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This mangal is intended as an internal record of

*

Educational Reference Center services and procedures, as
of April, 1978. 1t was prepared in reéponse to a managel .t

request to outliﬁg the operation of the Center. Since the

hd a

manual includes inforﬁétion on administrative procedures as’

well éé availableiéerv¥ces, %t may be qf interest to personnel

pf simi{ar reference/information centers. (/ R
Staff members --- Charles Missar, WilliamsHiggipé,

Judy Stark, and ‘Joan Trumble. --- generously shared their-

. ‘4

thoughts and experience to assist in the .organizatipn and

s - ’

development of the manual. : 5
b

- Mary A. Campbell
Educational Reference Center . : -
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1. *INTRODUCTION: EDUCATIONAL REFERENCE CENYER :
' ] ] ' ’ - ’

|11,

s a

.o S S . :
The Educational Refemence Center (ERC) provides comprehensive research .

and retrieval services in the area of edpcation-related literature. °
and resources primarily to the professignal staff of the Education ’
Division of HEW. Tgchnical information services aré also provided

to the Executive Office.of the President, Congressional offices,

‘gther Federal agencies, natiounal and international: organizations and

as8ociations, and various other requesters. The staff consists of -
four Technical Information Specdialists and one Secretary. The Center

1s located at 1832 M, St., N.W., Washington, D.C. 2Q}08.

/ R S

FUNCTIONS , S
—_—r . o

- o8 o M

A, Search ervices T -

' The ERC Sp§ciallsts'L v B | L

-

1. Negotiate, structure, conduct, and rewiew computerized
. literature searches. Select from over eighty-five (85) «
- (2accessible ‘online data baces and three computer seargh ‘
systems Jin order to'obtain the requested results. :

2, Conduct manual searches of a wide range of szources,
including Educatiohal Resources information Center (ERIC)
indexes and publications, regerence indexes, referral
information, directoried, newsletters and other relate¢
reference tools. - < ’

A . .

3. Rxovide\current awareness services for the professional and
administtative staff of the National Institute of Education
(NIE), Office.of Education (OE), and Office of the Assistant
Secretary for Education (ASE), 4ln the form of monthly .

™ Selective Dissemination of Information (SDI) reports and
weekly ‘Ascatopics journal literature reférences. Distribute
bulleting announcing-the availability of computer searches,
ERIC Clearinghouse publications, new data bases, services,
\and other items of interest to NIE/OE/ASE staff.

4, Prepare cgmprehensive search packsges for key staff members

in response to priority needs of the Education Division.
(information for confefences, nationagl meetings, policy
decisions, etc.). These packages .ihclude selectiva coverage
of books, journal and research literature, state of the art §
reviews, and other related- information. '

*

> 1 ',,;*‘—\
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' -+, " B, "lechnical Assistance . .
A . -
» The Specialists: .
S 1. Plan and ponduct'training programs in manual dﬁg computerized’
- search techniques, in the use of various irformation ‘systems

and resources, and in the operation of the computer terminal
equipment for DHEW Educatior Division staff. - .
- ! " : ) . . i 9
2.—Provide orientations to the'services and resources of ERC and ‘
€t _ demonstrations of online interactivg computer searching for :
. Education Division staff, as well as fedenal,‘gtate,_local and
g " foreign visitors.. ' - ;
3. Provide technical.ddvice to staff of other information centers
* and libraries regdrding the operation of the Educational Reference“
Center as a specialized information service, and methods of
. online computer searching. * -7 '
. C. . Information Services e
. . The Specialists: ° - ' .
° o 1. Provide requesters with referrals to a variety of persons and v
AL T % organizations as sources of information. Maintain Central
o : Referral File of these information sources.
. ’ “52. Provide quick referenée service and general informationsin
2 N »

response to inquiries from the public. .

D. Other Activities
-] ._ .
The Specialists: : ‘ (
1. - Develop user feedback procédures and‘geview feedﬁack response
. I in order to assure effective service and to detergiine need for .
» 7 changes. ' ) ' a . T
d . * ‘:& . - . N
' » 9. . Maintain liaison with NIE program offices, to keep current on
program direcfions and new efforts in order to provide reélevant -
and aimf;y/information and to anticipate future informatioenal
needs.’ . ' ~ '

3. Participate in professionéi staff ﬁeetings, prepare statistical
{ and other reports, and develop procedures for record keeping, as
well as other administrative functions.' 4
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IIT. CLIENTELE . . ’ s

A. The Education Division of the Department.of Health, Edueation,.'
and Welfare (DHEW): ' P
»The Education Division includes researchere, program officersym
administrators, consultants, and othar grofessional staff of
the National Institute of Education, U.S. Office of Education,
and Office of the_Assistant.Secretary for &ducation. ' ’
) N

¥

B. Other Clien;ele: . : -
Other clientele includes staff of the Executive Office of the
President,.OOngressiOnal of fices, DHEW agencies, other Federal.
agencies, .state and local education agencies, education ®
associations and foundations, as well as others concerned

-

with educational research. ‘
IV. RESOURCES . _ ; ® g
A. Data Bases +
1., Direct géqgss-ta over eighty-five (85) data bases; encompasgssing
_.educatign, social and behavioral sciences, business, science
and technology, as well as information on Congressional

hearings, sources of Federal and foundation assistance, and
d%cforal dissertations. ' ”

2. » Access to six (6) -additional computerized bibliographié ‘
data ‘bases through, agreements with the following'government
.agencies: ° : ' -

. Defgpse Décumentation Center, Department of Defense

. National Criminal Justice Reference Service,'Department
¢ of Justice 4

. ‘ . N
. Smithsinian Science Infcrmation Exchange . N
’ . National Aeropautics and Space Administration

, National Institute of Mental Health

., National Library of Medicine

. .
[Ss .




* 3, User manuals for three interactiveé onlina search systems
used in ERC: Lockheed DIALOG system, System Development
Corporation ORBIT system, and New York Times Information

- Bank system 6’ . ’

[ ]

L] ~—

4. Descriptive information on content and indexing of data
bases most frequently used by ERC staff

B. Reference Information

P [ ]

1. Complete collection of Educational Resources Information

Center (ERIC) reference materlals: ' .
* a) Resources in‘Education (RIF) - indexes and abstralts of
research andkk}ated literature, from 1966 to the present
’ R . "_-__‘. 1

aeazo e o

b Current Index to Journals in Education (CIJE)- indexes
apd abstracts of. journal literature, from 1969 to the |
present ] . .

c) Thesaurus of ERIC'Descriggors.- an official list of the
formal vocabularg, or descriptors, used'in suegect
indexing for the ERIC data base

. .
—~—

" d) Othet ER&C reference tools, including Title Index,
Contract/Grant Number Index, Project Number Index,.
. . Source Directory, Acquisitions Data R%Pprt
. (/ ] A
-~ 2. File of computer seatches -indexed by subject in. order .to B

provide duplicate or reference copieB

3. Central Referral file on persons and organizations used
as iﬁformation and referral sources ,
4., Reference collection_of current publications of sikteen
ERIC Clearinghouses, including state—of-the—art reviews,
bibliographies, and other information analyses of timely
. ‘educational topics. ERC maintains a collection of
duplicate copies of publications to use as supplementary. .
. - information with search packages or to distribute to visitors. /

4
T

« 5, Reference copies of currenr publications of the National
Institute of Education, the U.S. Office of Educationm, and

; ‘other DHEW agencies. v
. 9
. 6. Other reference tools, such as directories of information
i - ) sources, newsletters of education organlzati?ns, and. ¢opies

of Federal education legislation
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C. Equipment .' _ -
1. -One direct-line (480 character-per~second) terminal with cathode  _.
" ray tube (CRT) for viewing, high-speed keyboard printer (120 -.
characters-per-second), controller, and mdgdem, ~.This terminal
has a direct,. dedicated telephone line to the computer in
California, and therefore.is stationary équipment, _— .

2. Two dial-up' (30 character-per-second) portable terminals; these
can be used wherever there is a telephone and an electrical outlet.

3. Two RemKard microfithe retrieval reader/printer units for quick
retrieval and printing of ERIC abstracts .

.'/ .

»

V. SEARCH SERVICES

)

A. Search Requests ‘ ' . _ . ' .
1. How ReéeiVed
a) Telephone

The Secretary in ERC answers telephone calls and directs 3
information inquiries to specific staff members, or to
' whiFhever staff member is available.
The Information Specialist detetmines what kind of respomse f -
is appropriate. If the question calls for quick reference
or referral information, that Information Specialist answers

o " the. questions immediately or arranges to call back the requester.

