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Preface

This plan gives brief information regarding  the structure,
organization, information services, MANTCWeY turﬂlfufe/éaulpm“
and financial recuirements for the nronogsed Information Cantre.

This document is essen tially a plan for the establishment of
the Information Centre as well as for the institution of Library
arsl Information services. It is not a manuAal o be used for the
onexntlonal activities of the Information Centre. However ,

certain guidelines have heen griven.



CHAPTER~1

Introduction:

l.Centre for Zcological Scierces:

Centre for Beological 2 waz estanlished in  Indian
Institute of Science in 1947 The Centre rursues basic and
apmlied scientific research, training and extenaion activities in
four wajor areas namely - beodevelorment,  conservation of
Biological Diversity, sociobioloay and Human Zcology. Ite field
work is focussed on the Western Ghats in narticular the Uttara
Fannada district of Karnataka and the NIlgiri Bioshpere Reseve in
the States of Karnataka, Rerala and Tamil Hadu. in addition to
the above mentioned research activities the following ave the
specific objectives of rES.

a) Develonment of Biolocical Collections

p) Creation of information base on Biological Diversity, the

Milgiri Riosphere Reserve and the Western Ghats.

} Develoning conservatinn strategies for natural resources.
) To take special steps and conducting workshops to train
and encourage young scientists working in the fields of
nature conservation, acodevelonment and human ecology.

e) To establish and maintain a technical 1library and
information centre for collecting, collating ang
disseminating information on Biclogical Diversity and
Ecodevelopment  with special reference to Nilgiri
Biosphere Roserve and Western Ghats.,

£} To undertake all such other things as may be incidentally
conducive to the attainment of the above obiectives.
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2. Heed for an Information Centres
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For an organization like Centre for Bcological Sciences with
the above mandate, it is essential to build tho infrasitructure.
One of the basic components of such an  infrastructure is an
information servics facility which keeps track of the latest
scientific advances in the field of “iological Diversity and
Ecodevelorment all over the NMilgiri Bioshpere Weserve and HWestern
CGhats bring it to the attention of decision-makers, snecialised
technological nersonngel . Fiesld implementers, recipient agencies,
etc.  The need for an information centre in the field of
Biological Diversity and Beodevelonment would hecome obvicus if
One  waere to examine the features of the world of information.
Table 1 presents the features of the world of information, the
consequent  user problems as well as the information services or
system capability that ENVIZ, CES should possssse
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Features of the
world of information

Information users
mroblems

B 1 o e i

Information
services/Svstem
capability

l. Accelerated growth of Tnadegquate time for Reviews, state—of
information, increasing  reading and  Aassimilae Art reports, trend
rate of ohsolescence, tion of information. reports, Digests,

information analysis
and consolidation
products.

2. Wide variety in quality Difficulties and in- Data/information
and roliability. Aadequacy of time for Aanalysis and

2valuating and cvaluation.
selecting.

3. Interdisciplinary Can snecialize only Indexing techni-
nature of information. in a restricted ques to inter-
scatter/sespage of subject field link subjects.
information.

4, Wids range of standards Only some standards and  Eelection and
and modes of prescntation patterns are convenient presentation aor
of ideas., to users restructuring

and repackaging
according to
user’s needs.

5, Pertinent information Inaccessibility of Location and
published in documents docurments procurement of
with restricted inaccessible
circulation. documents

through channels
other than formal.

5. Multiplicitv of Can be familar with Translation
languages one or a few services

languages.

7.  Toc many documsnts: Physcial access to Peprogranty
Information centres original document service.
have limited funds: difficult
Also space probiem

e - i
TABLE -~ ] i
|
This would therefore imply that building of a well acquipned

and  well-organised  information centre noised to serve the

information  requirement of those engaged in research  and

dovelopment  as well as in promotion/popularisation activities,

and  cortributing to the achievement of the oblectives of ENVIS.

Sincs without such a facility CES

e

would be grzatly handicapred in
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its operations. It is hence, no exaggeration to say that the
expenditute on  the proposed ENIVIS information centre is  an
important item of capital investment and not a frivolous outlay
on contingency or a luxury to be indulgzd in if only finances
Dermit, :

Further the potential benefits that may be derived from the
establishment of information centres are: highlighted in the table
given below. Many of these would accrue if BNVIS is estahlished.

Table: Totential benefits that may be derived from use of
consolidated information. '

8i. Activity or arca Potential Benofits
No. '
(a) {b) ' (c)

Gencral areas

1. Txcisions Better informed about alterna-
" tives and conseguences.
Improved decision making
nrocess. Reduction of
uncertainity. .
2.  Knowladge, compatence Increase in lovel, denth,

. breadth by individuals or
groups. Higher soohistication
in drawing rrlations between
seemingly unconnected facts.

3. Adantation More appropriate and adiusted
responses by individuals,
Qroups or organizations to
demands ¢f and changes in the
enviromment and a complex
world,

4. Productivity Higher levels ang outputs in
work and other activities. flore
contacts, increased capacity
and effectivensse,

5. Resources ore efficient and economic
use of resources. Incroased
capacity and/or offectiveness.,
Better economy.

.  Success Contribution towards attaining
aims at individuals, groups,
organizations, better or wider
spread and acceptance of
results. Detection of
necessary adjustments.



Srecific areas

1. BScience Keoning up with research front
Judiing own position ang
Advances, making anpropriate
daecisions on policy and
allocations, searching for
related work and/or ideas
for further work or methodo-
logy.

2. Education Keeping uwm with advances in
given fields and in cducation,
research, metheds, approaches,
providing for educational
planning and assessmonts or
comparisions.

3. Individuals Providing for self-ful filment
and agvancement in their aiven
area of work or interest.
Providing for wider onpurtuni-~
ties in employment, selfholp
Aand adjustment to chanaging
onvirenmont and conditions.
Increasing sophistication
towards hicher guality of
life.
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3. Planning for Library and Information Services:

The library and  information services gencrated  in an
organization should have a direct bearing on the activitics of
the parent body thoy sorve. It is theretore essential that the
planning of library and information services should form an
integral part  of overall viannino of ENVIS.  The planning of
these  sexvices should be a continous and a systamatised process
of studying problems in the merspective of information needs of
the research workers. In other words, the planning of theso
services should be under constant obscrvation and evalvation with
A vicw to modify and reappraise on the basis of the needs of the
clientele and the experience gatherad.

The planning for library and information servicos is a two-
rhast operation~normative and operational. VWhile the first phase
constitutes  fixing the aims and objectives, the sccond one
relates to cvolving a strateqy for efficient translatioin of the
first phasc in to action. Further the planning of an information
sexvice is to A great oxtent derendent on the planning of a
library, because extonsion of an information service on an
intensive scale presuproses  the oxistence of a resourceful
library.



4.8teps in Planning:
Figqure 1
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Fiqure l: Planning for an information centre for CES




Intcraction with Cpo:

In the designing of an information contre catering to
research and develonmont activity as well as for popularisation
Oof on going research activitics on Biological Diversity and
Ecodevelopment  in Western Ghats and Hilgiri Piospher: Roserve.
It 1is essential to make a systomatic study of the organization
and its informaticnal resuirements., With this  in vicw, A
questionnaire was npreparcd and circulated among the rescarchers
and educaticnalists., This was because of the fact that an on~the
—spot  study would give a  bottor wnderstanding  of  the
organizational set-up and aims, as well as to have contacts andg
interaction with some of users of information.

This necessary background acquaired faciliated us in  the
preparation of full fledaod nlan for CES~ENVIS Contre. This was
achieved by discussions on the draft plan prepared as well as by
seekirk) answers to the following auestions:

l. ¥hat are the goals or objectives of tho organization/mission/
project? _

2. vhat are the fields of activity and scone of each discernible
Activity of the narsons involved?

3. What information do they need or use in order to perform
efficiently their rospective tasks?

4. Vhere do they now gzt the information? :

5. Through what channals and redia do they now get the
infromation?

. Is the information available adoquats, timely and reliable?

7. Is there among the usors an intoresting or awarcnzss of,
value of information and of an information contre?

8. What documents ars gencratad within the organization which
contain scientific and tochnical information?

9. what services do thoy expect from the proposid  information
centre?

16, Any other suggestions or reanarks?

The outcome of the abova questions has been summarised  and
presented below  under headings - field of activity, users,
categories of information, services to be rendered, present and
future plans, outlinc of the plan.

