units which comprise the building blocks of a



subject documentation system are discussed. The lack
of a grasp of these 1deas 1in theoretical muszeologyy

13 also pointed out.
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9.3 PRINCIPLE 2: THE CREATION OF A SUBJECT

DOCUMENTATION SYSTEM

Suggested principle: Subject documentation 13 a

means of organising and exhibiting the subject
content of i1nformation units and their relationships
in the collections of a single department,
institution or dgroup of 1nstitutions. This 1s best

accomplished through indexing.

- the user and the use required of the
information system will determine how the
sub ject documentation system is structured: and

the level of specificity implemented

- cortain decisions have to be taken, for

Lnstance

- will control of the indexing terms be at the

input or the output stage of the system

- during input decisions have to be made on:
whether term or item entry will be used;
whether derived or assigned indexing will be

practised;
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whether term indexing or concept indexing are
practised and
whether pre-or post co-ordinate retrieval

methods should be implemented.

- the type of access organisation should also be

determined 1.e whether alphabetic or structure.
- whether a structured or an unstructured
retrieval language 1s used to organise the

i1ndex terms

9.3.1 Discussion

The purpose of subject documentation has already
been oublined 1n Principle 1, as has the thought
that  thlis purpose is achieved by organising
unorganised concepts, ilmpressions or data 1nto a
svstoem so that 1t 1s retrievable (Buchanan 1979: 10;
Langridge 1973: 15)., This process 1s variouslv
called co¢lassification or 1indexing (Buchanan 19749:
Lu; Classification 1971: 1). For the purposes of

this study the term indexing will be used.



In the literature of library and information science
there 1s currently considerable debate on what 1s
"indexing" and what "classification". It appears
that classification 1s the older term used 1in
librariagship to denote the methods used for
arranging both the information units themselves or
surrogate records (catalogue entries) to reveal the
subject coverage of the collections (Wynar 1980:
335). The term "indexing" came into use with the
development of 1nformation science as a separate

professional activity and the growth of experimental

1ndexing methods, particularly mechanised ones
(Wyvnar 1980: 536). There is a trend 1n the more
recent literature to use the two terms

interchangeably (Turner 1987: 5). The situabion has
been best summarised by Orna (1980: 20) "the use of
the analvtical techniques of «classification remain
essentiral, but the way into information handling
throuygh 1ndexing 1s becoming the easier one." This
L5 the approach which will prove to be of bhe

grediest use 1n museums.
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9.3.2 Considerations of term selection

The name "index term” 1s used for any means of
subject representation or 1ndicator on an 1ndey
record. It is a synonym for "access term” and may
be verbal or coded. Verbal subject terms were
previously called subject headings 1n library
parlance and were drawn from pre-co-ordinated
standardiszed lists ( Wynar 1980: 485). The notation
code of a bibliographic classification scheme 1s
also an 1ndex term (Harrod 1971: 622). 1In the
ensulng discussion the phrase "index term" will be
used to mean subject headings in either pre- or post
co-ordinated 1nformation systems, represented by
elther a code or a verbal heading (after Buchanan

1976: 74 and Harrod 1971: 622).

The purpose of the 1ndex term 1is to bring together

all material with the same theme in one place in the

tnformation system (American Library Association
1343: 146). Thas fulfills one of Cutter's
"Purposes of Subject Documentation” discussed 1in

Principle 1.
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The index terms should be formulated with both
Cutter's "purposes" and the proposed "Objectives”
in mind. In 1904 Cutter suggested certaln principles
which would enable this to be done (Chan 198l: 128;
Wvnar 1980: 486). The principles Cutter postulated

have been discussed 1n Chapter 8: Descriplbive

Documentaktion : Principle 5.

9.3.3 Considerationg in system design

It has been stated that an information system makes
information which would not otherwise be visible,
retrievable. This sub-principle considers the
organisation of subject concepts and the decisiong
which have to be made at different stages in the
desiyn of the system. The following section 15 a

discussion of several of these decisions.

9.3.3.1 Considerations of control

When the 1nformation retrieval system 1is being
plannced, a decision must be taken on whether conltrol
of the index terms will be exercised at the inpul or

the output stage.
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control during input 1s possible when the habits and
probable orientation of the user can be predicted
(Kent 1965: 123). Input control is the traditional
approach taken by alphabetical pre-co-ordinated
indexing systems and enumerative classification
schemes. In these systems the index vocabulary 1s
prestructured by the compilers and the documentalist
must fit the subject concept into this pre-ordained

structure (Turner 1987: 117).