& ol

If the request calls for a computer search or information

which will require more than .quick reference, the Information .
Specialist negotiates the search request. Negotiation involves
clarifying the specific questions tg be answered, "the purpose -
of the request, type of response needed, and the approximate ’
length of timé required to prepare the response. \

~

" b) Visitors

Visitors to ERC, individuals or groups, may

. Call in advance to arrange an appointment w®
4 . -

% Stop at the Center without advance -notice ] ‘ Y

-~

. ot 3
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The Head of ERC may arrange. to see visitors or may request

that another staff member assist“them. 4 '
A staff member imay also arrange his/her own appointments»with
prospective visitors. In the case of large groups, two or

more staff members may meet with visitors,

Those who request compuEZr searches may occasionally arrange
to be present when the staff member runs the search.

isitors who stop in the:Center without advance notice are
assisted at that time by staff members, if théir schedules
permit. If the visitors's request requires more time than is '
available, the staff member may arrange a future appointment
for the vis;tor.

.

ERC receives a wide variety of visitors, including those
from DHEW, other Federal .agencies, education agsociations,

. private organizations, other information centers, and foreign .

countries. Eduvcators from other countries have often visited . v
"ERC to learn about its operation and resources.

»

Written Requests . R £

1) Letters

>

P v .
The secretary receives letters directed or referred

to ERC, and gives them to the Head of ERC. The Head ,
of ERC, in determining ah appropriate respdnse, may: A~

«~

. Prepare tHe résponse

’

. Assign another. staff member to brepare xrésponse -

. Route to another office i1f request is inappropriate
for ERC .

The secretary types‘'and sends letter of response,*and

places a copy in the ERC geading file. . .

2) Control Letters

The term "control letter'" designates one which is sent
« from the NIE Executive Secretariat in accordance with
. formal agency procedures, outlining for whose signature
the response is to be prepared, and by what ‘ate the
the response is to be returned to the Executive
Secretariat. The procedure is as follows:



2.

2 )

3. .

. Head of ERC prepares letter of response 'or assigns .
it to another.staff member A ;‘
. . . ¢ s ’ .o
J . Secretary types the letter ‘and files copy . ,

. An ERC staff member and the Chief of ERD (or
.another person delegated by Chief) proofread ¥
letter and sign initals as approval of finmal ébpy

A

[ L]

. Secretary sends or hand-carries response to the .
- - 0ffice of the Executive Secretariat by given date

3) Search Request Forms .
$earéh Request forms may be completed by requesters and
sent to ERC through inter-office or regular mail.’ The
staff member who receives the form notes the request on
the Search Request Log and places the request in the

central search.basket. The staff member who reeponds v
to the reques may call the requester for additional '
clarification, if necessary. . T '
Y >
4) Memos

v .

'Membsigequesting information are occasionally regeiQeé
from other DHEW staff members. These are handled“in the
’ same manner as letters or Search.Request forms.

Centralized Réqueét System

In negotiating incoming search requests, .staff members complete
Search Request forms. The completed forms are ‘attached to
manila folders, and placed in a centrally located in-basket.

The staff member who received the request  enters the pertinent
information in the Search Request Log, located near.the in-basket.
’ .

Search requests are then taken from the basket by staff members,
who note, in the Search Request Log,  their initials and the

. date the search was taken. The person who negotiated the request

does not necessarily prepare the response, thus there is.parti-
cular need for skillful and clear search negotiations. When the
response has been completed, the staff member notes in the Log |
the date that the response was sent or picked up, and draws

a line through request.

The centralized search system enables ERC staff to know, at any
time:

. how many searches are in nrocess

. staff member who is responsible for each request



B. Computer Searches

1.

AT

[

- . turn-around time for requests
. which searches are awaiting as. ignment

Special Search Projects

’ f .
. Occasionally a staff member 1s specificully asked to run a

computer search by a requester; that is, it is not to be
given to another staff .member to do. These are also entered -
in the Search Request Log, although the request is automatically
taken by the person who negotiatcd it, and is not available
to be taken by:other staff members. In this way, all staff
members a¥e-aware of searches in process, and the Head of
ERC has an accurate idea of turrent workload of ERC.and of
-ndividual staff members.

Coordin@tion of Search Requests L

One stAff member monitors the central-teqdestrsystem

in order that searches are assigned in a timely manner’
so that requesters receive results when they are needed

. to determine priorities in assigning work
to check on turn-around time of requests

to coordinate workload among searchers
Each week, the professional staff of the Educational Resource
Division (ERD) meets to discuss current projects and develop-
ments. At these meetings ERE staff members discuss topits of
current searches in order to avoid duplication of work,tas well

.as to receive suggestions or assistance O¢casionally, ERC

staff meets to discuss assignment "of search backlog. *

»
(Y

Negotiation A\

ERC staff members negotiate search requests by telephone or in
person. Written requests are clarified, if necessary, bv call-
ing the requester.

1 1e purpose of the negotiation is to clearly understand the
requést and the kinds of information the requester expects to
receive, and to explain the kinds of information ERC can provide.
It i$ often necessary to divide the request into several parts,

each of whiéh focuses on a certain aspect of the question.
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5

While the 1equester may wish to provide l1lists of descriptors,
o+ or index terus, which s/ﬁe ‘believes will retrieve the correct
information, :t. 18 more helpful for the requester to state
the question(s, as precisely as possible., The Information
Spacialist -then determines the appropriate index terms and
\ _ computer strategy to use in order to retrieve the desired
informatioa. )

The ERC Specialist will: _ p
0 . -
. 3) Identify the requester, nature of request, and whether

" the requester is eligiblé to receive computer search
service. ERC provides search service primarily to the
Education Division of DHEW and secondarily to other
Federal agencies. However, general information or’
ref\rrals are provided to all requesters,

b) If the requester is eligible to receive computc» search
service, complete the information outlined in the Search
g/ Request Form, including.

Identifying Information: Name, organizational
affiliation, address, telephone number
. Date request was taken; by whom; whether through .
) ‘" telephone, letter, or visit; and date when information
T is needed :

. Purpcse of request, that is, for what purpose the
information will be used o :

. Age or grade level' for example, elementary, secondary.
or higher education

. Time coverage; for example, all references since 1970.0r
' 1376, etc. c

. Format for prints: titles, citations, abstracts
. Approximate number of references desired (average num-
ber of prints is up to 100; printing more than 100 is
discouraged, unless appropriate for broad search)
' . T the case of the ERIC data base, whether both journal
’ ("EJ") referénces and vesearch-related ("ED") references

are desived

. Data bases tc be searched




. Items to be excluded; for example, allljpurnal articles, D
Q all referemces dealing with.preschool education, etc.

. Known authorities in the given field or examples of s
relevant articles '

., Statement of the question(s), clearly and simply written.
. Descriptors or index terms may be included if they seem .
to the searcher to be relevant. '
The searcher discusses methods which can be used to narrow _or
» . broaden the search, as may be ‘required. ' For example, if too
.many references are retrieved, results can be limited to a given
time period, or several references may he printed in citiation
. rather than abstract format. If the requester specifies, for
example, 20-25.references, it is the responsibility of the search-
er to retrieve the most relevant referencesg rather than to
& be comprehensive.
Id
In most cases, the requester wants no ‘more than 100-150 references;
the searcher and requester reach an agreement regurding methods
to limit the search to this number.. Conversely, -the searcher
and requester discuss concepts which may be added to proaden
the search, in the event that too few references are retrieved.
B
Also, the staff member discusses a realistic length of time in .
which the search can be .run and results sent to the requester.
This is determined with a view toward both the urgency and
significance of the request and the priovities and workload of
- the ERC -unit. Also taken into account is the fact,that offline
printing is done at the computer center in Californiay so that
. it takes approximately one week to receive offline prints. Request-
ers from NIE, OE, and the rest of DHEW receive preference, while
searchés from other authorized requesters .are done as staff is
able to work on them. :

-
-

2. Selection of Data Bases e .
ERC has access to approximately eighty-five(85) data bases

AN through the Lockhzed DIALOG System, the System Development

_ Corporation (SDC) ORBIT System, and the New York Times Informa-
tion Bank. Approximately twenty-five of these data bases are
used regularly, since they are more relevant to requests dealing .
with education and the social and behavioral sciences. ERC staff .
members maintain knowledge of the subject content and retrieval

. methods through:

a) Use of Lockheed, SDC, and New York Times User Manuals, which
contain information on search techniques and data base
descriptions

b) Attendance at training sessions sponssred by computer ser-
vice‘viﬁfors.(Lockheed, SDC, New York Times).and data base

L Y ’
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. suppliers'(ERIC,.Psychological Abstracts, Congressional
Information Service, etc. )’

¢) -Attendance at national and local conferences, seminars, .
arid meetings of online users . '
. . S
d) Experience in actually using tHe various data bases on
a .day-to-day: basis . :
This knowledge of the dat3@ bases enables staff members to choose:
appropriate data bases for a given search. .For-example, the
searcher may determine that searches of ERIC, Psychological.
Abstracts and Comprehensive Disserqﬁtions Index would be appro-
priate. However, because of the expense of -the data bases other
. than ERIC, searches of multiple data bases are limited to
Education Division requesters. ) N

(4 i

.3, Search Structufe

When data bases have been selected, it is necessary for the
-gearcher to be familiar with indexing procedures and computer
retrieval strategies in order to structure the search in
writing before it is run. . .

a) Index Term Searching

If the data base has.a controlled vocabulary, tha® is,
assigned index terms, the searcher may use d thesaurus of

» index terms to choose appropriate terms to be.used for the

gearch. Information on data base structure - whether con-
trolled or uncontrollec¢ vocabulary, or a combination of the
two — can be found in the appropriate search service User—
Manual. Thesauri are available for those data bases which
have controlled vocabularies, such as ERIC, Psychalogieal
Abstracts, Smithsonian.Sciernce Information Exchange. Using

a thesaurus, the.searcher may choose the terms or descriptors
which are clbsest in meaning to the concepts to be retrieved.

b) Full Text Searching © .