Sumary of Findings

a) Ficld of activity: Promoting roscarch in the fields
' of Biological Diversity,

Ecodevelonmont , conservarion
2iology, Human Ecology and other
allied fields like Agriculture,
Animal Husbandry and Soil
conservation in Westorn Chats
and espoecially in Hilgiri
Bioshpere Rescrve.



b} Potential users: Specialized tochnical nersonnsl-—
R & D; Field specialists.
Decigion makers: District
officials, forsst department
cfficials.
Ficld implementers-~Extension

workers.,
Lay group - Voluntary
organizations.

¢) Categories of Information:
2 & B Information
-Stabilised & compactad
{(Boocks/Periodicals)
~Stabilized & stray
{Magazine cuttings, reoorts atc.)
~-Strong and not stabilized
(Field data - to be compacted by
specialiste aftcr collascticon)
-Environmental information.
d) Functions/Services: -Storage of information for use
~Compilation and consolidation of
information ;
~Honitoring information ( Data,
facts) _
-Dissemination/Documentation
Curront awarencss service
Compiled information
Data Dissemination
Consclidation Servicoes.
e} Present & Future nlans: ~Develomment of CES-ENVIS Contre
' in phascs
Collection and storage of
information
Compilation and other services
Full services on above mentioned
category{d) .
£} Plan Cutline: Draft plan to contain information
on these aspocts
~Need for CES-ENVIS Informaticn
Centre _
~Celliction Development Plan
~Information Scrvicos Plan
~Furniturc/Bouirment Plan
~Manpowor Plan
-Financial Plan,
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A Brief roview of the Propescd Flan:

l. In this report, a B

slan for  CES~ENVIS Centre has bazen
presontod. The  report discusses ths structure, organization,
library and information SOEVICES, MANNOWGE, tinances, furniture
and equinment roouiroments of the nronosed infromation contro.

2. The organisational structure proposaed for the information
centre:  consists of  four functional units nama:ly, Bocument
acquisition  and processing unit  {Library), Documentation
information unit, Unit for nromotion of information use (Laiaison
unit} and Reprograchic unit, while this structuring is helpful
for cortain management purposes,  all units will work in a sririt
of cooncration and co-ordination to achieve maximum productivity
with a view to conserve human and material resources {Chantor-4) .,

3. For the objectives of the infermation contre to be fulfilled,
thers  is an absolute necessity to plan the activitics so as to
build wr A rich collection of relavant documents, hoth cxtornal
and internal (Chapter-5). Progranmes concerning acquisition and
organisation should be geared in such a way so as to ensur
continuous inflow of documonts and their offective organisation.
This espocially necessary  in regard to  information gerierates
within CES-ENVIS. In the collection of internal information, a
task force is to bo established conisting of one or more
individuals from the propogad information contre and one  cach
from unit, who should bo assigned the responsibility. While the
collection of informaion in the unit may be done by a junior, it
shouid he whetted by a senior porsonnel of the concerncd  unit
before it is incorported in to the contral information file of
the information centros, It is also necessary that  a
standardised mithodology be  adopted for the colliction and
storage  of information. For this purpose suitable formats have
to  be  designed by the information contre personnel in
consultation with the rersonncl of the different units.

4. It is  recommended  that the  following  varicies of
services/mublications should be provided by the centre.

Az Reference Services

B: Current Awarercss Scrvice

C: Information Analysis and products thers of

Dz Other Supporting Ssrvices ( Reprography)

As all the above mentioned SerVices cannot bo given
immediately after the inception of tho information centre, it is
suggestad  that the phasing of the services should be decidod on
the basis of tho work done by the organization.

S. The success in establishing the information centre oh efficient
times depends on the availability of properly  qualified  and
conpetent  staff for cach of the functional units of the centrs.
The major component of the staff working at the information
centre: should be comprised of professionals who have the
ccmbined expertise in  the ficld of documentation/information

10



science and in the fiolds of the Contre's objectives. It may not
b out of place to montion here that the objective of information
centre should not only be to build a good collection, but also to
recruit  necessary  and sufficient manpowcr to exploit the
resources (Chaptaor 7).

Cne of the first steps to be taken is the appointment of the
head sc as to maintain the continuity at the top in the early
years, and also to facilitate the chivice of othoer personnel  who
would man  th¢ information cantre, It is recommend->d that
atleast one of the personnel of the information centre selected
should have undernonc the Information Science course of fered in
institutions Yike DRIC, Bangalore.

€. The furniture and Squipment required for the CES-ENVIS Centre
has been ostimated., In th case of furniture, standards
pertaining to libraries are to ke adapted.

I Though the standard for calculating space roguirements  is
giver, the oxact space required has not boen indicated {Chapter-
9). However, in CES we have sufficient place for ENVIS Centre.

. Ths annual recurring exponditurc  on documents, salaries,
furniture, equipment, scrvices has been estimatod. The capital
cxponditure on furniture and equipment is ustimatoed (Chapter-10) .

9. Computcrisation of information is bzing done., In our CES we
have [ICL PC, ang a programme has been developed in "cobol ® for
information retrieval., e ar. also  using DRase IIT for
information retrieval.

10. If at all there is any translation work, it has beon dacided
Lo use the facilitiss available at INSDOC, IISc, Sangalore,

11



CHAPTE -4

CES-ENVIS Centre objectivas:

In order to =msure a healthy and cconomic dovelorment of
CES~-ENVIS Centre it is necessary to derive the obiectivae /purrose
from and be in confirmity with the needs of CES. The TIZOSS
of CES-ENVIS should bo:

To provide for information nosds

-0f a given group of ussrs

-in relation to their given problems

~with information from «iven subjects or topics

—centained in giving information sourcos

~evaluated, prepared, and supplied in a way that is

appropriate to that ¢iven grour of usors: and

The objoectives of CES-EMNVIS are as follows:

{(a) To document information in the form of remorts, research
publications and other material on acclogical nroblems
of the Western Ghats region and osnﬁclallz gg the
Nilgiri Biosphere Reserve and  the ecodavaelopmoent

anproach. _ _

{b) To generate cco-development oriented action DEOQYANTNGS
and disseminate  informatiion on such  action
DPrOGrAMES

(c) To document information on distribution and conservation
of Bioclogical vacr51ty with special reference to
Wilgiri Biosphere Rescrve and Westorn GRALS, '—"

(d) To davelon and dissaminate methedology of generating the
information basc for conscrvation of Bloloq1cal
versity of a specific roenion.

The  specific objactivies of CES-ENVIS is to assist in  the
maximizing of CES's projects and in incroasin i productivity by:

{a} fuilding up a good and valuble coll-ction of books,
rporiodicals, patoents, reports,  stendards and spocifications and
other 501ﬁnt1+1g and t=chnical “ubllcatnon on subjects ralevant

to CES's noods in ordor to support the sorvice activities.

(b} Acting as a control noint for the filing of tho
orqanzyatlor“s technical/scientific reports, "OY“’SEOROuﬁCGSy and
other related documents and organizing them for use in order to

aid tha exp101tatlon of the corganization know-how, and roduce or
eliminate dunlicate work. (Tho « mroper organization of  documcnts
comploventad by suitable index1nq forms the coporate memory of
the organization, thoe visible embodiment of its continuity and
tradition, ths means of noweomers to assimilate the exporience
and wisdom of thoir predecessors).

{c} Expleiting and litorature {published and  unpublished)
and other sources of informaticn.

() Providing an  officient and effective  information
rotrieval and dissemination systoms and

(@) Fulfilling all thoeo shjeetives in an economic  and

halanc:d mannar so that only reasonable services are provided and

at as  low A cost as possible, commensurate with cifoctiveness.

12
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1. NBR Information Systom:

INTRODUCTICN

This praliminary  rerort deals with the Nilgiri Riosphere
Foserve Information system that is being set uz at the Contre for
Ecological Scicnces, Indian Institute of Scicnee, Bangalore, with
assistance  from the Domartment of Environment  and Forosts,
Government of India. The major objective of thiz project is ta
provide  basclin: data for future roscarch activities ang
manAgerent of the Riosphero Resorve,

Difforent goverrmant departments, non-governmental
organizations and nrivate individuals have becn involved at
difforent times in studying and reporting various aspocts related
to the Biosphere Baserve  area, It was felt that alil such
information nacded to be brought togetherf_ S0 that an overall
picture of what is available cmerges. This will be helpful  in
indentifyving lacunae in the available inforamtion, and in
planning for further rescarch and conservation, The Information
system will  orovids basic data on different asnocts under  one
Yoot to b available to all researchers in the Blosphere Reserve,
Future studies in the Biosphore Reserve will also enrich the
datahase.