Control during output involves the formulation of a
search strategv by the user or the information
centre staff. The user's request must be framed 1in
terms of the system (Kent 1965: 123). This 15 most
easl)v  done when the system uses a structured
indexing language which makes provision for the
recombining of  different terms 1n different wavs
(FToskett. 1977: 98). The methods which allow this to
be done  are post co-ordinate indexing methods or

syvithetre  classification  techniques (Turner 1987:
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Conclusion

In the museum siltuation 1t 1s suggested that a
measure of control be exercised both at input and
output 1n order to ensure maximum utilisation of
avallable information resources. The relevant

technigues are discussed in greater detail later.

9.3.2.2 Considerations at ilnput

At 1nput a number of 1mportant decisions must be
taken which will affect the form of the system, and
probably the quality of the result of a search at

output. These decisions are:

- whether term or item entry will be used

- whether derived or assigned indexing will be

used

- whether the technique of term indexing or

concept 1ndexing will be used

- whether pre- or post co-ordinate retrieval

methods will be used
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These factors have been partially examined 1n
Chapter 8: Descriptive Documentation: Principle 5.
The one which remains to be examined here 1s the
matter of whether to use pre- or post co-ordinated

retrieval techniques.

9.3.3.2.1 Pre- and post co-ordinate subject

retrieval svstems.

The only decision which was not examined 1in Chapter
$: Descriptive Documentation: Principle 5 1s thab of
which type of retrieval system should be used at
output. IL may be a pre- co-ordinate or a post
co-ordinate svstem. These terms refer to the time
(1.e¢. input or output) and the manner in which
concepts for compound subjects are recorded and

retrieved.

Pre-co-ordinate subiject retrieval systems are
historically the older technique. In this method the
constituent parts of compound subjects are
co-ordinated 1n a standard order and form at the
time of indexing (Foskett 1977: 73; Langridge 1973:
Lid; Vickery 1970: 120). The descriptors are fonnd
n pre-established standard terminology lists
whether verbal or coded index terms are used, such

as subject heading lists or enumerat Lve
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classification schemes (Vickery 1970: 136). In these
schemes the descriptor 1s a precise statement of the
subject, provided it 1is 1in the standard list
(Buchanan 1976: 105)., This means there 1s great
precrsion in  the indexing but at the cost of some
rigidity and a complex of rules that have to be

a9

learnt by the operators (Orna and Pettit 1960: 52).

In post co-ordinate retrieval systems the
co-ordination of the index terms i1s only done during
the search and output stage of the system (Foskett
1977: 73; Vickery 1970: 129). The information unit
1s analysed into 1ts constituent subject concepts.
They are then entered into the retrieval vocabulary
as 1solates which refer to an 1identification code
for rthe information unit (Buchanan 1976: 103). It
15 a highly flexible technique with simpler rules

Lhan the pre-co-ordinate approach (Orna and Pethtit

Lsg0o:  52). But 1t 1s dependent on the use of a
phvsical  recording medium, such as a computer,
which allows the rapid and easy co-ordination ol

Lerms «t the moment of search (Foskett 1977: 73).

Unfortunately a post co-ordinate system 1is less
precise than a pre-co-ordinate one, particularly in
the expression of relationships (Orna 1980: 52) and

1s likely to vield a higher number of [lalse drops
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{Buchanan 1976: 104). The size of the file may also
be limited bv the type of recording medium used: for
instance, notch card or optical co-incidence system
or computer memory can only hold so many entries. It
1s also not easy to operate for untrained enquirers
who are unfamilliar with the ways in which the system

functions (Buchanan 1976: 104).
But the post co-ordilinate system 1s more flexible 1in
allowing the expansion of a system to accommodate

new concepts and subjects.

9.3.3.3. Conclusion

A5 can be seen the series of choices which lLave to
be made at this polnt 1n a system's development are
vitally important. It 1s suggested for a museum
tnformation  retrieval system that the following

cholces will produce the desired type of system:

- 1tem entryv (because 1t 1s the format museums
are most familiar with and a change of
orientation would prove very difficult for

them)
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- assigned concept indexing (because it
produces a structured retrieval system which 1s

more useful 1n a research context)

- post co-ordinate retrieval methed 1s used
(because 1t 1s more flexible than pre-co-

ordinate methods)

These input decisions should produce a system which
will allow maximum retrieval of information and
flexibilaty of growth to answer the changing

research needs 1n museums.