Many data bases can be searched using only the full text
method. In these data bases, each significant word in the
entire citation {(title, corporate source, abstracts, etc.)
. i{s searchable online. Thus -the searcher is not limited to

using only formal descriptors, but can use free terms and

' phrases. Structuring full-text searches involves choosing
combinations of words to be entered into the computer to
retrieve those references which contain the words or phrases.
These combinations of wyords must be entered into the com-
puter in specific ways. For example, to retrieve information
ou ""magnet schools" from the ERIC file, the searcher may
enter: . .o

11
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' R
v, 1) '"magnet(w)schools" or "&hgnet(w)school"- J
. The computer will then retrieve this combinatién'of'
words from all fields: title, descriptor, idepti~-

. * fier, corporate source, and abstract.

. 2) '"magnet(w)schoole/de, iu,ti" or magnet(ﬁ)school/de,'
. . _ id, ti"

‘
Ll

The computer will retrieve these words from only -
.+ the descriptor, identifier, and title fields.

A thorough discussion of full text searching can be

‘found in Lockheed's Brief Guide to DIALOG Searching,

¢) ‘Index Term/Full Text Searching . -

f ! . ® -
ERIC and certain other data bases can be searched using
both descriptors/index terms and free terms. Structur~
ing these searches involves selecting descriptors and
free terms, and determining how these terms can be combined
or intersecygd to obtain needed information. ‘Fpr example,
to obtain informatfon from the ERIC file on bibliographies
related to the aging, a combination of free terms (marked
by asterisks) and descriptors can he used, as follows:

Group I . o ¢+ Group II
*bibliographies/de,id : *éging/id
state of the art reviews . older adults
literature: reviews o . senlor citizens
. researgh reviews (publicationg)| *retired(w)persons/id,ti
4 _ *0ld(w)age/id, ti
’ : *gerontolgy/dé,1id, ti
¢ - Group. I is intersected with Group II to retrieve those
references which have at least one element from'each
group.

]
, L
. . *'

4. Executing the Search ' »

a) Use'of Computer Terminals
With written search strategy as a guide in running the
search, the searcher may use either the direct-line ter-
minal with cathode ray tube-(CRT) and high speed printer

or a dial-up terminal which records the search logic on
paper, much like a typewriter, ERC searchers prefer to

use the direct-line terminal since it allows immediate
viewing of strategy and results on a video screen, and the

' printer (120 ‘characters per second) has a much higher speed

12
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.b)

Y

: 'caosbility than the dial-ué términal'(SO ‘CePs8s). The .

v © k o ".,
Lockheed computer files are available through both the
direct-line and .dial-up términals, while the System Develo-
ment Corporation and '‘New York Times Informaticn Bank files
are available to ERC: only through the dial-up.

<

Interactive Online Searching : . . . . .
o ’ - 1 «*

4

It is important to note that, whichever computer search
system is used to execute a ‘sear.bh, the system is inter-
active. This means that the searcier gets immediate results
vhile tranamitting information into. the computer, and may
vary the strategy de~ending on/the results of this inter- . " K
action. For example, the searcher ma retrieve a large ) ’

quantity of citations,. and therefore may use one or a

cemhination of several ‘methods’ to 1imft the number of these o
results. Or, the searcher mcy find fewer' citations than

anticipated and may therefore need to bxoaden the search. e
While generally guided by a‘written strategy, the searcher

often needs to revise it as 's/he interacts with the com-
puter. The cearcher hds already'discusseq’with.the requester

the possible options tc broaden or to narvow the search.

t .

Search Commands

¢
3 L] : t

The searcher uses a variety of sedtch commands, which tell
the computer what operations to perform, for example:

. to begin a search

’

. . to expand search termis in an alphabetical display
) : .

. to select desériptbrs~or full text terms

-

. to combine search terms ur.ng Boolean operators'
and " "Or," Hnotll. R

. to limit the ouantity of thé regults in various ways;
» by document’ type

. by accession number renge ~ limits references to
given periods of time

- . by journal or research literature references (EJ
or ED numbers in the ERIC_f%le)

. by major descriptors -~ those which are most
relevant to the article

. to display results (titles, citations and abstracts) )

P

. to type results on local printer - S

13
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. _ \
‘ ». to_print results offline at ‘the computer center

_ . tc end‘a search - "o ‘ : {
. . . . . v - . /]
. : ‘ ‘ Whiles the above_lis% of commands is not comprehensive;
: they are those most commonly used. The way in which ¢
they aré used Gepends on the search system which the T o
searcher is-using. Complete discussions oft search tech—
~  niques’ ‘and commands are found 4in:
. Lockheed Information 8 Brief Guide to DIALOG Searohiog°
and Guide to DIALOG Data Bases, Volumes I and II

Al

.o .+ . System Development Corporation s ORBIT User Manual

) . New York Timeg Inforamtion Bank's ‘Introductory Co
- . User. Manual

0 . » P

b ) - d) General Procedure
s o le specific eomputer operatioﬁs vary with each search '
system, the general procedure ig to:

.

. enter search terms . . e . *
:4‘/ . o “ e
F , : . use Boolean operators‘(and or, not) and limiting
‘ “ o - faétors to objain desired results
. . ' - . review the resulting information
' ’ . continue or revise gearch strategy as needed
v ‘ ' . check sampling of resulting bibliographic references.
L N . to.verify relevance .
N 7 . . have results printed offline or typed out locally
on printer, as appropriate ‘ .
t.} ' )
S oy X . . end search - g
5. Record-~Keeping for Searches
% .
a) “Search Request Form
s " The searcher uses the Search Request Form as a guide in .
- : negotiating searches, completes the form as clearly and
\ completely as possible, attaches it and a blank earqh Record
. t Form to a manila folder, and places it in the central search
) ' basket. . .
e .
i 14 s
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- . b) Search Request Log ;
T '. The staff memberlwho negotiates the search-enters the
e v i , - request ‘dn’ one-line foymat into the Search Request Log,
: located near the central search bagket. Information in-
/ ' cludes date of the request, staff member's initials,

requester's name and agency, topic, ana date by which
response is neeaed

¢) Computer Termiual Usage Log ' .

Before running a search, the searcher notes date, search
number, initials, requester s_name, times when searches
are started and' cofpleted, computer files used,- and costs,
Searches are numbered consecutively beginning with.each
fiscal. year, for example, 78—001 "78-002, etc.

N Quick look~up searthes, ‘Such as retrieving publications
» , of given authors or locating specific documents, are not
' ‘given search numbers but are listed on the Log.

d) " Search Recgrd

After completing the .search, the searcher fills out a
Search Record Form which isalready attached to a manila
folder under the Search Request Form. This form provides :
- information on the,requester, time and cost to run the
’ _ " gearch, search title, strategy of specific questions. or
sub-parts, number of prints for each question, and’
index terms to be used for the Search-Index. Index
. o qiﬁerms are noted ofly for searches which, in the searcher's
judgment, will be useful to keep, on file. The Search
Record Form is kept attached to the front of the manila
folder, while the Search Reguest. Form, the local type-out
- of the search history, and any other pertinent infor-
mation is placed inside the folder. The folder i{s then
given to the secrgtary to be recorded.

e) Computer Search Log

\ ~ - The secretary records each completed search in the Computer
Search Log, which provides a complete record of searches
run: when, by whom, for whom, topics, time used, number
of prints, and costs,

-2
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£) ' Seprch Index - ' X
On 3"X5" index cards, the gecretary lis,sieaeh index gn
term noted by the searcher on Seargh Record Form, and
the search numbe¥. This alphabetical file is used by
staff to locate copies of previous searches in given
subject areas.

L4 /-

6. Search Review 4

When computer printtcuts are received from the computer center,
the secretary sorts them by search numbet, places them in the
appropriate manila folders and distributeg them to searxthers, - ,
who revigw them for relevancy. The searcher determines '
whether the results are acceptable. If not, s/he may delete
portions of the seafch or re-run the search with a different
strategy. In some cases, the searcher may edit results to
include only 'the relevant references, a procédure followed

' in preparing a special search package in which the information
is.to be highly selective. »

~  The searcher titles the search on the first page of the print—e
out. The sub-parts may also be titled,

7. Delivery of Search
The searcher usually gives the search to the secretary to send
to the requester, along with an appropriate cover letter. The
searcher may add a note to the pre-printed letter. .If the -
requester wishes to pick up.the search, the searcher calls to
'let the requester know when it has arrived. ,- -

¢

.