Under  the programm:, information is bring collescted on
various subjects which have a bearing on the snvironment of the
Biosphore  Reserve. It will include the geroral history of  the
arca, geclogy  and soils, hvdrology, climate, forest
administration, vegetation, fauna, paonle, ote. Information is
being collected at three levels: 1) FPhotodopying of publishad ang
unpublished  books, reports  and baporsy  2)  Scanning  and
dentification of relovant  rosearch papers  from scientific
journalss  3) Colloction of raw statistics of rainfall, land
holdings, area and vield of different Crons, human settloments,
and working of forosts for the nperiod batweon 1976 and 1885,

For this purpose, VArious govermmental and non-goveinm:ntal
agercies/organizations are being visitod in the states of Rerala,
Yarnataka and Tamil Nadu.

2. Biological Piversity:

The Indian subcontinent nas a tremendous diversity of nlants
and  animals  hecause of 1its groaat variety of ecological
conditions.  About 20,000 species of animals and 15,000 specicg
of plants have so far been described from India, In India theso
plant  and  animal specics are distributed in 15 bicgeographic
zones.  Each biological specivs has it's unigque role in rakure in
maintaining the system's stability and the function of an
ccosystam. Almost all gpecics  arc  motential resources for
applications  in scicntific research. Associations of plant and
aninal commnities are also an important Yesourcs in maintaining
thi stability of an ecosystom.  Human beings have a major role in
destroving  the forests, caused the loss of onc-half of the top
5011, woliuted ANy water sources, drained OVRY mAany wet lands
and made tha atmosphere poiscnous. Bocause of this destruction

-
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ther= has been a lcss in natural ccological communitiss and
associations and many plant  and  animal specien  are  under
extinction. Many plant and animal speciss have already extinct

and many ara threatencsd or endangerad,

The Biclogical diversity we have in India is undoubtedly duc
tc  the great variety of ecological habitats found in  the
subcontinent like the warm and humid climatc of Halabar coast,
the hot desert of Rajastan, the cold descrt of Ladakh, the ice
mountAing cf Himalayas and a vast shore linc.

If any biological specios is extinct, it may take hundreds
of yoars for nature to svolve A now onc. We have to maintain
biclonical diversity to maintain th-  smooth functioning of
ccosystams and to maintain biogeochamical cycles. ALl existing
wild specigs are gene pools for our future. Depending on a few
species for our food is not a wise thing, sinc: we can't rely on
the vield we get because of various factors such as pests. If we
preserve our wild species carcfully cven if any disaster takes
place, we can substitute our food croms with their wild
ancestors. Since  human culture has also boon developing with
natural onvironment we must preserve it., Fortunately in Tndia we
have the richest and diverse natural heritage and by congidering
all these points it is crucial to retain & larger gqonetic
PISOUrTs base.

Loss in biological diversity is due to various reasons such
as destruction of vogetation and roduced size in habitat.  When
the natural vegetation is destructed, it takes with it a nuwber
of animal specios also. Because of the destruction of veatation
in dry tracts of India many animal specics such as chestah, lion,
wolf, the balckbuck and the groat Indian bustard ars on the edgos
of extinction. Reduction in the sizo of the habitat alse loads
to a loss of spocies which offscts mainly larger animals  like
elechant, tiger and rhinoceros, We ar» losing  gonetic
variapility because of the reduction in population size.

16 conserve biological diversity, a systematically sclectod
nctwork  of large biosphore reserves and  sanctuarics  aro
essontial. Above all to do  this effectively A system for
collocting and organizing biological diversity information must
be needed.

'—J
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2.2 In orlar te develon the areas cited abtove, Sifferent facts,
thaories, information, methods  and  intormation  regarding
envirommental and lirs sciences is essential.  The main subiects
contifuting to this multi~discinlinary knowledge are indicated in
rioara.

Cenzral Subiects
Soonomics, Law and Environmental
Sciencas, Buman Cocloay and
Geolony,

Bioloaical Diversity

Focuavelormant Biomass Production

testern Ghats Higloaical Sociences,
Mitidrl Biosrhere Ressrve Aoriculture, Forsstry.

Animal Bnercov Utisization
Animal Husbandry, Veterinary
Sclence,

iler, Inseinlines  contriburing to the study of Riological
Pirarsity and Mooxdevalonment .,

2.2

The  following tvies of information orn Biclogical Diversity,
foodesvslorment, Higiri Biosriore  Reservie  and testorn (hats
shou'd be colloect mad bituds of iacts and storad tor
B ouse of {80-f

WS Centres

~Seiontific Tnformation
~feoremic Information
~Iocio-cul tural Information
=Irwirorpemsal Irdormation

some o the data elaments wnich constitute oach of these
tvies o7 information are given helow:

Sciencidic Information:

Bcientific  intormation  is a crucial innut in the  research
and  cevelormant. Inrormaticon on natural rasources, their
vtitization. ervirommental limact ektc., are often recuired. Also
it im nocessary e have information on what resources including
man nowmr and materisle are availania locallv. Tutormation on
orcoing  rescearch and mast renearch work done are other tyres of
scientific information remuired b the users.

Poonomic Intormations

ot the racisions on conservation sirategize and
AN T of natural rasources  are  hasad on 2EONOMIC
oAt ion,




Socio-Cultural Information:

Energy is an imncrtant factor influercing the life styles of
individuals as well as communities. Natural heritags is linked
with human civilization, In India several forest patches are
conssrved As sacrod groves. informaticn on family structure,
settlemsnt patterns, shifting cultivation atc., are imvortant
factors to be conzidered. Similarly information on the
willinoness of the cammunity to participate in rlanning and
cooperation in following  conservation laws is rerhans as
important as scientific information.

Environmental Information:

Environmental information is an important aspect of RIVIS.
It includes data on the quality of water, air, soil, soil
arosion, polliution and other natural resources.

3. Userss

el

e

The wusers of the information services/facilities of C
EVIS Centre may be classified broadly in the following groups

L)

~Regearchers

-Dacision makers

=Field Imnlementsrs

=LAy groups - Voluntary organisations, puklic, etc.,

In terms of information types researchers involved in
research activities would require:

~ Scientific information

=~ Exrerimental information

= Know-why information

= Know-how information

= Know-who information

In the non—- R & D contexts, the user Jrouss one Ccomes ACross
are the decision makers - collectors, BDOs, Project officers,
etc., extension workers, rural reople, ete., covering the whole
spectrum from highly educated to illiterate levels. This implies
that the nature of information required must alsc be diverse.
Therefore, CES-ENVIS should be so developed that decision makers
would be provided with information nertaining to -

(i} AlanAagement, (ii) Planning, {(iii) Administration, etc.

On the other hand, the extension workers, voluntary
oraanizations etc., act as intermediaries functioning as
develorment functionaries for @stablishing liaison between the
generators/innovators and thz actual beneficiaries Or end users.,
Their objective basically is to help rechle and to heln
themselves. To facilitate their functioning efficiently and
effectively CES-RIVIZ should be geared to provide detailed

informaticn pertaining to the scientific research.



%o Organisational Structure:s iajor functional units

A helpful way of grouping the major items of work in CES-
ENVIS into functicnal units is shown in the following chart.

- Documents selection & Aca isition

C ~ Technical mrocessing of doclments

D Library ¥unctions - Locuments d isplay and maintenance

g ~ Document circulation; including

inter~library loans. '

B

N - Information Processing

vV Documentation/ - Reference/Referral Services

I -——— Information ~ Current Awareness Services

s Service ~ Literature Search Services
Functions - Information consolidation and

C Evaluation Services

B

N - Liaison with other organisations

T to establish a mechanism of

r” Comen Service interlinking -

E  ~=-= functions = Prenaration of directories of

institutions and srecialists
~ Reprographic Services

Figure 2: CES-ENWVIS: Crganisational Structure.

