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Preface

Organization, Audience, and Availability
of the ERIC Processing Manual (EPM)

Organization

The ERIC Processing Manual (EPM) is organized into ten (1) major Sections,
each dealing with a major functional work area in the development of the ERIC
data base. The Table of Contents immediately following this Preface 1ists
these Sections. Each is designed as an independent module that contains all
that is necessary to perform the function involved.

There are two supporting appendices, one providing subject scope
statements for each ERIC Clearinghouse (to be used in assigning documents to
Clearinghouses and transferring documents between Clearinghouses); and one
providing definitions for various technical terms used throughout the EPM.

A comprehensive subject index provides easy access to the content of all °
Sections.

Audience

The ERIC Processing Manual (EPM) is intended primarily for the use of
the ERIC Clearinghouses (currently there are 16) engaged in acquiring, selecting,
and processing (cataloging, indexing, abstracting) bibliographic material for
the ERIC data base. Since the ERIC Clearinghouses are geographically separated,
it is necessary to have a single set of printed guidelines in order to achieve
standardized inputs from all Clearinghouses and an internally consistent data
base.

The EPM is not intended as a guide to the internal centralized functions
of the ERIC Processing and Reference Facility, although it deals with many of
these functions that it is essential Clearinghouses know, e.g., pagination
procedures, vocabulary maintenance procedures, etc.

The EPM will be of interest to some users in that it deals in detail with
the construction of the data base from which those users conduct retrieval
operations. The kinds of documents that are selected for ERIC, the definitions
of the individual data elements cataloged, the rules for indexing and
abstracting—all these are matters that affact retrieval and knowledge of
which can improve retrieval.
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Availability

The ERIC Processing Manual (EPM) can be purchased in paper copy from the
ERIC Processing and Reference Facility for $40 (domestic postage paid). Since
revised pages are issued periodically, the EPM purchased at any given time
will be up-to-date only as of that point in time.

A copy of the EPM is being entered into the ERIC data base where it will
acquire an ED accession number (not available as of this writing) and be
announced in Resources in Education (RIE). When announced it will be available
in both microfiche and paper copy blowback from the microfiche from the ERIC
Document Reproduction Service (EDRS). The copy announced in RIE will be up-to-
date as of that point in time.

Revision Process

AUTHORSHIP

Since the ERIC Processing Manual is a working document, constantly in
use to provide the rules and conventions by which the ERIC data base is
constructed, it is constantly being modified to meet new problems, provide
additional elaboration, and to be responsive to changes in priorities. All
suggestions for change should be directed to the Editor, ERIC Processing Manual.

Revised pages are prepared and distributed to the Clearinghouses on an
as needed basis. In the course of a year an average of 25 pages may be
revised. Each revised page is dated in the following way in order to
distinguish it from the page it replaces, e.g., "Revised December 1982."

In addition, parallel lines are placed in the right hand margin in order to
identify the material changed in the revision.

Shelf copies of the individual sections all receive the revised bages
at the time they are printed. However, because of the wide distribution of
the EPM both domestically and abroad, it is not possible for ERIC to
automatically provide revised pages to ali previous recipients of the EPM.

Approximately every five years the number of revision pages added to the
EPM becomes such that a general revision is done in order to smooth rough
edges and integrate material between Sections. At that time, a totally new
edition is usually prepared. The last edition of the EPM was dated 1974
and was accessioned as ED-092 164. This present edition started in 1980,
with the Tast Section being issued in 1982, and was accessioned as ED-

The ERIC Processing Manual (EPM) has been prepared by the staff of the
ERIC Processing and Reference Facility under the general editorship of its
Director, Ted Brandhorst. The Sections on "Acquisitions" and "Selection"
were prepared by Grace Sundstrom, Acquisitions Librarian. The Section on
Vocabulary Development and Maintenance — Descriptors was prepared by
Jim Houston, Lexicographer. The equivalent Section on Identifiers was
prepared by Carolyn Weller, Special Projects Coordinator. The Index was
prepared by Elizabeth Pugh, Administrative Assistant.

Revised August 1983
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I.  INTRODUCTION

A.

General

The objective of this Section is to introduce the six major
components that make up the ERIC system. As shown in Figure I-1,
these are:

Central ERIC;

ERIC Clearinghouses;

ERIC Processing and Reference Facility Contractor;
CIJE Contractor;

ERIC Document Reproduction Service (EDRS);

U.S. Government Printing Office (GPO).

The GPO is, in effect, the printing contractor for Resources in
Education. (Full mailing addresses, telephone numbers, and the names
of major staff for each of these organizations, except GPO, may be
found in the ERIC Directory, which is revised every six months and
distributed to all ERIC components).