N\

-

-Manual Searches .
.
ERC staff is able to provide information by manually searching
resources in ERC and the Educational Research Library (ERL).
Information retrieved manually may be sufficient to provide
rz2questers with needed information;‘manual searches may also supple-
ment computer sedrches. For example, in response to a request for
information on American Indian education, ERC may provide a
computer search, ERIC Clearinghouse publications, and referrals to
other agencies or organizations as aintional sources of information.
1. Resources for Manual Searching ..
Several resources may be used for manual searching, includifg:
~

&
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a)

«

b)

c)

d) ~ ERIC Clearinghouse Publications’ %

e)

_ RemKard Reader/Printers R v

v l . ’ ﬁo v
~ (O - ’ EN

. . . o : )
Educational Resougce Infermatign'Center'(ERIC) '

The ERIC reference collection consists of hardbound
volumes of: :

. Resources in ﬂducaticn (RIF) - a monthly publica-
tion of abstracts and indexesito research and related
literature published since 1966 : ;

. .
Current Index to Journals in’Education (CIJE) -a .
monthly publication of abstracts and indaxes to
journal literature pubiished; since 1969

'?

v

-
-

Two RemKard mitrofiche retrieval rgader/printers, located
in ERC, provide quick mechanical &ccess to ERIC abstracts.
When ERIC "ED" or "EJ" numbered'citations have been
identified,. the ED/EJ number can be keyed into the machine,
and the abstract displayed on a screen and printed; if
needed. 'This is a quicker method to locate abstracts

han to manually locate the abstracts in hardbound volumes
of RIE or.CIJE.

' 4
Other ERIC Reference Tools

Other reference tools include the Thesaurus of ERIC
Descripicrz, Title Index to ERIC documents cited in RIE,
ERIC Descriptor and Ideéntifier Usage Report, Report/
Project Number Index, Contract/Grant Number Index and
several ERIC bibliographies, including: Educational
Finance, Career Education, Early Childhood Education,
Reading, ‘and Library and Information Sciences.

-

bl

. B |
The ERIC Clearinghouses produce a variety of information ~
analysis products, :including bibliogrephies and state-of-
art reviews on timely educational topics. The reference
‘collection of these materials may be searched manuall

for appropriate titles. i K

Educational Research 'in-Progress

Educational Research ii Progress (ERP) is an NIE publica-
‘tion which lists on-going or recently completed research
projects funded by NIE. The projects are indexed by
subject, investigator, institution, respomsible NIE branch,
geographic location, contract/grant number, and dollar
amount. This iufoymation is also online, and can be re-
trieved yfIng the computer terminals.

L
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f) Referemce Indexesi =~ -~ °

L)

. .. There are numeroys indexes available for reference in
. the Educational Research Library which can be used for
o manual searching, including: , .
4 . ¢ :
' . American Statistics Index

. . "o . Biography Index

) .
RS L4

N . . . Congressional Information Service Index. and Abstracts

'+ Education Iudex

..New York Times Index . 5

. g) Referral Information 0

» ERC starcf members ma§-check the ERC Central Referral‘ﬁile. ’
' - or personal files for information on names, locations,
and telephone numbers of persons or organizations whicn

t can provide education-related information to requestexs.
" ) -

h) Resource Publications ' p

ERC maintains a collection of several publications
which list information sources, including:

\ '
Encyclopéaia of Associations

Research Centers Directory - / i~

. Foundation Directory . c

. Encyclopedia of Governmental Advisogz,OgggnizaEions

. Directorﬁ of Education Associations

2. Searching ERIC Indexes . . ®
-~ The ERIC indexes to Resourcés in Education and .Current Index
to-Journals in Education are used for manual searching.

General procedures in searching the indexes are:
Y N ,

' . a). Consult the Thesaurus of ERIC Descriptors to select
appropriate descriptors to use for the manual search.

' 1) 1It°is generally easiest to begin with the "Rotated
Descriptor Display,”" an alphabetic listing of '
- ecach word of each descrintor. TFor example, to

23
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’ find information on audiovisual instruction in educat{on,
. . ¢ . '
. Y turn fifst to.the rotated display under “audiovisual;
- \ . : SCHOOL ATTITUDES . 2
. - SCIENTIFIC ATTITUDES ° X
: SOCIAL ATTITUDES oo
' SOUTHERN ATTITUDES C S

STUDENT ATTITUDES
. . TEACHER ATTITUDES
‘ WORK ATTITUOES
ATTRIBUTION THEORY; .
ATTRITION (RESEARCH STUDLES) ‘
EXCEPTIONAL CATYPICAL) "
’ N AUDJENCE PARTICIPATION
. ’ .- AUDIENCES
e AUD{0 ACTIVE COMPARE LABORATORIES .
. AUDIO ACTIVE LABORATORIES . ..
| \ AUDIO EQUIPMENT !
. g‘ . AUOI0 PASSIVE LABORATORIES
- AUOIO VIDEO LABORATORIES '
~ g MASTER TAPES-(AUDID) ’
Yoo v AUDTOLINGUAL METHOOS
_ ' Co AUDIOLINGUAL SKILLS
; - ) . . - . AUDIOLOGISTS
AUD|OLOGY )
N . . AUDFOMETRIC TES\ >
cv AUDIOMETRISTS =
AUDIOVISUAL A10S
AUDJOVISUAL CENTERS . -
’ \\\ AUDIOVISUAL COMMUNICATION
-, AUDIOVISUAL COORDINATORS
. _ ] % AUDIOVISUAL DIRECTORS
, AUDIOVISUAL INSTRUCKION
AUDIOVISUAL PROGREMS -
AUDITION (PHYSIGLOGY) .
. AUDITORIUMS -
. » . AUOITORY AGNOSIA
. AUOITORY OISCRIMINATION .

3
»

B

One might search the indexes undervthe descriptors
"audiovisual instruction" or "audiovisual programs'.
Each of these terms is a descriptor which is listed,
along with brpader, narrower or related terms, in

the Main Entrf‘?ection of’ the Thesaurus.

<r oy
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2) Next, turn to the alphabetical Main Entry section of

the Thesaurus:

The abhreviations used are! .

¢ SN

UF

“ NT
BT

RT

: Avdievisvel Idveation

ust  AUDIOVISUAL
INSTRUCTION

Avdisvisvel Equipment
ust AUDIOVISUAL AIDS

b
AUDIOVISUAL INSTRUCTION
Jul. 1988

CIJE: 523 RiE: 818 -

UF Audiovisual Education

BT Instruction

. Teaching Meth- Is

RT Audio Video Laborataries
Audiovisuai-Aids
Audiovisual Communication
Audiovisual Coardinators
Audiovisual Directors
Audiovisual Programs
Closed Circuit Television
Educational Television
instructional Media
Multimedia Instruction
Open Circyit Television
Protocol Materials
Repetitive Film Showings

Audiovisual Instrumentation
use AUDIOVISUAL AIDS

Audiovisual Materials
uste AUDIOVISUAL AIDS

Audievisual Medie
use AUDIOVISUAL AIDS

AUDIOVISUAL PROGRAMS
¢ : Jul. 1966
} CIJE: 148  RIE; 168
UF Coordinated Audiovisual
Programs
BT Programs
RT Audiovisuai Communication
Audiovisual Coordinators
Audiovisual Directors
Audiovisuai Instruction

Audlévisual Television Systems
ust EDUCATIONAL
TELEVISION

Scope note

- Used For

Narrower Term

Broader Term

Related Term

20 -
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_In this section, the terms are 'defined and 'related to
other terms in the Thesaurus.. These relationships enable
the searcher to select one pr seyeral terms which most
nearly correspond to the-search concepts. '

b) After selecting the appropriate descriptors, consult

the subject indexes of: » - .

', Kesources in Egucation (RIE), for'references to
research and related literature from 1966 to the
present : ’

. Current Index to Journals in Education (CLJE), for
references to journal literature from 1969 to
the present ’

Each of these publications has an Author Index and an
1nstitution Index as well as a Subject Index.

¢) ‘Use those indexes which correspond to the time period
to be covered, For example, one may need to look only
in the most recent monthly indexes to cover recent
references or in annual or semiannual indexes to cover
earlier years. )

While manual searches of ERIC are done for brief or
simple searches involving one or two concepts, complex
searches involving several concepts are usually done
using the computer. ) -

Locating Research Documents and Journal Articles

When citations to research-related documents ("ED" citations)
or journal articles ("EJ" citations) have been idertified

by means of manual or. computer searching, the full document

or article can be located or obtained through various sources.

a). ERIC Microfiche Collections
To locate the majority of documents cited in RIE, one
can reier to an ERIC microfiche collection, which contains
the documents in microfiche form. ERC staff may refer '
users to microfiche collections in their local areas;
most university and large education libraries have these
collections. Also, coples of the original document may
be ordered in microfiche orﬁﬂfper copy from the ERIC
Document Reproduction Services (EDRS). If the document
is not available in an ERIC microfiche collection or
through EDRS, the citation will include information re-
garding its availability elsewhere.