Our CES-FFNVIS Centre iws rlanning  to have information
services offered by Conservation fonitoring Centre (CiC), which
wias  established in 1982 by the International Unien foir
Conservation of Hature and Matural Fesources., CiC provides

information on species, habitats and arsas of relavant
conservation concern including thoze havinr current or potential
economic import as well as those helisved to be under threat.
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CHAPTER~5

Building un of Information Sources:

Information sources building, an important function of the
CES-INVIS should be based on sound policies and Programmes. Rut
as is well known, information services are of two kinds, nAamely
documentary and non documentary sources. While the Fformer
include the primary, secondary and tertiary documents the latter
inciude the human and institutional sources of information.
Therefore due emphasis should be given for the stwly of
informaation sources. Some of the questions to which answers
should be sought for in this context are given belows

1. Whe are the users and what are their informational
reguirements?

2. What are the subject boundaries to be coverad by the
informational sources?

2. What are the 1likely sources - cxternal, internal,
documentary and noh documentary of information to be
covered?

4. BRre¢  there any priorities and limitations governing the
selaction?

- Forms of matsrial to be collected
~ Lanauages and geograchical areas to be coveres
- Chronological period to be covored or excluded
-~ Durlication of mat:rials - to what oxtent?

. What are all the sources for seloction?

-~

Se  What are the mothods of procuremant ?

In other words, the objectives of the feasible studvy in
relation to the information sources ave:

L. Identification of tho rrincinles and policies that should
rovern colloction dovaelorawnt policy
2. Udenditification of the »nresent necds  and projected
furutre recuirements
o Preparation of a checklist of information sources to suit
with the needs
4. Identification of the extent to which the needs arc being
currently met by the existing resources and the context
to which the rosources have to he augmanted, and
5. Identification of the volume, variety, scopc of existing
information sources.

L

1. Selection of Information Soucress

Once  the scope has buen defined, one of the most important
tasks of the CES-ENVIS Centre is to maintain control over the
informational resources by first accumulating a coliection of the
rertinent  reforence materials and deciding how te input  current
PATRrs,  reports, books and other items of interest needed by the
experts  responsible for preparing the outputs. This is so
pecausc  the literature even of A narrow subject field is
disrrsed in a wide variety and a lar~e number of documents. It
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may be uneconomical and imeracticable to acquire all the relevant
information bearing materials. It would be more exnedient to
build un a core collection vased on well formaulated salaction
and  acquisition policy and Lroorammes, and draw upon  other
libraries ang information centres for the less  froguently
required materials in the nerivheral fields, :

Information sourccs o collection building, an important
function of thoe CES-ENVIS entre should be based on such molicies
and programmes As would

{a) Enable the CES-ENVIS reqularly  receive the books,
neriodicals, reports, memoranda, standards, specitications etc.,
published all over the world as quickly as possible ang

{b)  facilitate timely access to the users of the original
documunts required, and also cnable them to be continuously aware
Aand - knowledochle about  the develorments in  their respective
areas of interest.

Information Services to be developed are of  two kinds,
namely
(a) Documentary sources
{b) Hon-documentary sources

Documentary sourcas are arouped into:
(1) Primary documents: Books, Journals, Technical ranorts,

Thesis, Standards ang Srecifications, Data sheets, Drawings,
Photographs, Charts, tars and Atlases, Lecture notas cteo.

{(ii) Secondary  documents: Indexing journals/services,
abstractine Journals/sirvicos,  adhoce hibliogramhies on specific
subjact and

{iii) Tertiary documentss State~of-the-art rerorts, trend
report, other reviews and digests such as the  annual roview
series, nrogress in series, survey sories  and vear’s work
services cte,

Information source locating tools, such as directoriecs,
reqgistars, union catalogue and other refersnce sources such as
dictionaries, glossaries, hand books and guide books, statistical
tables ete., covering the specific and related fizlds should be
easily accaessible,

On the other hand, the non-documentary  human sources
include:

= Colleagues in the organization
— Pours outside the orcanization
~ Information keopers

~ Guides, advisors, consultants
- Collaborators ctc,



Information may be transferred or exchanged in lectures,
discussions, seminars and confercnces, get-togethers, open housc
exhibitions, etc. Information obtained in this manner mAyY
subsequently  be recorded filed in the database and organized for
future use. It is nocessary to have directories of the reports
(in the subject ficlds of interost to CES~HIWIS) who may be
called in or contacted for advice, exrert opinion, lectures etc.

A knowledge of the sources of information about the core and
the current publications in any ficld and exrertise in methods of
document selection to meet  institutional requiroments,
procurement  of  documents,  organization and display of the
materiale added to the collection, utilizing them in providing
sexvice to th: users form an inteqral part of the oducation of
any professional librarian and information professional.

2. Qookg

Books are valuble sources of information and constitute the
basic collection for any information contre. This basic
coilaction should be built up in a systematic manner - by
maintaining a constant watch on bibligraphies such as Rritish
Mational Bibliography, American Rook publishing Record,
Cumulative Book Index, Tochnical Rock Review Index and  other
publishers catalogues, reviews in reriodicals, addition lists of
different well eostablished libraires and Acquiring hooks of
value.  Initially basic referonce books such as Encyclopacdia,

Directorais, Hend  books, ltarwals and  some important
Scientific/Technical bhooks covering all subjects of interost mAY
e acquired by CES-SVIS. Subscguently 300 to 400

technical/scientific hooks covering all subjects of interest may
be added to the library sach VeAar. Thase  documents may  be
arrangeG  in a classifiad sequonce using the Universal Decimal
Clagsification schamc or any other scheme suitable. A bi-partite
catalogue consisting of a classified part and an alphabatical
part is to ha maintainod for the hooks following the rules given
in the classified catalogu: code £d 3, 1964 or AA  cataloguing
rulas.

3. Periodicalss

Whilu the information contained in the books iz significant,
the importance of peoriodicals as the carriers of nascent
information is well known. It should be endeavour of CES-ENVIS
contre  to build up A good collection of periodicals. For this
purpose, it may be necessary to produce back volumes of important
reriodicals, in addition to, subscribing to current pericdicals.

2.1 Seloction of Periodicals:

The selection of perindicals relevant to the interests of
the organization, constitutes onc of the esgential steps in the
setting un of an information centre. tiis can be done by aoing
through recent volumes of abstracting periodicals on the subject
of interest- Biological Diversity and Foodevelopment of the
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orGanization. A record may be kept on 75%12%5wm slips, one slip
for one periodical with the number of articles included in the
abstracting periodicals. Surveying a full volume of an
abstracting periocdical in this manner may give A list of titles
of periodicals. A frequency table with the title of tho
rericdicals, arranged in the decreasing sequence of the numbor of
articles abstracted in the abstracting periodical is prepared.
If an abstracting nericdical on a specific subjoct is not
available, an indexing periodical or an extensive review giving a
comprehensive bibliography can also be used for this DUrRoss.

After the preparation of the frequency table, the titles of
roriodicals  are checked against a union catalogue of periodicals
availablc in the region. Those available are noted.

A next stoep is to prepare a priority list of periodicals to
be selected. For this nurpose a preliminary survey of the number
of articles on the subject appearing in a fow recent volimses of
ths cach of the periodicals mentioned in the froquency table  and
available in the near by libraries is to be donc. - The volumes of
the periodicals ars scanned through and a record is kept of the
total number of articles and of ths number of articles relevant
to the subjoct of interost of the Crganization. The percentage
of relevant articles per volune of each of the periodical is
workad  out, T™he periodicals are rankoed according to the
decraasing  mercentage of articlios relevant to the subject. A
design of form for recording a priority list of periodicals is as
follows:

T S e M TSNS L4147 £ S B AL T it 10 e o ol 4 B 4. ik o Bt 1 i s e " P

Total Number of articles

S51. Title of issucs por
Mo, Poricdical volume Per volume Selacted e x 100
d
{a) (b} {c) ()} () (£)
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4. Standards:

Standardization plays an immortant role in the proqgress  of
any organisation. As such standards constitute a significant
source of sci:ntific and ¢ chnical information. The standards
ar. issu:d hy national and  int.rrational bedies, tochnical
socicties, govornmont bodics, etc. Tt is essential that various
standards and spicifications issucd, such as IS (Indian), BS
(British), DIM (West Germany), GOST (Russian), AST {American
Socicty for Testing iaterials), ASAE (American Socicty of
Agricultural Enginecrs), otc., be procurcd by the information
centrs, for use by the uscrs of CES~-EIVIS. In this roegard source
documents such as, British Standards vear book issued by British
Standards Institution and Hand Pook of IST Publications, issued
by the Indian Standards 2Association will be uscful. The
standards may be filed numbor wise under cach country. A
suitable subject index to bo preparasd.