9.3.3.4 Organisation of information

The definittion of indexing c¢laims that information
in the i1nformation system must be organised so that
1t 1s retrievable and shows the relationship between
conceplts., Several different methods are used to do
S0 . Verbal or coded 1index terms are used to
represent the subject,  but both must be structured
in some  way to logically reveal relationships. The
methods  used to organise the terms are called

retrieval languages (Foskett 1977: 98).
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But first the unstructured approach should be
examined 1n order to be able to contrast 1L with the
structured approach. The unstructured approach is
also known as word 1ndexing where individual index
terms are selected from the 1nformation unit and
entered directly 1nto the system without exercising
any control over them at all (Kent 1966: 122). It 1s
also called natural language indexing (Foskett 1977:

98) or derived i1ndexing (Foskett 1977: 42).

The opposite of uncontrolled indexing 1s controlled
indexing which 1mplies a careful selection of
t=rminology used 1in 1indexes 1in order to avoid
scattering related subjects under different headings
(Rent 1966: 120). This approach is known as assiqned
1ndexing (Foskett 1977: 58) and lncorporates a
muilitude of structured 1indexing techniques uasing
botihi  alphabetical index terms and classification
schemes (Vickery 1970: 83). All these methods help
to delimit the scope of each retrievable entry (Kent

1966: 37).

The structured indexing or retrieval languages used
in library and 1nformation science today are
produced by different approaches. The first type to
be considered  1s the alphabetical terminology 1list

which s 4 list of words which can be used ags 1ndex
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Eerms (Kent 1965: 124). The conventional type 1s the
subject heading list familiar in librarianship such
as the Sears List of Subject Headings (Chan 1981:
136). Each entry 1s a complete heading - be 1t a

single word or a succession of nouns.

In the modern form of the list the phrases and noun
uompoundé have largely been broken up and individual
words are listed separately as in the thesaurus.
Cross references 1n the text help the user to
enlarge on the number of words which can be used to
locate 1nformation units and so 1increase the number

of hits (Vickery 1970: 83).

The second form of structured index language 1s the
classification scheme. It is a classified list of
word with an alphabetical index (Vickery 1970: 83).
Such lists or «lassification schemes have certain

features, namely:
- the kterms that are available for searching and
indexing are listed according to their

nealrness of meaning

- thelr relalions to words that are not used are

tndlcated
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- their relationships among themselves are

indicated (Vickery 1970: 90, 97).

Two methods are used to construct these classified
lists or classification schedules. The first
approach 1s enumerative classification schemes or
structured retrieval language based on the theories
of claséiflcation found 1n philosophy and logic

propounded originally by the Ancient Greeks (Turner

1987: 57). The universe 1s seen as a totality which
15 divided up progressively 1nto classes and
subclasses to form a hierarchical structure
proceeding  from the general to the specific (Chan

1981 210; Maltbv 1975: 29). Most of the traditional
bibliographic systems have been produced by this

means (Turner 1987: 57).

The alternate method for producing a structured
indexing language 1s the facetted or synthetic
approach. This method emerged during this century
and  relies on analysing the subject content of an
tnformation unit into its constituent parts and then
recombining them to show both the units of thought
and the relationships between them (Chan 1981 : 211;
Maltby 1975: 34; Shera 1972: 70; Turner 1987: 57

rE

Wynar 1980: 395),
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Conclilusion

In a museum information system wlth 1ts
interdisciplinary and multi-media nature, 1t 153
suggested that the techniques appropriate to the
nature of the material being handled are used. EFor
instance some of the natural history disciplines
have verf effective classification techniques. These
should be used. Where no appropriate classification
scheme exi1sts the analytical methods of synthetic
classification should be wused to build one. The
components of a structured information svstem are

discussed 1n Principle 4 of this chapter.

Y.3.5 Conclusion

The discussion 1n this principle have shown that the
means  for  organising and exhibiting the subject
content of an 1nformation system are all available
in the theories of classification and informat ion

retrieval found in library and information science.

[t 1s argued that a number of decisions have to be
made at  the planning stage for the creation of a
subject documentation system. They involve looking
aft the user and his anticipated requirements from

Lhe syvstem and  deciding how these will effect bolh
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the organisation of the i1ndex terms and the level of
generality or specificity implemented. In the museum
context. 1t 1s suggested the user 1s a specialist who
w1ll use the 1nformation system to agslst  1n
resecarch  being done. In order to meet this
user-need, a structured retrieval system 1s required
with access points at all levels of generality and

specificity.