21
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The Educational Research Library of the National .
- Institute af Education has a complete ERIC microfiche
i collection, as well as several microform readers and
. reader/printers, 'so that one can read entire documents
and have selected pages'printed, if needed.

b) Journal Articles: :

To locate the full journal articles cited in CIJE, cne
may refer directly-to the cited journal or order a copy
.« of the.article through University Microfilms International,

~

D. Current Awareness Services

ERC provides current awareness services to NIE, OE and ASE staff

throdgh<Selective Dissemination of Information (SDI) and Ascatopics
service. :

13
1. CSelective Dissemination of Information£é§DI)
° The SDI reports are monthly computer print-outs providing
citations and abstracts of literature annoupced each month from .
selected data bases. As an example, an NIE staff member may
request to receive monthly SDI print-outs announcing the ERIC
journal and research-related literature in the area of work
study programs. In .this way, NIE, OE, and ASE staff members can
keep current in subject areas of interest of them.

> 1)

@DI procedures involve several steps:

a) Meet with Education Division staff members, in groups
or individually, to explain the SDI service.

b) Discuss information needs with individual staff members . *
and determine specific subject areas to be covered
in the SDI. ‘

t

. |

c) Set up search profile; a combination of descriptors and/
or full-text terms, likely to produce desired information
‘@
d) Key the information into the computer. This is done only
once, and is easily modified after results have been reviewed.

e) Note nec=ssary information on SDI Log Form.

f) Receive, review, and deliver or send monthly print-outs
to requesters.

oY At least cach six months, enclose an SDI Evaluation form
to receive user's written comments and suggestions.

22
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ERC Secretary iogs in print-outs on SDI Log Foym g§s they are
received each month and notes charges for each“SDI, She distri-
butes SDI reports to searcher who initiated them, who is then
résponsible to deliver or send them. ERC staff members may"

have SDI reports duplicated to provide copies to additional users
or units involved in the same subject areas in the Education

- Division. For example, copies of SDI reports {gr NIE staff may
; .

be sent to OE staff members and vice versa.

Specific%SDI procedyres are-described in Lockheed's Brief Guide
to DIALOG Searching. The general procedure is to select search
terms, input them, &nd use the end/Sﬁf\cpmmand to indicate that
these terms are to be<run In a given data base each month.
Charges for the SDI's are determined according to the number

of descriptors used in qach profile, and the number of references
contained in each monthly repoft. Thus--far, SDI service has
been provided from the ERIC file; howeve 3 asythe SDI feature
becomes available for additional computer files, the service

. will be expanded to include other files.
f :

Ascatopics

"

PR

The Kscatbpics service 1s a weekly journal-alerting service pro-
vided by the Institute for Scientific Ingbrmation (IS1I), through
subscription. Each week the Ascatopics cComputer system checks
over 5,000 professional journals and provides listings of
references 1in given ﬁubject areas. :

ERC is providing Ascatopics reports to six units within NIE,
including. one for ERC/ERL. ERC staff announced the availability
of this 'service toga limited number of NIE staff, to provide

the service on an experimental basis. Each of the NIE units

has a' contact person to receive the reports and distribute théem
to other’ staff members.

The secretary initially receives the reports, logs them in, and
distribuies them to designated NIE staff.

During 1978, this service will be evaluated to determine its
usgfulness and the need for expansion, :

Information Bulletins
As another current awareness service, ERC staff members prepare
monthly bulletins for distribution to staff of National Institute

of Education, 'Office of Educatior,and Office of the Assistant
Secretary for Education, covering any of the following:
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. Recent computer searches run by ERC

. Recent ERIC Clearinghouse publications J

. Announcementé'of information packages,'cénferenqe papérs,
. or other items of interest to NIE/OE/ASE staff

'ﬁ, . ' ' . ’ ) N
. Annoudncements of new ERC services or availability of new
data bases . .

The announced materials are prowided to requesters on a loan

basis. The secrétary circulates the materials and keeps .records
of the loans.

L g

E. Comprehensive *Search,Packages s -

&, Package Searches Prepared By ERC Staff ¥
\ ' ' + :
Package searches are provided in response to priority requests,
such as background information for national conferences, policy
decisions, requests for proposals, or other special projects
which require comprehensive information. These packages may
include computer searches of one or more data bases, copies of
journal articles, microfiche of original research documents,
books, additional publications, and referral information. +

,These packages may be'prepared by ERC staff or jdintly with the
‘Educational Resource Library staff, ]

%' Package Searches Prepared By Contractors . R
In addition to preparing package searches in-house, ERC has
contracted to receive comprehensive information packages from
other information centers. These packages are original searches
which are individually tailored to a specific research question
asked by NIE, USOE, anfl ASE staff. Each package contains a
\custom bibliography and selected journal articles or'research
reports in their entirety. The purpose of this service is to
" utilize the expertise and indepth searching capability of other
" centers In order to provide specialized searches which ERC does
not have sufficient staff time to do.

When extensive search questions are received, an ERC staff member:
a) Negotiates the search
" b) Contacts the appropriate information center to arrange for

the search package to befprepared within a given period of
time .

24
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- ¢) Reviews the completad package -and prepares a written feport

d) Deiivérs seérch'backage to requester L

e) Solicits feedback from the requester »

Turn-around time for this specialized service is approximately
four to six weeks, therefore the information needs of the

‘User must be anticipated well in advance.

- . . B .

Edited Computer Searches

This service involves executing a’computer search on one or more
data bases and reviewing resulting print-outs so that only those
abstracts judged to be relevant are dQ&ivered to thqlfequester.
This service may be provided on 2 short term basis by using the
computer to retrieve abstracts, viewing them one by one, and
printing only selected abstracts. Generally, this method is not
advisable unless the need is urgent, because of the cost of on-
line computer time which is used and the professional time

of the ERC staff member who evaluates and compiles results.

VI. TECHNICAL ASSISTANCE

A. Training Programs

1.

Manual Searching

-

-

ERC staff provides training in manual search techniques on a -
one—-to-one basis or for groups, as requested. This training
includes the use of:

. Thesaurus of ERIC Descriptors

. Resources in Education

. Current Index to Jourmnals in Education

. Other ERIC reference tools, including Title Index, Contract/
Grants Number Index, Descriptor/Identifier Postings, etc.

. Various directories, such as Survey of ERIC Daté Base
Search Services, Directory of ERIC Collections in the
Washington, D.C. Area, Directory of ERIC Microfiche Collec-
tions -

. RemKard rep;ieval reader/printers, for displaying and printing
ERIC abstracts

30
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The training also. includes’ information on obtaining original

. journal articles cited in CIJE, usipg ERIC microfiche coIlections

a) Introductory (One'or Two Sessions)

to locate original documentg cited in RIE, and procedures for ‘L

ordering documents rom various sources.

LAY e
A

Computer Searching K . : -

v

This basic training is provided for individuals or groups
and includes: " _ .

[} .
¢ -

. Explanation of the capabilities of computer searching.

» Meaning of. "descriptor searching'" and "full text
seatrching" . T

- Descriptdon of computer commands

.

. Demonstration of computer terminal operation . -

. Hands—on experience in operating the computer
terminal to do quick look~up gearches

b) Computer Search Techniques (Three or More Sessions)

This training is provided for individual NIE/OE staff. mem-
begs o¥ small groups, as requested., The_  training gﬁcludee: K

» IExplanation of interactive online searching
i

. Search strategy: selection of index terms or descrip-
tors, free terms, and appropriate Boolean logic

. Use ofocomputer"commande: logon, begin, aéxplain, selg:t,
combine, display, type, limit,’ print, end, logoff

"nou (1

. Boolean logigc: Use of "and," '"or," "not'" operations

. Methods of descriptor searching and full text
searching : ¢

. Various output formats: titles, citations, abstracts
. Printing locally and offline at the comﬁuter
. Methods to limit search output »

. Hands-on experience in using computer terminal

26 31 t
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B " Following the completibﬁ.of?trdining sessions, the ERC
- - - gtaff member prepares a written report ‘for each trainee's
personnel record. The report covers:

' . . length of training
. content of training. S .

. additional comments

B. Orientations/Demonstrations y .
A ,
Orientation to ERC services and resources, and demonstration of
online computer terminals are -provided to individual DHEW staff
members or groups, visitors from other agencies or organizations,\‘
.and visitors from foreign countries. The_orientations gare arrangqgﬁ ’
in advancéd by telephone., Staif of the Department of State, the U.S.
Information Agency, .and the OE/International Teacher Exchange Program.
t occasionally request that ERC staff provide these orientations as
. part of itineraries for educators from other coun&ries.

t

C. Technical Advice

- .
ERC staff members provide technical advice to other organizations
and individuals, including administrators and staff of other infor-
mation centers and agencies, as well as visitors from foreign
countries. Kinds of technical advice may include: .o
. ) .
1. Information regarding methods of ‘operation in ERC; for example,
with a view’toward evaluating their own nperatipm, the staff =

" from a state department of education,visitsgwng_réview-the kinds

. of sexvices ERC-offers and methods for pro¥iding such services.