5. Eeports:

RPoport  literature is one of the now forms of dissemination
of scientific and technical information. fany institutions issue
reports of their activities poriodically.  These reports many be
considerad as potential  sources of scientific and  technical
information. Hence the need to collect reports of institutions
cengaged in activities similar to CES becomes on: of the cssential
functions of CES-¥NVIS, in addition to collacting  internal
reports of CES. For the propor exnloitation of information, it
is wvary important that their contents bo indexcd accuratély and
in adeguate dotail. :

In this rogard it may be pointsd out that in CES a large
numbex of reports containing scicntific and technical information
are proparad. Those rerorts may b inspsction raoports, lab
reports, performance roports, projoct roports, otc. While the
reports may  be kept physically in thoe resmcctive urits it is
absolutely  necessary  that they  be  indexed accurately  and
adequately for their contents. The index so develorned should ba
mAde  available  in the information centre, oy consultation by
diffurent personnel of CES and uscrs. As in the case of books,
the  reports mav be  indoxed using the Universal Decimal
Classification or Colon Classification Schome.

. Drawings:

Engingcring drawings constitute one of the very important
sources of sciantific and techincal information (such as new fuel
cffecient  bathroom stove). Generally this source romains
untapncd  though its  importance is fully realised by the
organizacions concerned. For thoe promotion of use of these
dravings, they need to be organised and indexed in A systematic
manner.  The arrangoement of the drawings may be on the basis of
thi projoct, eguipment or product.



7. Growth of Document Colloction:

At  the end of 1987 CES is exrected to have about 2000 books
and reczive about 35 poriodicals.  But the core collection of
documents will be built much carlier. The following table gives
the approximate numbur of the different varietios of documents in
years 1885 and 1987,

Year
Pocument .
158¢ 1987
Books 1530 2000
Technical Rercrts 1000 1500
Raprints 1500 _ 2000




CHAPTER-5
Informaticon Sorvices and Products
1. Information Processing:

The work rclating to information processing will consist of
scanning and selecting information, classifying and indexing,
abstracting, digesting, compilation and other documentation work ,
production and maintaining a central information file.

1.1 Scanning and Seloction:

All the documents received at information centre (IC) -
books, individual issuss of meriodicals, rerorts, microforms,
standards,  specifications, internal documents - have to be
systematically scanned and information relating to projects -
planning and ongoing - has to be carefully selocted.  This work
requires  judgement and knowledge of the subiect field and
information needs of the clientele. Criteria regarding the tyres
of information to be sclected may be established in advance and
systematically followed.

1.2 Recording of Information:

The information called out fram a variety of information
sources on the basis of critoria established neads to be recorded
in a uniform and standardised manner. This would faciliate in
the devolomment of a central information file. It would be
helpful to follow certain guidelines in the preparation of
abstracts. For this purpose, ecither a set of gquidelines may be
formulated or alternatively, the guidelines prescriboed by the
standards organization/international standards organization,
etc., may be preferably recorded in 5° x 3"  index/catalogue
cards. The rendering of the bibliographic information should
conform to cither national or intornational standards practice.
The language to be uscd is English.

1.3 Organization of Informations

The  information items so sclected and recorded needs to  be
properly organized to facilitate their rotrioval as and  when
neeassary.  VWhile there are a plethora of indexing and retrieval
systems - conventional and non-conventional - with varving
degreas of  affociency, the non-conventional methods {or
mechanical methods) are ruled cut in the initial stages of the
develomnent of  the IC. Therefore one has to choose either a
classification schedule - or an alphabctical subject indexing
system.  What evor may be the decision, the system chosen should
bo amenable to computorisation at a future date.

CENTRE FOR
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Adoption of A classification scheme  for organizing
information is helpful, since, it results in a logical and
filiatory sequence. Further it facilitates racall and precision
in the retrieval of information. However classifying micro-
literature co-zxtensively is a time consuming operation and
requires the services of trained manpowor. The IC may be well
advised to survey the analytico-synthetic schemes, such as
Universal Decimal (lassification, Colon Classification cte. and
choose thae one that gives the bast results. In case none of the
schimes are found suitable, the IC may take steps to dovelop
classification schedules in the various fields of interest in
collaboration with organizations such as DRI, Bangalore.

The other Aalternative would be to adopt an  alphabetical
subject indexing system with its limitation. It is no doubt as
officient as a classification schoedule as information will not be
organized in a filiatory seguence according to subject content,
resulting in like subjects being scattered under various
alphabets.  Neverthless the main advantage is that the system is
simple to construct, maintain and use. Further some of the
limitations encountered can be overcome or minimized by following
A set of prescribed rules. There are numerous published manuals
and guides for constructing such alphabetical indexes. These can
be fruitfully utilised.

1.4 Central Information File:

As the purposc of selecting, recording and organizing
information 1is in relation to the informational requirements of
the users, the selectod information should initially be used for
the information services to be offered. Subsequently the index
cntries, should b merged in to a cunulated file, known as the
Central Information File. ‘This operation of cumulative merging
should be undertakcn periodically, sav monthly or quarterly. It
is preferable initially to maintain the central information file
(in card form) in catalogue cabinets,  ‘The arrangement of the
entries in the fils may be classified with the provision of an
alphabetical  index i.e., it should be a bipartite classified
information files. Suitable guide cards and featurs headings
have to be provided to facilitate casy location/rotrieval of
information.

As the central information filc grows over the years, it
would have a large volume of readily indexed information. This
contral  information file would then be useful for undertaking
retrospective  search  of  information and  for compiling
bibliographies, writing of state~of-art reports/trend reports,
2tC.



2. Information Scrvices/Products:

lere identification of information needs of scientists,
policy makers/planners, community grouns, otc. has no meaning
unless it is followed by the preparation and production of
suitable or appropriate information consolidation products. But
in undertaking the preparation of information consolidation
products, it is necossary to keep the following points in mind:

- A good information consclidation product is the result of
the joint and intoqrated effort of difforent grouns of
spacialists,

- The uszrs of the information consolidation products may
not be the ond usors of the information contained in the
product, but may be intormediaries whose role is to call out from
the product the pertinent information and prescnt it to the
beneficiaries in a conveniont form. '

- Information products may be of different types - namely,
state-cf-the art report/roview, critical roview, trend analysis,
forecast/feasibility/status reports, manuals, guide books, data
compilations, otc.

— Information consolidation products may be based on
existing records or may include data and information generated
for this purpose.

= Information consolidation products may be a by product or
spinoff from the work déne (or sorvices provided) for producing
other information products/services.

CES-ENVIS with its function of acquisition and processing of
information sources is in a strategic positicon to disseminatc
information to all categories of users. Degsemination of
information can  be done through varicus charnels and
communications media - oral or written, formal or informal. All
communications howsver should be svrviee oriented and nurposaeful .

The purpose of an information dissemination serviecs may be
one or more of the following:

{A} to keep the users abrecast of current develorments in their
areas of interest.

(b) to inform about the current additions to the IC

(c) to provide information which may help to solve technical
problems and modernization

{(d) to provide relasvant information and comparative data about
particular products or processes.

() tc review the developments in a  srecific subject-ficld-
scientific, technical, ctc.

(£) to provide exhaustive list of documents with or without
annotations/abstracts on a specitic topic.
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2.1 Pattern of Services:

™e variety of services provided by an Information Centre
tollows a basic pattern.  On the basis of the pattern chosen
certain wmechanisms arc adopted which help in the designing and
develonment of certain matching survices. Some of the basic
mechanisms and  the corresponding services, discrenible in any
information centre arc:

1) Reference/Referral mechanism Reference Services.

0a

2) Announcement mechaniem Current Awarchess Sorvicas,

oD

Indexing and Abstracting
Services.

3) Accretion mechanism

Y]

sState-of-the- art report/trend
report service, critical
compilaticns, reviews, ctc.

4) Ivaluation mechanism

ap

5) wecumont Access mechanism ¢ Reprographic and translation
services.

Liaison service, Technical
enquiry service.

6) Promotion/Liaison mechani am

o0

Tha first four mechanisms generate information services.
The fifth and sixth mechanisms generates supporting services
wiich help in the @issemination of information.

In the  above representation of mechanisms and information
services, the amount of intellectual effort involved in the
preparation of the products/scrvices increascs as one  proceeds
from reference scrvice to critical compilations and reviews, It
mAy also be noted that wach group of services/products forms the
input for subsequent activities and products.

2.2 Varictios of Information Sorvices®

The wvarieties of information services that are expected to
be provided by CES-ENVIS arc indicated in Fig 2.