Each organization is described briefly in this introduction,
highlighting its major functions and responsibilities. The remainder
of the ERIC Processing Manual consists of detailed procedures and guidelines
for the ERIC Clearinghouses in the performance of certain of these
functions, together with various supporting Appendixes. The internal
procedures of the ERIC Facility, ERIC Document Reproduction Service,
CIJE Contractor, and Central ERIC are specifically not covered by this
manual. Processing interactions among the system components are
depicted schematically in Figure I-2. An historical introduction to
the entire ERIC system, providing some background and explanation for
the present decentralized structure, is given as Figure I-3.

ERIC System Components

1. Central ERIC

Central ERIC
National Institute of Education
Washington, D.C. 20208

Central ERIC is located within the National Institute of
Education (NIE), U.S. Department of Education, and acts as the
funding source, policy maker, manager, and technical director of
the ERIC system. Activities of all other components of the system
are monitored by Central ERIC to ensure quality products and
services. All questions relating to basic ERIC policies should be
directed to Central ERIC.
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E R " EDUCATIONAL RESOURCES INFORMATION CENTER*

ERIC stands for Educational Resources information Center. ERIC was originally conceived in the U. S.
Office of Education in the mid-1960's as a system for providing ready access to educational literature. At
the time ERIC was first discussed. the literature of education was uncontrolled. Research reports. submitted
to OE by their contractors and grantees. received an initial scattered distribution and then disappeared.
Reports from other sources generally remained equally inaccessible. ERIC was intended to correct this
chaotic situation and to provide a foundation for subsequent information analysis activities and attemptsto
spread the use of current developments.

Because of the decentralized nature of American education. education’s many specializations. and the
existence of numerous professional orgamizations. ERIC’s designers opted for a network of organizations
rather than a single monolithic information center located in Washington. ERIC was concewved. therefore.
as a network of “clearinghouses. " located across the country in “host™ organizations that were already
naturaliy strong in the field of education in which they would operate.

Contracts with clearinghouses originally gave them responsibility for acquiring and selecting all docu-
ments in their area and for “processing” these documents. “Processing” includes the familiar surrogation
activities of cataloging. indexing. and abstracting. This scheme has worked out very well. Virtually all ob-
servers of ERIC have concluded over time that the network of clearinghouses does a better job of ferreting
out the current Iiterature of educatior: than one single information center in Washington could ever do. With
their specialized subject expertise. clearinghouse staff are well qualified to manage ERIC document selec-
tion functions. Decentralization has paid off as well for information analysis and user service activities. How-
ever. decentralization was not the complete answer. In order to generate products that included the output
of all network components. information gathered by the clearinghouses had to be assembled at one central
place. ERIC’s final design. therefore. included decentralized clearinghouse operations integrated around a
central computenized facility which serves as a switching center for the network. The data recorded by each
of the clearinghouses Is sent to the facility to form a centrai data base from which publications and indexes
are produced.

Similar arrangements are used to supply the public with copies of reports added to the system. A basic
decision for ERIC was to make documents available from a central source instead of just informing users
that a given document existed. It was. therefore. necessary to provide a document reproduction service
where any non-copyrighted document announced could be obtained. (When permission is obtained. copy-
righted materials are also reproduced.) In other words. ERIC was developed as a complete document
announcement and retrieval service.

Both of these centralized services had entrepreneurial aspects. The Government obviously could not
afford to subsidize every user's document needs. The document reproduction effort had to become self-
supporting or it would become too expensive within Federal budgets. Therefore. users had to pay for reports
they wanted. In the same way. dissemination of the data base is not subsidized by the taxpayer: persons
wanting ERIC magnetic tapes are required to meet order processing. tape. and duplication costs. The
Federal Govemment limits its investment in both areas by generating a fundamental data base and then
permitting the private sector to market it at prices as advantageous to the public as possible.

In support of this strategy. and also because central facility operations depended on use of advanced
technologies (computerized photocomposition and microreprographic technology). these functions were
located in the commercial sector.

*Now located within:

National institute of Education (NIE)
Department of Education
Washington, 0.C. 20208

FIGURE 1-3: ERIC—A PROFILE (Page 1 of 2)
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ERIC. therefore. emerges as a network with four levels. The first or Governmental level is represented by
NIE and Central ERIC (the funder. policy setter. and monitor). The second or non-profit level is made up of
16 Clearinghouses located at universities or professional societies. The third or commercial level consists
of the centralized facilities for managing the data base. putting out published products. making microfiche,
and reproducing documents. Fourth and last are the users who receive the benefit of these activities.

ERIC NETWORK COMPONENTS
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FIGURE 1-3: ERIC—A PROFILE (Page 2 of 2)




ERIC Clearinghouses

The ERIC Clearinghouses have responsibility within the network
for acquiring the significant educational literature within their
particular scope, selecting the highest quality and most relevant
material, and processing (i.e., cataloging, indexing, abstracting)
the selected items for input to the data base. It is the above
procedures that are covered by this Manual. In addition, Clearing-
houses provide reference and retrieval services; develop information
analysis products, conduct workshops and make presentations, and
generate other types of communication links with the educational
community. These latter functions are not covered by this Manual.