2. Discussion with individuals or g;Bups, in the process of formu-
»  lating plans for their own information services, regarding
such issues as availability of education resources and methods
. of obtaining additional information if needed; for example,
visitors from other countries have asked for information on the
usée and availability of ERIC collections and how to get Iwgther’
. information about computer search systems. -

3. Assistance in planhing or evaluating search s;:;;EEIEE“E;-EB

operating specific seatch systems; for example, an Information .
Specialist from an education association sent copies of several
searches she had completed and asked that ERC evaluate them.
Staff members from other agencies who have limited online
searching experienée sometimes call for technical advice on
operating the search systems.

27 . _ ‘




™

_VII. INFORMATION .SERVICES
. T
A. Referrals

Referrals to other information sources - persons or oxganizations -
may be provided as responses to information requests or in addition
to other information provided. Sources of referral information may
be found through: , . . ' ' o

1. Central Referral. File: , ' - >

The Central Referral File, a 3"X5" card index, contains names
. ; " of persons and organizations which ERC staff members have
' collected as a result of their individual contacts and knowledge,
Each staff member may also maintain a personal file, but adds ’
' to the Central Referral File as contacts are mada. '

2, Other Information Centers $ .

o ’ '5§b staff members may obtain information from or refer requesters
other information centers, for example: :

a) ERIC Clearinginghouses: ) ' ‘

: Each of sixteen ERIC Clearinghouses specializes in a parti-
<7 cular educational area, such as career education or urban ;
' educdtion

. b) Nexus:

] 4
L ]

"A toll-free information and referral service of the American
Association for Higher Education, covering information in
post secondary education, with emphasis on specific programs,

s knowledgeable people, and new developments in the field
c) National Referral Center, Science and Technology Division,
' Library of Congréss:

Referral service which-directs requesters to organizations
* or individuals with specialized knowledge in the physical,
biological, sccial, and engineering sciences

3. Directories of Taformation Sources

ERC start members may obt‘in additional resource information from
several directories, such as the Encyclopedia of Associations,
Directory of Education Associations, Research Centers Directory,
or the Catalog of Federal Education. A381stance Programs

-/
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4., ERIC Collections/Search Services

Requesters from various parts of the country “call to- inquire about
sources of education-related information in their local areas,
including specific information regarding locations of ERIC-
microfiche collections and available computer search services.

In providing referral information to these requesters, ERC staff
may consult:

. Directory of ERIC Microfiche Collections (Arranged by
Géographic Location)

» Directory 'of ERIC Collections in the Washington, D.C. Area

. Survey of ERIC Data Base Search Services

Quick Reference/General Information

L

- ERC staff members receive frequent queotions from NIE and other

agency staff, as well as the general public, regarding identification «
of specific documents, publications about particular topics, protedures
for ordering documents, information related to ERC services or the

use of the ERIC system, and similar general inquiries, Staff members.
supply the needed information based;on their knowledge of the subject
or by consulting other resources. ' '

These requests are classified as quick reference when it is necessary
to look up the information in a particular reference tool. Otherwise,
they are identified as general information requests.

L 4

VIII. OTHER ACTIVITIES

A.

User Feedback, Procedures

User feedback is solicited for both computer search service and
selective dissemination of information (SDI) service by means of
written evaluation forms, whic¢ch are periodically enclosed with
computer searches and SDI reports.

t

1. Computer Search Service . { ,
The Search Feedback form includes information on the relevancy,
usefulnees, and timeliness of sefrches, as well as additional
user comments and suggestions for improvement. Return envelopes
are included for the user's convenience. ERC staff members

review the completed forms in order to determine any need for
improvement in service.

-
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B. Liaison with Program Offices

> . R
’ ) - i . 4
. . -, . . * :
M . . . o . ’ .
[ ’ 5

2. Selective.Dissemination of Information (SDI) - )

& The' SDI Evaluation form includes information on the.usefulness .
 of the monthly SDI searches and the need for any changes in the

SDI profiles, as well as user comments and suggestions. Searchers

enclose these forms with SDI searches approximately every six

months. Since users are NIE/OE/ASEstaff members, responses

are returned through inter-office mail.

3
+ ca

.In order to keep current on NIE programs and' to provide the most
timely information, ERC staff members maintain contact with program ' °
staff through: ‘

. Discussions with individual staff members regarding their
* daily inquiries, SDI profiles, and other information needs

. Attendance’at NIE program seminars or presentations
i

-, Attendance at program staff meetings »
. Orientations -for new employees |

. Training of staff members
. User feed%ack information

C. Administration,
N

1, Staft Meetings

Educational Resource Division: (ERD) professional staff meets
weekly to keep each other informed "of recent inquiries, projects,
and new developments in education or library and information -
science. Each person briefly describes his/her current search
topics and projects so that other staff members may provide
assistance or suggestions, as well as avoid duplication of efforts.

' ERC staff meets when the need arises to discuss ERC proje:ts,
new developments, or search backlog.

2. Reports

Ve

a) Weekly Status Reports Ke

The Educational Resource Division staff prepares a Weekly

‘Status Report for the Associate Director, Office of Admini-
stration and Management. The report outlines the significant
activities of each unit of ERD. The ERC portion of the report »
consists of information regarding: '

30. 35



; . ily. atati‘tics on servicea, clientele.' and sources
PO B of requests _ . .

‘ . Summary of numbers of searches completed, for whom,
. and examples of topics

. Congressional‘requests/reeponses

|
€

. Visitors to ERC
¢ Orientations/Training provided.

. Summary of the most significant events or activities

) L] s

. Bdcklog of searches

A

¢ : . Projects and visitors for the coming week

Each ERC staff member keeps statistics for the week, using
an ERC Weekly Statistics Report form. Each staff member
_ : also prepares a weekly narrative report, outlining his/her
. . most significant activities. At the end of the week, ERC
. S staff members compile the narrative section of the report,
and the secretary compiles the statistical report.

'

b) ERC Monthly Statistical Reports

Each month an ERC staff member compiles cumulative statistics
for ERC records. A portion of this report dealing with
categories of clientele is forwarded to the Library, to be
.combined with similar information from the rest of ERD and
sent to the Office of the Director..

An ERC staff member prepares a semi-annual statistical
report of ERC activities, using the monthly reports.

v : . Periodically, graphs and charts are prepared to draw
comparisons or illustrate trends.

c)~ Special Reports 4 k\
ERC has prepared special reports requested by various NIE
administrative sources, inctuding Office of the Director;
Associate Director, Division of Administration and Manage-
ment; and Chief, Educational Resource Division. Reports p

; have included such subjects as:

. Operational Planning Systems - Outline of ERC objectives
and time schedules for completion

. EQucational Reference Center functions

31
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;g . ‘F . o . ’ .
%2 ” o
-* ' . Major achievements of ERC , .

. Categories of work units and staff time per work unit,.
.as part of agency evaluation :

. Descriptions of ERC services to Congressional offices

. Ligtings of clientele: visitors from Cdngresé, educa=
+ - tion associations, other information centers, foreign

s, -+ countries

. Listings of current data bases accessible.throggh ERC

. Potential functions 6f ERC as a national resource’
center

. ERC Future Plans and Goals
Files

The ERC secretary maintains filing systems for: B

a) ERC Administrative Records,
These records include reports, planning papers, statistics,

. purchase orders, memoranda, and records of contractor services.
Also, there 1s a clipboard reading file consisting of copies
of all written material prepared by ERC staff. Each three
months this information is added to the Administrative Record
file. :

b) Computer Searches

Those searches which in staff members' judgment are to be
indexed and kept, are filed according to search number.
Approximately every six months, an ERC staff member reviews
the searches and discards those which are not of .general
interest to NIE/OE/ASE staff. Only those files from the
previous and cuxrrent fiscal years are maintained.

)

. \ 3
c) ERC Reference Materials oy

These materials include program reports and other publications
of the National Institute of Education, Office of Education,
National Center for Educational Statistics, other DHEW offices,
as well as other Federal agencies, education associations,

and the Education Resources Information Center (ERIC).

32
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d)

‘ ‘

_ERIC Clearinghouse Publications ' '

One copy of each publication sent by the ERIC Clearinghouses

is kept on shelves 'in the ERC reference area.  The publica-
tions consist of state of the art papers, bibliographiés,

and ‘other information analysis products. Duplicates of~any
publication are filed in cabinets to be provided to requesters

.or used to supplement computer searches.

<
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Appendix A. 1

Computer Search Forms

‘ A. 1, 1 : _ Search Requeéf
A. 1. 2 Search Request Log
AL 1.3 g Computer Terminal Usage Log -
A\\l.‘ b e . Computer T. 41inal Log - New York
R Times Infon ition Bank
A. 1. 5 Search Record h
A. 1. 6 . Computer Search Log
A, 1. 7 ' Selectivé Dissemlnation of

Information (SDI) Results

13
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SEARCil REQUEST

" .