While some services are provided on reguest or expressed
need, others are provided in anticipation of demand. Some:
services may be specifically directed to a user.  Others may be
provided As a common service. The services that can be genarated
in CES-ENVIS arc:

-Reference Bervices - Ready Reference, Refarral Services,

Literature Search

-Current Awarcness Scrvice

~Information Analysis and consolidation Service

-Epecial Services to smecific user aroups

—Supnrorting Services - Liaison Szyvigs, Renrographic

Service, Translation Serviee, Editorial and publishing
Service.



2.2]1 Reference 'Servicess
Reference Services involve the following objoctives:

(a) Providing of intormation using reference bocks in
respons: to spocific queries of the users.,

(b} Giving instructicn in the use of and guidance in the
choice of documents;: and

{c) Giving referral scrvices for ehgquiries which the
information contre/system cannct ansSwor.

2.22 Current Awarencse Services:

Current Awareness services are devieces meant for the specdy
announcement  of newly acquired information  or  documents.
Timeliness is the essence of this service, and it is thercfore
alsc called as an alerting mechanism. The main chjective of this
service 1is to keep the research, develorment  and  management
personne) of the organization and other interested organizations
abreast of the current developments in their resnoective figlds of
interest As quickly as possible. Current Awareness Sorvices are
to be desinged with main emphasis on speed of anncuncement, ease
of use, and minimm time required for campilation work. some of
the Current Awarcness Sorvices that have been devceloned  ares
Current  titles, TRescarch in-progress  bulletin, Selective
Dissemination of information (SDI), HMews paper clippings Scrvice,
ateo In  addition current awarcness bulletins notifying
forthceming conferences, meatings, symposia, etc., will be useful
to . rescarch and managsrial versonnel who would like to attend or
contribute papcrs to mectings and symposia, '

The  term  "Information Analysis® includes = almost  all
activities associated with the processing of  documents  aftor
their selection and acquigition. The activities includc aros
indexing, abstracting, coxtraction and zvaluation. Thase
activities result in the production of variety of information
services and products, which can be catagorized broadly into two
typess {a) Indexing and Abstracting Services, (b} Compilative and
Evaluative Servicos.

Indexing and Abstracting Services:

Indexing and abstracting, which follow preliminary selection
and acquisition of documents involve tho process of Aassigning
descriptors to each docunt to identify the data or information.
This wculd involve a comprehonsive * and highly condensed
prasentation of informaticon. This results in indexing and
abstracting services/products that indicate to a user the type of
data/information contained as well as naramcters of data points.
Some  of the products emanating from thess services are Abstracts
of technical papcrs, Digest for management, ote,

&
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Compilative and Evaluative Service:

In addition to the reference, current awarensss  and
abstracting scrvices mentioned above, the information centre
should pxovide consolidation and repacking  services. Such
services invclve evaluation, simplification, and fitting of
isolated items in to a general frame work, generating products
such as extracts, data services, state-of-tho-art surveys/trend
reports, etc.  Work common to all these services is compilation
and  critical evaluation. The repackaging activity involves the
selective extraction and evaluation of chunks of information -~
&uch  as gquantitative data, descrintion of methodologies,
internretations, etc.,- especially  ralevant to the needs of a
particular groun of users and presentation of this information in
A form convenient for their use. These key activities of
analysie, interrretation, synthesis, correlation, evaluation and
¥ePACKAGinGg  of information can be done better by scientists and
specialists in the respsctive fields. It is desirable that the
scientific personnel receive 3~4 woeks of intensive training in
such information nrocessing work. :

2424 Common/Supporting Services:

The:  supnorting  services to he given hv the information
centre would include Liaison services, Reprograrhic service,
Translation  service, etc, These services Facilitate the
operation of the first four mechanisgms mentioned in section 2.1.
Their imrmortance need not be stressed as it is very ohvious,

Liaison Service:

The liaison service that needs to be merfaormed in  the
context of the activities of CES-ENVIS is to estahlish a
mechanism  of  interlinking with organizations doinc  similar
related work. The stens to be follwed are:

(1) Identification of ingtitutions, experts doing similar or
related work '

{1i) Identification of the accessihle information sources
and services

(iii) taking contacts with the concarned  institutions in
order to establish a mechnaism of interlinking. The modus
onerandi will he ditferent with different institutions.

Rerrographic and Translation Serviees:
ihe ahove two services are of great value to help those who
require  information from published sources which are not

accessible. These two services may be otfered dersnding on the
user needs,
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2.3 Information Consolidation Products:

The possible information consolidation rroducts include:
~flew announcerents, news latters

-Prochures, pamrhlete

~lonographs, technical renorts

~Critical reviews, state-of-art-reports

~Recurring sumaries of advances in a tonic

-Briefings

-Racdio or 1.V talks

~4iall posters

~lectures, tutorials

~Lemonstraions, exhibitions

—Referral

—Comruiter on-line searching and manirulation of outrit
-Juestion-answer sessions

~Videotapes, videodiscs for trainindg.

Wile all the ahove mentioned products may not be generated
in develoring countries due to economic and  technological
constraints, it is necessary to.recognise these as rroducts that
can he generated/produced in CRS-FNVIS.

2.4 Target Audiences

Dessimination of information to user categories through
information services/nroducts will encounter success only when
they are oriented or targetec¢ to their needs. In this context of
tarcetine, informaticn on the following attributes of the user
group  would be helpful -~ specific rurrcse for which = the
information  consolidation product is needed, intellectual
standard of the user groun, users preference to A rarticular kind
of information, users rreference of rackage media -~ print, audio-
visual, demonstrations, etc., users' rraference of the packaging
format =tc.

A list of services/mroducts indicating the predominent
category of users to whom the services/mroducts can be targetted
is given in the appendix.




2.5 Dessemination channeliss

In  the develorment and creation of an  information
consolidation product, it is necessary to consider the means by
which it can be put in the hands of the users. A dissemination
channel is defined as the means of transiticn or mechanism by
which information  consolidated products are distributed and
delivered to users. Some of the more important channels for
dissemination include:

{i) Interrersonal delivery - products personally delivered to each
user

{(ii) Groun personal delivery ~ products given to users at
meetings, demonstrations, etc.

(iii) strategic placement - products put at key sites for users
to pick up etc.

(iv} In-house dissemination

(v} Iocal devository - products circulated from a library,
extension service etc.

{vi) 1ass media - print

(vii) Broadcasting - Radio, T.V

(viii) 1ail and other means of public distribution

(ix) T=lecomwmunications - Telephone, satellite etc.

(x}) Computer networks - online systems, computer conferencing,
etc,

2.6 Phasing of Services:

The phasing of the services may be decided on the basis of
the work dome by the organization. Perhaps, it would be
appropriate to mention that the various services mentioned need
not be routine services, the exemptions being current awareness
and data services,
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CHADTER~7
1an power plan
Introductions

The success  in establishing CES-ENVIS on efficient lines
depends upon the availability of properly aqualified and campetent
staff for sach of the functional units of the centre. All the
units should be coordinated under able leadership at different
levels so that all of them work in consonance  to achieve the
objectvies of CES-ENVIS. The staff who administer the services
must be well suited to the work both in temperament and training,
since the degree of sucess ig dependent directly on the abilities
and attitudes of the staff.

The major compenent of the staff working at the centre will
comprised of professional staff for abstracting, preparing
tateﬂof—themﬁrt-teports/trend reports, data service, current
avareness services, technical processing, etc. The staff should
therefore have the combined expertise in the field of
documentation/information science and the fields of centre's
ohjectives.

7
&
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One of the important decisions to be made is to estimate the
number  of persons  in the different cateqories of nersonnel
requirad for CES-FNVIS. This will nrimarily he based on the
quantum  of work involved in the infommation centre. In the
succeeding sections, the method of estimation is mentioned, and
also the broad function and category of each nersonnel ie
indicated.

1. Basis for estimation

The recommendations contained in the following documents,
with necessary modifications may be used in making the estimates:

(a) Ashworth (w), Ed. Randbook of special librarianship and
information work. Rd3. 1957, London. Aslib,

{b) Campbell (D7), samall technical libraries 1573. UNESCO.

(c) Gopinath (12), Standards for use in the planning of library
and documentation systems: comparative data from India, U.X,
UsS.2; and Canada (Library science with a slant to documentation.
11:19274; paper N).

(d) India, University Grants {-Commission), Library (~Conmittee),

University and college libraries, 1985,

(e) ISz 1553-1960, code of practice relating to rrimary elements
in the design of library buildings, 1960.