This proposed system then has to be organised to
allow the retrieval of the information. One
therefore looks at the decisions which have to be
made at each stage of the development of the systen,

namely 1npub storage and output.

Al 1nput ovne 1s faced with detailed decisions as to
Lae tyvpe of access polint which should be used, how
i1t 15 arrived at and how it should be organised. In
view of the wuser and the wuser-need paraneters
already decided on, it is recommended that item
records using concepts arrived at through assigned
Indexing  are organised using post co-ordinate
indexing  techniques. However it should also be
possible Lo comblne post and pre-co-ordinate
technigques 1f the system isg goling Lo contain

interarsceiplinary and multi-media material .
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The access to the resulting information either mav
be through the alphabet or through a coded notation
arranged according to a predetermined systematic
structure. It 1s suggested that the wuse of a
systematic structure with an alphabetic index would

bhest meet the needs of the museum clientele.

Finally ﬁhe question arises of which method, namely
prea—  or post co-ordinate, should be used to create
the svstematlic structure of the information system.
Without doubt the greater flexibility allowed by the
post co-ordinate techniques makes 1t the obvious
choice, but many disciplines already have
classification schemes created using pre-
co-ordinate enumerative techniques. The challenge in
fhe museum world 1s to find a means of combining
both technigues 1n  one ‘System to gain maximum
advantage from its interdisciplinary and multi-media

nature.
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B4, PRINCIPLE 3: THE ELEMENTS OF A SUBJECT

DOCUMENTATION SYSTEM

Suggested principle: The elements of a subject

documentation system are:

- the informatlon units which make up the system

- the access points derived from the information

units

- the 1ndexing language which analyses and

reveals the content of the system

L. The informatlon unlits produce access polnts on a
wide varlerbvy of  subjects and relationships, to be
1nput 1nto the multli-media, interdisciplinary

information system.

2. The access polnts are derived from the surrogate

records of the information units.,

3. The access points can be derived by manual ov

mechantcal means.
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-

[l
.

The access points are derived using the

technique of subject analysis

The indexing policy should be suitable to the
institution 1t serves, namely an 1n-depth

index1ing policy 1n a research institution

The 1ndexing language analyses and reveals
the subject content of the information units

in the system

.51l The different types of language should be

consldered for different purposes

.2 The input considerations for retrieval

languages are:

- controlled versus uncontrolled retrieval

languages

- the use of verbal or coded index termns

- pre-or post co-ordinate verbal headings

- enumerative or synthetic coded retrieval

languages
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- the level of exhaustivity decided on

- and finally the level of specificity

decided on

3.3.3 The output considerations for a retrieval
language are the relevance and recall

required for the system.

Fach of these decisions must be taken anew with each
svstem designed, because each situation 1s

different.

9.4.3. Introduction

A =ubject documentation  system 1s made up of a
number ol elements  which together enable 1t to
function properly. These are the information units
on which 1t 1s based, the subjects which are sought
in the system and the indexing language which is

used Lo reveal the subjects and their relationships.

as already outlined modern subject documentation
looks at  the subjects and their relationships, not
just the subjects. The use of synthetic
classification techniques hasg therefore been

stuyggested.,
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9.,4.3.1 The 1information units which make up the

The principles of subject documentation are applied
to the surrogate records of 1information units
outlined 1n Chapter 7: Information Systems. As
mentioned 1nitially museum 1nformation units are
both physical entities (their attributes) and
information lassoclated or museological) which
accompanies 1t. Under the term information units are
also 1ncluded collection 1items and documentary
material of diverse types. The nature of information
units has becen discussed in more detail in Chapter

7: Information Systems: Principle 3.1.

As can be appreclated, this will produce informaiion
of A wide variety of types, subjects and
relationships for the proposed multi-media,

interdisciplinary information system.

D.4.3.2 The access  polnts derived from the

information units

The second element in a subject documentation systen
15 the access polnts utilised in the system for the

tetrieval of information. Considerations pertaining
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tuo the choice of access points derived from
information units are discussed in greater detail 1n

Chapter 7: Information Systems: Principle 3.12 .

“.4.3.% Deriving the access points

The term access polnts 1s used to mean any finite
statement at any level of generality or specificity
which conveys a fact or 1tem of knowledge which may
be sought by the user now or in the future (Concise
Oxford 1964: 432). They are extracted from the

surrogate record for use 1n the information svstem.

When creatilng a system based on  literature, the

Eitle or author can be used as the access points
and fed 1ntou the system in their entirety (Vickery
L970: 429, In museums the access points faor

information units vary from names to dates to
subjects at any lev