DATE
o
EDUCATIONAL REFERENCE CENTER - . TAKEN DY .
NEEDED BY
i T L v
\
{
- REQUESTER .
AGENCY/ORG,___ _ s
ADDRESS
TELEPHONE NO.__
PURPbSE
AGE/GRADE LEVEL DTA BASES:
TIME COVERAGE ERIC OTHER
OUTPUT: * ABSTRACTS CITATIONS PSY ABS, ’
TITLES OTHER AIM/ARM
NUMBER OF REFERENCES DISIRED OTHER SERVICES
ED EJ NLM DDC OTHER

ITEMS TO BE EXCLUDED

KNOWN AUTHORITIES

- .
SUBJECT (INCLUDE DLSCRIPTORS, KEY WORDS OR PHRASES USED

39

IN SUBJECT AREA)
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REQUEST _L0G

Ul

: ' 3!
DATE | TRTERCY | o NEE SENT,
CF STAFF & ' - NEEDE% OF SEARCH
SQUEST| MEMBER| RICUISTOR | TOPIC BY | - 'SEARCHER oUT
-+ -
——— .
&
=]
| 2
-
r X
-
o

e
S




3 S Apperdin A:1.3.

Compufer Terminal Usage Log .

Date . Search # Searcher Requester Comments On Off | File Coe_'g'_1

=T

1 . . ‘ . - . 1

L 4

e —t e




Computer Terminal Log -- New York Times Informatiog: Bank

[ 4

.

¢

v , /
' . TMINS/HRS |# OF PRIS, '#OF ABS, LINES |F OF A5
DATE | SEARCH # | SEARCHER | REQUESTER COMMENTS _ | OFFLINE PRINTED | PRINTED
= -
&
N
-3
<
K
9_
X
_ -+
\ 46




. SEARCHER

* SEARCH___RECORD

DATE REQUESTED

*

¥ RUN

¥ SENT

STARCH NUMBER

© TIMR

COST,

v »

NIG1 SPEED DIAL-UP . ‘-

REQUESTER

-1 aconcy/ore.

CONTRACTOR
- ADDRESS

"YELEPHONE

- SEARCH TITLE

Sce——

~ INDEX TERM

-~

. FILE # /THRU

SEARCH _QUESTIONS

PRINTS/FORMAT
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“SDI RESULTS
. 4@ *
4
. °
SEARCH : MAX,
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Appendix A. 2.
Form Letters
A. 2. 1 _ Search Cover Letter for NIE/OE/ASE Staff
A. 2. 2 Search Cover Letter for Requesters Other Than
- NIE/OE/ASE Staff
»
\
{
-
o1 /
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. . A l¥' .;A .2. ‘ °
MEMOR ANDUM - bsm_n‘fusu'r OF HEALTH, EDUCATION, AND-WELFAR |

- 1

» fﬁ .

NATIONAL INSTITUTE ,OF EDUCATION '
10 . .NIE/OE/ASE Staff . Date
) ) . ‘ 5
J a :
t FROM . Educational Reference Center : LN ‘

Educational Resource.Division/0AM

SUBJECT: _Response to Recent Request for Lnformation

S

A literature search of the respurces ‘of the Educational Reference

Center has yielded the enclosed references. The entries headed

by EJ-numbers refer to-journal articles cited in Current Index to

Journals in.Education. This monthly guide tOfper1o&1cai Titerature
pubTished since ‘1969 covers more than 600 education and edutation-

related journals. Entries headed by ED-numbers &re references -

cited in Resources in Education. . This monthly abstract journal .
pubiished sfnce 1966 announces recently completed research reports,
descriptions of outstanding programs; arid other documents of educa-

tional signiftcance. .

For your convenience, the Educational Research Library of NIE,

located on the sixth floor of the Marsh Building, 1832 M Street, N.W.,
maintains an ERIC microfiche collection of résearch documents as '
well as an extensive collection of jourmals. The OE Branch Library,
FOB-6, Room.A-038, alsp has an ERIC microfiche collection and a.
selected collection of current journals. To obtain copies of any
listed' references including those not available from EDRS, please
contact the NIE Educational Research Library, 254-5060.

We hope that this information will be useful to you. If the
Educational Reference Center can be of further assistance, please
contact us at 254-7934. -

1




@

s . -
DEPARTMENT OF HEALTH, EDUCATION. AND WELFARE '
NATIONAL. IN?TITUTE OF EDUCATION

~

WASHINGTON, D.C. 20208
’

Dear Requestﬁ:: D . -
This is iﬁ-fep!y to your recent inquiry. ,
A 11teratdre search of the resdurces of the Educational Reference Center

has yielded the enclosed references. The entries headed by EJ-numbers refer
to journal articles cited in Current Index to Journals in Education, while

. those headed by ED-numpers refer to resesrch and research-related reports

cited in Resources in Education (formerly Research in Education). Both
of these monthly publications are sponsored by the Educational Resources
Information Center (ERIC) of the National Institute of Education. They
are available for reference in many college and pubiic libraries and in
the offices of many State and local education agencies. They are also
available on subscription from the publishers.

Copies of journal articles (EJ-citations) can be obtained through your

local library or through journal publishers. Individual copies of research
documents (ED-citations) are usually available for purchase on microfiche
and paper scopy- from the ERIC Document Reproduction Service (EDRS), P. C. _
Box 190, Arlington, Virginia 22210. Reference collections of these micro-
fiche ape maintained by most libraries and information centers which
specialize in educational information.

We hope that this information will be useful to you. If the Educational
Reference Center can be of furpher(assjstance, please let us know.

Sincerely,

Educational Reference Center
(202) 254-7934

-

4
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C o

S | | . Appendiv A.3.1,

" FEEDBACK FORM |

USER'S EVALUATION OF ERC SEAB%H

U. S. DEPARTMFNT OF HEALTH,
EDUCATION, AND WELFARE

NATIONAL INSTITUTE OF EDUCATION
OFFICE OF ADMINISTRATION

. Educational Reference Center:

We need 'your assistance to enable us to improve our services. Please
complete this evaluation of the enclosed literature search.

(Check only one alternative for each question.)

1. How RELEVANT to your topic wete the entries?
.___THighly relevant
Somewhat relevant
. "~ Not relevant
2. How USEFUL for your professional functioning were the results to you?
Very useful :
~ Useful ) '
i, Not useful :
3. Were the number of entries: ' P
i +Too few
Right amount

i Too many

The search arrived:

Fa

Much earlier than expected

Slightly earlier than expected
. In time for your purposes i

Latebut still useful . A
" Too late for your purposes

5. Circle the degree to which you think the titles or abstracts
adequately represented the document in its entirety.

' Very poorly Very Well

1 2 3 4 5




.

¢

6. After receiving the ERC search, it was used ‘for:

LTJ Making a decision concerning an educational issue

| "] Planning a program that currently is not available

! | Modifying or improving a program that currently exists

| _ | Increasing professional background knowledge about o topic
7] other (please specify)

e - - =+ me— s cmm s = e

7. Will the search be circulated in your division?’ | 1 yes : ' no

Will parts of the search be reproduced for wider dissemination?
{1 yes I.." no

8. What part of the search would you have done alone if the service
had not been available from ERC? : -

. ! al1 't 1ldttle
L_! most I_] none
] some
9. Would you use FRC and the ERIC system again? (" tyes * ! mo

If no, why

10. What general comments or suggéstions can you offer about the’
information search? :

(OPTIONAL) Name
Agency
Search Title and Number

FOLD, STAPLE, AND MAIL .

—-—_—_————--—-—_—n—’——“_——--—-—-——-———_—_—_-———--—————————_——-_———_———————‘~——‘—-——
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Appendiv A3:2.

N EVALUATION OF S$DI SERVICE

The Educational’ Reference Center staff 1s interested in your comments about
our monthly Selective Dissemination ‘'of Information (SDI) service. We will
appreciate your returning this questionnairé to: :

Educational Refenrence Center

Room 705--Marsh Building ' v

NIE - (Stop 116) . .

1. How long have you been reseiving SDI service?

2. In what ways have you used the SDI service?

° .«

\

-

N
35’ Have the monthly SDI print-outs contained too few, too many, or about
A8

the right number of references for your purposes?

N

i

4. Has the subject area coverage been too broad, too narrow, or sufficient
to cover your area of interest?

5. Are you interested in making any changes in the SDI's you currently receive
or in receiving additional SDI print-outs?

6. Do you wish to continue receiving SDI service?

7. Other comments or suggestions?

~
The SDI search profiles can easily be'changed to increase or decrease the
number of refercnces or to broaden or narrow subject area coverage. Please
don't hesitate to contact us to request changes of to offer suggestions
for improvement of service.