(£) Perma (CV) planning of library and documentation services:
Ed 2. Rev and enl by P. H., Sewsll and H. Liebaers, 1971 UNESCO.
(g}  Ranganathan (SR). Library administration Edn 2, 13850,
sec. 1145

(h} Strauss (LJ) and others. Scientific and  tochnical
libraries. 1972,
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At this juncture, it may be worthwhile mentioning the
simplified staff formula used in formulating nlans for national
sectoral information centres of NISSAT in  India .. ~National
Information Science for Food Science and Technology  (NICFOS),
National Information Centre for Leather and Allied Industries
(NICLAT), National Information Centre for Drugs and
Pharmaceuticals (NICDAR), National Information Centre for
fachnie Tools and Production Engincering (NICIAP), ete, and in
planning specialised infommation centres in India.

The Followirky table gives a staff formula for rrofessionals:

Sl. WORK
Mo, Insection with Functions Annual Quantum ver person
(A} {b) {c)

1. Bock/Document Sections 3000 documents annually added.

Selection, ordering and
accessioning of purchased &
as well as books received on
exchange or Aas gifts.

2. Periodical Publications 500 periodical titles received.
Section: Ordering, receipt,
nreparation and display of
current periodicals their
cumulation and preparing for
binding on the completion of

volume.
2. Technical Processing L500~200G documents annualy
Section: Classification, addag.

cataloguing, eteo,.

4. Circulation Section: 1500 gate-hours, the circula-
Charging and discharging of tion counter is kept open.
bocks/documents althrouch
each day.,

iR

-« Refersnce Sections 5¢ querics/Readers in a dav.
tielping the users in the
choice of books and articles,
answering roference queries.

6. laintenance Section: One rerson for cvery 10000
1aintenance of books/ volumes in stock.
periodicals in the current
sequence on shelves,
maintenance of gang-way
guidas, shelf quides in the

- stock
~daily replacements of books,
documents roturncd
=~nreparation of books for
repair and binding.

W)
(%)



7o Information Services Section: 1.5 mAN-year on an average for
Abstracting/state-of~the-art each service.
reports/trend report service,
critical data compilation,
critical review, etc.

8.  Supervisory staff cone for cvery 1520 hours the
ICU is kept open.

Motz: The staff formula does not include the staff for supporting
services such as liaison, translation, reurography, etc.

1.1
Department of Environment and Forests has sanctioned the
follwoing pesitions for CES-ENVIS Centre.

Name of the Post Number of posts
Prograrmer 1
. Information Assistant 1
Tynist 1
Helrer 1

For Nilgiri Biogphere Rescrve Information Systems

Programmoer

Project Assistants
Lab Assistants
Field Assistant

b b B

2. Starf fanual

It is suggestod that a staff wmanual be prorared in which the
functions of CES-ENVIE are described in terms of duties of each
starf member. Every procass/duty should be clearly ¢xplained.
The manual may be arranged logically undor subjects and not  as
description of each staff member's work, because allocation of
duties as the nersonncl charges, will alter very much more often
than the actual procedures. A good index should be provided for
the manual as it would facilitate a new entrant to carry out all
routines as efficiently as his Predessors. In other words, it
would mean that no member of the staff should be indispensable by
virtuc of his knowledg: of a procedure or technique. (Mote: for

details of staff and their duties, library procedures, etc., the

following documents may be consulted: (i) Ashworth (w). Hand hook
of special libraianship and information work.1967. P.16-26, (ii)
Strauss (LJ) and others. Scientific and technical libraries.
1872. P 36~55).

)
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3. Staff feetings:

It is suggested that to ensure A general smooth working of
CES~ENVIS staff meetings should be held periodically, These
megtings  should prlmarllv be meant for dlscuq51nq technical
problems met by staff in dlscharclnq thair  duties, be it
technical processing or rendering of services. It will be a ood
practice to make brief reports of these meetings for future
reference. It 1is needless to pointout here that such m@etlnqs
would foster a spirit of mutual undc arstanding  and cooperation
among the staff members.

(78]
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CBAPTER~2
furniture and Equipment Plan
1. Library and Office Furniturs:

It is estimated that the information centre will have about
2000 volumes of books and periodicals. Tt also have some 1000
reports, 1500 reprints and 50 other publications such as CES
technical reports. In addition there may be microfilms,
photographs, maps; cte. '

The estimate of furniture and equipment mentioned bzlow is
based on the document ccllection, number of readers and number of
professional staff.

2. List of Furniture

Slb

Mo. Furniture

1. Steel Almairahs

20 Filing cabinets

3 l1aps storing cabinets
4, Catalogue storage cabinct
5. Work tables

6o Chair

7. Reading tablaes

8, Tvpe writer

9. Photocopving machine

3. Cther Itums:

In addition to the items mentioned in oarlier sections,
items such as book cards, catalogue cards, quide cards, lables,
accession register, office trays, otc. nesd to he purchased.

CENTRE FOR
ECOLOGICAL SCIEMCES



CHAPTER~G
Epace Planning
1. Introduction:

Planning for the most cfficient utilization of whatever
space mAay be provided for CES~-ENVIS is one of the most important
tasks that merits consideration. This would imply the
development of the best possible layout from the functional point
of view. However before any actiye nlapning of the .physical
tayout of the informAtion centre is considered, it is nccessary
to study the overall objective of the information centre and ales
to assess the space requirements.

2. Indian Standard:

The Indian Standard IS: 1553-1950 code of practice relating
to rnrimary elements in the design of library building gives
information, among other things, on the folowing:

1. Average size of different types of libraries in termes of the
nurnsr of books, bound volumes of periodicals, number of current
reriodicals  for display, the number of seats for readers, and
strength of staff.

2. Different kinds of rooms required for difforent libraries and
3. Basis and method of estimating the dimension of cach kind of
rocm, etc.

The space reguired for the library or Informarion centre can
be calculated on the basis of the follwoing standard.

3. Space Reguirement:

The following table gives the space reguirements for
different rooms/statf to be emploved by the Information Coantre.
This standarc has been utilised in calculating space requirements
for some Mational Information Centres = NICFOS, MNICLAI, NICDAP,
etc., of Natioral Information System for Scicnce and Technology
(MISSAT) in India.

S}. Space for Basis for Estimation

No.

;: Stack Room 180 volumes nef_;go neter

2.  leading Room 3.5 sq. meters per sg. meter

3. Supervisory staff 15 sq. meter per porson

4. Other professional and 10 sg. meter per person
Administrative staff

5. Circulation counter 20 sg. meters

f.  Bayviece point 5 =0. meters per person
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The necessary space reguired for CES-ENVIS has bhoen provided
by Centre for Feological Scionces.

4. Internal Plannings

Intarnal  Planing of CES=ENVIS has to be done systematically
so that the final layout arrived at will not hamre:r in any manner
the operational activities of the system. For this nurrose, it
would be helpful to consider:

1. he  relationship betwosen-the functicnal units of the
information centre: and
2.  Space reguirement for each functional unit.

Cn the basis of the information gatherad about the above
mentioned  items, it would be poscible to design a poseible
layout. It is in consonance with the flow pattern of materials
And the flow pattern of information. Since both tha flow
patterns  are interlinked with one another, a vpractical layout
would result. It would b helpful to divide the layout into two
distinct areas =~ (1) the library consisting of the processing
department {ordering, accessioning, cataloguing, calssification,
ete.}, Reading Room (including stacking and display) and (2) The
Information/Cocurentation Unit responsible  for scanning,
abstracting and preparation of the various publications such as
bibliograghies, etc. Howover it is amphasised hore that the
final layout designed should be one that would allow for future
expansion.  Another point that merits consideration is the
envirormental  aspect.  Environmental factors such as lighting -
natural and artificial lighting, noise control - axtarnal  and
internal noisc, ventilation and interior decoration have to he
taken care of in the intornal planning of the information centre.

35



Introduction:

“Information
wWhose Use conscrves time and money,
not known to management®™ is an expression

moONey,
are

CHAPTER-10

Financial Plan

is a sourcc whosc gencration consumes time and

whose cost and value
which succintly

sums up the eituation normally encountcred by information centres
while making demands for funds from their respactive mAnAgements.

Fortunately,

CES~ENVIS

enlightenad management.

1. Budg tary costs:

The
categoires:
and future nesd.

budgetary requirements can
start-up or initial costs,

b examined
annual operating budget

uner

is not in such A situation as it has an

three

sl. Ttems
No.