Name ) Date
Agency, Unit ) ' Telephone No.
Adidress

55
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Appendix A. 4
. :

Statistics Formé

\ A, 4, 1 . ERC Weekly Statistics Report
A &7 2 ERC Cumulative Statistics Report
)
AN
2
Jrh
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ERC WEEKLY STATISTICS REPORT

WEEK Or

Appendi Ak

N

-

STAFF MEMBER

Services (Numbers)

Searching

Computer Searches

Branch Searches

Typeouts

t

-j/ Search Negotiations

Searches Reviewed

Manual Searches

Distyibution

Publica;ion Sent

Publication Lent

SDI's Distributed

¢

“Technical Assistance

Orientations

Training \

Ass&?tance to ERIC Users

TechnYcal Advice

Information '

Quick Reference

il

Referrals

General Information

Clientele (Numbers)

NIE : Congress Colleges &
Universities
- OE Ex. Office of the President I
' State & Local.
ASE Other Federal incl. Judiciary Ed. Agencies
0S-HNEW Int'l./Foreign Educators Public & Others

Other HEV Associations & Foundations

—— o A S it s ot 4 o - vm—

Source of Fequests (Numbers)

Visitors

Calls: In Out

-

e

"

59

Letters Received

Letters Answered
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. ERC STATISTICS / v
SOURCR OF REQURST o ' oL : _ ~
Total . Telephone , Visitors  Latters ° ' § - ,, \ . ( B
[re— n r .
CLIENTELE : | | .. ' n
08~ Other ~ gxec, = Other Fed, 1Int'l/For, Pdns, Cgll, & State Public é
Total NIE. OFE . ASE. HEW. HEW _ Cong Office Incl, Jud. Pducatoxrs & Ass'm _Univ, & Loeal . Others
SERVICES ‘ '
" Total | B , : W ‘
R Searching . . : Informition
. ' . Computer Branch . Search Searches Manual . ~ General
o Total  Searching ISeageheo eouts  Negoti Reviewed Cearches Total Reference Referral Infor,
° < X P — R ——— " - #—]
Technical Assistance . o Diatribution'
Ass't to - Tech. ' . Pub. Pub, SDI's
Total  Orient. Train'g IC Users , Advice Total Lent Sent Distributed
P~
g 9]
COMPUTER SEARCHES s
- ' : ) ®
0S- Other Exec. Other Fed, Int'l/For. Fdns, Coll, & State Pudlic & D
Total NIE, OF .ASE .HEW 'HEW . Cong, Office . Incl. Jud,  Educators & Ass'n  Univ. & Local _ Others G-
‘ r
| Searched . - >
' ' &
Ipuestions .
. n
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Data Bases Available for Computer Searching
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Appendix B

Data Bases Available for Computer Searching (April 1, ].978') ‘

14

The following data bases are available for online computer
searching.® Those marked with an asterisk are those most
often used by ERC Staff.

el
~ L) ) <+

1. *Abstracts of Business Information (ABL/INFORM)

2 *Abstracts of Instructional/Research Materials (AIM/ARM)
3. Accountants Index o

4, Air Pollution Technical Information (APTIC)

5. America: History and Life -

6. American Petroleum Institute - Literature (APILIT)

7 American Petroleum Institute - Patents (APIPAT)

8. ° American Statistical Index (ASI)
SO Aquatic Sciences and Fisheries Abstracts (ASFA)

510. Art Bibliographies Modern ‘

11. Biological Abstracts/Bioresearch Index (BIOSIS PREVIEWS)
12, Cambridge Scientific Abstracts Group - Scientific/techmical

literature . ' _ :

13. Chemical Abstracts Condensates (CA Condensates, Chemcon)
14, Chemical Abstracts Patent Concordance

15. Chemical Abstracts Subject Index Alert (CASIA) -

16, Chemical Name Dictionary (CHEMNAME) v

17. Chemical Industry Notes (CIN)

18. *Child Abuse and Neglect .
19. CLAIMS - Chemical Patents (CLAIMS/CHEM)

20. CLAIMS - General, Electrical, and Mechanical Patents
(CLAIMS/CHEM) -

21. CLAIMS - U.S. Patent Classification System (CLAIMS/CLASS)

22. Commonwealth Agricultural Bureaux Abstracts (CAB Abstracts)

23, *Comprehensive Dissertation Index/Abstracts

24. *Congressional Information Seryice Index (CIS Index)
25, *Congressional Record (CRECORD)

26. Current Research Information System™~ U.S. Dept of
Agriculture (USDA/CRIS) :

27. nefense Audio - Visual Information System (DAVIS)

28, Defense Market Measures Systam (Frost & Sullivan)

29, nomestic Statistics (Predicasts)

30. *Educational Research in Progress (NIE) g

31. *Educational Resources Information Center (ERIC)

32. Energy Information Abstracts/Energy Index (ENERGYLINE)

33. Engineering Index (COMPENDEX)

34, Environmental Information (ENVIROLINE)

35. *Exceptional Child Education Resources (ECER)

36. Federal Assistance Program Retrieval System (FAPRS)

37. *Federal Index

38. *Federal Index Weekly

39. Food Science and Technology Abstracts (FSTA)
40. *Foundation Directory .

3 63
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41, *Foundation Grants Index :
42, Funk & Scott Indexes: = (F&S Indexes-Predicasts) -

Domestic/international industry information
43. Geoarchive - Geoscience .
44. ~ Geological Reference File (Geo Ref) -
45, Grants - Federal, state, local, private grant programs

46. Historical Abstracts
47, ‘Industrial Plants (EIS PLANTS)

48. International Annual Time Series (Predicasts)
49, International Pharmaceutical Abstracts (IPA)
50. International Statistical Abstracts (Predicasts)

51. *Language and Language Behavior Abstracts (LLBA)

52.. *Library and Information Science Abstracts (LISA)

53. Library of Congress - English Materials (LIBCON/E)

54, Library of Congress - Non-English Materials (LIBCON/F)
55. *Magazine Index )

56. Management Contents

57. Maritime Research Information Service Abstracts
. (MRIS Abstracts)

58. Market Abstracts (Predicasts)

59. Mechanical Engineering (ISMEC) _

60. Metals Abstracts/Alloys Index (METADEX)

61. Meteorological and Geoastrophysical Abstracts (MGA)
62. *National Information Center for Educational Media (NICEM)
63. *National Information Center for Special Education
’ Materials (NIMIS/NICSEM)
64, *National Technical Ihformation Service- (NTIS)
65. *New York Times Information Bank

66. Oceanic Abstracts ", !
67. Online Training and Practice File (ONTAP)
68. Paper apd Board, Printing, and Packaging Industries
. s T Abstracts (PIRA Abstracts)
- 69. Paper Chemistry (PAPER CHEM)
70. Patents-Central Patents Index/World Patent Index
71. Petroleum Abstracts (TULSA)
72. Petroleum and Energy News (P/E News) *
73. Pharmaceutical Literature (RINGDOC)
74, Pharmaceutical News Index (PNI)
75. Physics, Abstracts (INSPEC - PHYSICS)

76. Pollution Abstracts
77. *Psychological Abstracts
78. Predicasts Weekly - Updates of Market Abstracts and
F&S Indexs.
79. #Public Affairs Information Service (PAIS INTERNATIONAL)
80. . Science Citation Index (SCISEARCH)
81. Searchable Physics Infonrmation (SPIN)
82. *Smithsonian Science Information Exchange' (SSIE)
83. *Social Sciences Citation Index (SOCIAL SCISEARCH)
84 . Society of Automotive Engineers Abstracts (SAE .Abstracts)
85. *Sociological Abstracts

64 .. 64
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c
‘86. Textile Industry Citations (TITUS)
Cr o 87. Toxic Substances Control Act Candidate List : (TSCA)
88. U.S. Annual Time Series £ (Predicasts)
89. U.S. Regional Time Series (Predicasts)
90. U.S. Statistical Abstracts (Predicasts)

91, World Aluminum Abstracts (WAA)
92. World Texile Abstracts A (WTA)
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o Indekes Available for Manual Searching
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10.

11,
12.
13.
14.
15.
16.
17.
18.
19,

20.

Appendix C

Indexes Available for yanual-Searching

»

Abstracts of Instructional and Rescarch Materials ia Vocational

and Technical Education (AIM/ARM)

‘American Statistics Index .

Biography Inrdex
$
BoQk Review Digest

-~

Child Development Abstracts and Bibliogfaphy

‘Congressional Information Service Index and Abstracts

Current Biography

"

Currcnt Contents:
Life Sciences .
‘Social and Behavioral Sciences
Current Index to Journals in Education (CIJE)
Dissertation Abstracts International
A: The Humanities and Social Sciences
B: The Sciences and Engineering
Education Index
Educational Administration Abstracts
Exceptional Child Education Abstracts ’
Index to Legal Periodicals
Index to Periodical Articles Related to Law
Fuman ResourcesCAbstracts
Language and Language Behavior Abstfacts
Language Teaching and Linguisticsg Abstracts

Library Literature

Monthly Catalog of Government Publications’

<D
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21.
22.
23.

24,

25,

’ '“26l

217.

28.
29.

'30..

31.

32,

“._ - [
- . . .
[ : . . "',

’ i

Mouthly Checklist of State Publlcatioﬁe

New York Times Index

_Psyéhological Abstracts

Publ ¢ Af{aira Information Service Bulletﬁn

Readers Guide toe Periodical Licerature . e

Resources in Education.(ERIC)
Research Relatirg to Children

Social Science Citation Index
Sociological Abstracts o | .
State Education Journal Indg;
Vertical File Index . . |
Wéekly Government Abs;rgcps: Behavéor’and

i
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Society (NTIS)
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