Initial costs

Annual operating
Budget

Future Neoeds

1. Facilities

2.  Bouipment &
Furnishing

3. SBalaries &
wages

o

Colloction
of documents

5. laterials &
suppl ies

)

. lisccllancous

Preparation of
physical space
(raconstruction,
partitions, wiring,
lighting,decoration)

Purchase of eguinment
and furnishings

Consultants; start—
up regquirements

Furchase of basic
documents, journals
and secondary
publications

Initial materials &
supplies

Consultants; travel
during planning &
start-up

Renovations ag
neaded

Repairs, replace
ments & additions
as neesded

Professional @
non-~professional 3
clerical service
labour

Annual subscri-
ptions; addition
to document
collaections:
services

Yearly expendablas
travel; Bducationg

scrvices: evalua-
tion of activitiss

Extensions; or

facilities

New or improved
equipment,
furnishing for
NEW SPAce

Periodical
raises; Expansion

Extension of
collections to
new ficlds

Contingency &
now procedure

Contingency:
research and
evaluation




CENTRE FOR
ECOLOGICAL SCIENCES

Following is the statement of amount sanctioned by Department
of Enviromment and Forests:

Head mount Sanctioned
Recurrina:
Statf salary 1,04,.000,60
Documents, Journals, 1,00,000.00

collection of data,
processing ete.,

Balance c¢/f 2,04 ,000,00

Stationary, consumables 25,000,00
and contingency

Travel and other allowances 25,000.00
Non-recurring:

Equirment 1.00,000,00

3,54,000.00

2. Initial costss

The initial costs which may be considered as capital
budgetary items are of non-recurring tvre. These may be
considered Az part of long-ranage plans of CES-HTVIS, The items
included under this are the costs in relation to furniture and
equirment which are considered as Aassets, Though  books,
periodicals and other publications can be considered as  assets,
they are not included here because the cost incurred on them is
of the recurrinc tyre.

fince the necessary spAace required by CES-ENVIS has been
provided by CES initial costs in regard to space (builiding) and
preparation of physical space are not indicated here.




3. Annual Recurring Exrenditure:

The items of annmial recurring expenditure would include the
following:

-Salaries of mersonnel {Professional, SUpport
administrative)

~Running costs (Electricity, gas, commuications)
~faintenance  cost  (Building, equipment,  furnitutre,

transport, vehicles, etec.,)

—Expences for materials (douments, etc) and supplies

-l iscellaneous expenses (Printing, production, binding,
distribution, hire charges, etc.,)

4. Salaries

In order to attract people with suitable qualifications and
experience it is necessary to offer salaries comwensurate with
qualifications, experience and the type of work required to bhe
rerformed by the individual. The salaries should be on a par
with those in other departments of the organisation where
eductional requirements and expected accomplishments are
comparable. In developing a detailed classification of positions
for the entire information centre staff, appropriate subordinate
ranks equivalent to positions in other departments/units should
be assigned.

The salary rates for the information centre staff are given
below:

sl Category of personnel Grade

No,

1. Programmer 1640-2800/~(Revised Running scale)
Z. Information Assistant 1400-2300/-(Revised Running scale)
3. Project Assistant 1500/~ {consolidated)

4. Lab Assistant _ 1200/~(consolidated)

5. PField Assistant 1100 /-( consolidated)

4., Sources of Finance

As indicated in the earlier sections the establishment,
operation and maintenance of CES-ENVIS involves considerable
firance. CDepartment of Environment and Forests has kindly agreed
to finance the CES-EIWVIS Centre.

a1



CHAPTER--11
Proiectss

Cuncurrently with the planning of CES-REWIS, few projects
have been taken up to facilitate the buildirg up of the
infrastructure. The following is a list of such projects:

1. Documentation of Projects. Files, Reports:

It is essential for planning and minimising duplication of
effort that a proper bibligraphic control of nrojects, files and
rerorts generated within the organisation should be maintained.

For this purpose, it would be helpful to develop and utilizes

(a) A standard proforma for project documentation.
(D) A project control data sheet.

{c) A project code numbering system.

(d) Orcanization and indexing method.

(@) licrofilming of documents.

2. Directory of Institutions and Directory of Specialists:

blrectory of Institutions concerned with the fields of
interest of CES=-FRVIS would nelp in getting access to wider range
of 1nformat10n SOUrcas., This would also he helpful in
consultation work.

A directory of specialists/experts would heip in gquickly
identifying specialists as informational resource personnel ,
consultants, etc.

3. Thesaurus in specific fields:

A thesaurus is necessary for wvocabulary control, for
indexing,information retrieval, ete. CES~ENVIS must adopt an
existinq suitable thesaurus or develon one. The necessary
expertise is available within the country.

4. Feasibility and studv on use of computer-readable data bases.
The Project involves the following steps:

a) Identification and selection of data bases relevant to CES
obhjectives.

b) Cbtaining trial data bases and operate on them. The computer
facility available at IISc or in CES may be used for this
PUEDOSE o

¢} Cost-benefit and cost-effective analysis of the data bases.,

d) Examine feasibility of subscribing to data bases on a
co-orerative basis with other interested organizations and

e} Creating a mechanism for continucus availability of the data
bases.
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5 . Data Bank Development;

Important data relevant to R & D Planning, Project selection
at CES are being generated from difforent sources - both internal
and external. This data ne=ds to be collected and documented in
A systematic way so as to facilitate the creation of a Data Bank.
This project would involve the following steps:

a) Identification of the tyres and categories of data to be
included in the data bank.

b) Petermination of sources of data - internal, external.

¢}  Collection and compilation

d) Computerisation

2) Dissemination mechanism

f}  Updating mechanism




CHAPTER-12

Action Plan

time,

1)
2)

3)

4)

5)

The full development of CES-ENVIS is expaected to take some

Revi

The following action plan is suqgested.

sion of plan if necessary

Identification of institutions, exrerts s¢ as to establish
interlinking mechanisms for purposes of utilisation of
resources and services.

Development of

1) Indexing system for purposes of storage and retrieval of

ii)

information.

Project~cum-renort-cun—file numbering system for proper
bibliographic control. It facilitates the correlation
of a project with its files and reports. After this, a
standard proforma should be evolved for documenting
Mrojects. When the proforma are classified and indexed,
work done on any project can be retrieved without delay
by any person- an aspect of work which takes rauch
longer time to present.

Organisation of data collected/generated by CES.

Seeking expert advice for evaluating the developwment of the
informaticn centre from time to time.

P
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List of Poricdicals on Biological Diversity and Eccdevelomment .

1.
2o
3
40
5.
Go
7e
£

90

10,
11,
12,
130
140
15.
1G.
17,
.
20.
21,
22,
23,
2(:']:(!
25,
26,
27
28,
254
3¢.
31.
32.

33,

Human Ecoloqgy

Ethology and Sociohiology
Ecology

Jo Applied Bcology

Ecological 1onographs

Anim. Behav.

Insectos Sociaux

Bahav. Ecol. Sociobiol
Current Contents: Agri. Riol. Env. Sci.
Ecological Entomol.

Jd. of Tronical Ecology
Oecologia

Oikos

Forest Ecology and 1anagement
J. Anim. Ecol.

J. Theoretical Bicl
Theoretical Population Riol
Ahi. MNat.

Fvclution

Journal of Ecol.

Biotropica

J. llool,

Biclogical Conservation
Environmental Conservation
Agriculture FEcosystems and Environment
Sociabiology

Behaviour .
International Tree Crops Journal
Biosciences

Urban Ecology

Jo Bombay Hat. Hist. Soc.
Senctuary

Ecological aAbstracts
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Appendix 2,

Information Scrvices indicating Dominant User Catenorv.

FunctionAal Groups

Services
Top 1 anagement R & D 1iddle 1anager  Techni-
& Supervisory cians
(a) {b) (c) s)] {e)

1) Peferonce Service X X X

Reader quidance X X X

Ready reference ¥ X

Retrospective doc

list : X

Referral Service X X p 4
2) Current Awareness

Tyrpa

Motification of

current paners X

Notification of

Research in progress X X

a1 b4 b4 X X

Notification about

conferences X X X X

MNows paper cliopings b4 bis X
3} Condensation and

Differential

rrasentation

Abstracts X bl

Extract X X X ¥

Digest for management ¥ X X
4} Environmental scanning:

fegularoty, Economic,

Social; Scientific

Information X X X

ata Service X X

Information analysis

and products there of b4 X X

State-of-the-art-

reports X X X X
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