There are currently sixteen ERIC Clearinghouses located at
various points across the United States, each housed at a non-profit
institution. The exact number of Clearinghouses has fluctuated
over time, in response to changing educational needs and policies.

The major Clearinghouse functions covered by this Manual can
be listed as follows:

® Acquisitioning Resource Materials (Reports and Journal
Articles)

e Handling and Shipping
o Selection/Evaluation (Input Screening)

Duplicate Checking
Reproducibility/Legibility Checking
Copyright Checking

Level of Processing Determination
Labeling (Policy and Copyright labels)
Accessioning (Logging, Assigning Number)

e Document Processing
e Descriptive Cataloging
o Abstracting
o Indexing
e Vocabulary Maintenance (Suggesting New Index Terms)

The major Clearinghouse functions not covered by this Manual
can be briefly elaborated upon as follows:

e Providing Reference and Retrieval Services

Reference assistance and retrieval services are
provided to individual users. This may include literature
searches/bibliographies (computer or manual), identification
of sought-after documents, referrals to sources of
information (such as summaries, state-of-the-art studies,

I-6
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or even other data bases, such as NTIS, NASA, DOC,
University Microfilms, etc.). Information regarding
the ERIC system and how to utilize it is also provided.

e Developing Information Aralysis Products

Information analysis products are publications that may
include research reviews, papers summarizing or synthesizing
given topics, bibliographies (annotated and unannotated),
state-of-the-art papers, guides to a field or to the
literature of a field, etc. The particular products
developed by a given Clearinghouse will depend on such
factors as the user group served, priorities established by
Clearinghouse staff, Clearinghouse Advisory Board input,
Central ERIC and NIE requests and initiatives, etc.

o Conducting Workshops and Presentations

Clearinghouses conduct workshops and make presentations
on how to use the ERIC System and the products generated by
the system (including both basic reference tools such as
RIE and CIJE, and information analysis products). Education
of the user community in order to extend and improve system
use is a constant activity.

o Developing and Maintaining Linkages with User Groups

A number of communication links, procedures, and
products have been established by Clearinghouses to provide
information to users and to obtain materials from them,
e.g., newsletters, articles, regular journal columns,
conference participation (including exhibit booths), etc.
Professional associations and the various intermediate
information transfer units are very helpful in achieving
these Clearinghouse objectives.

Each Clearinghouse is identified by a two-character alphabetic
prefix and all documents and journal articles processed by the ERIC
Clearinghouses for Resources in Education (RIE) or Current Index
to Journals in Education (CIJE) are assigned Clearinghouse Accession
Numbers that begin with these prefixes. A complete list of all
prefixes used to date (and therefore all Clearinghouses that have
existed) appears in Figure I-4.

Figure I-5 is a complete 1list of all currently operating ERIC
Clearinghouses sequenced by their name. A brief indication of the
scope of interest of each Clearinghouse is also included. The ERIC
Directory provides complete mailing addresses, telephone numbers,
and staff names and titles for all Clearinghouses. Appendix A
provides a detailed guide to the subject matter and topical areas

- covered by each Clearinghouse.




PREFIX CLEARINGHOUSE STATUS

AA ERIC Facility Contractor (For RIE) Current

CIJE Contractor (For CIJE)

AC Adult Education . (Merged into CE in 1973)
AL Linguistics (Merged into FL in 1971)
CE Adult, Career, and Vocational Education Current

CG Counseling and Personnel Services Current

CS Reading and Communication Skills Current

EA Educational Management Current

EC Handicapped and Gifted Children Current

EF Educational Facilities (Merged into EA in 1970)
EM Educational Media and Technology (Merged into IR in 1974)
FL Languages and Linguistics Current

HE Higher Education Current

IR Information Resources Current

JC Junior Colleges Current

LI Library and Information Sciences (Merged into IR in 1974)
PS Elementary and Early Childhood Education | Current

RC Rural Education and Small Schools Current

RE Reading (Merged into CS in 1972)
SE Science, Mathematics, and Current

Environmental Education

SO Social Science/Social Studies Current

SP Teacher Education Current

TE Teaching of English (Merged into CS in 1972)
™ Tests, Measurement, and Evaluation Current

ub Urban Education Current

VT Vocational and Technical Education (Merged into CE in 1973)

FIGURE I-4: ERIC CLEARINGHOUSES—A COMPLETE LIST (WITH PREFIXES)
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ERIC Ready Reference #6
Revised April 1987

ARINGHOUSES (and Other Network Components)

ERIC:

The ERIC Clearinghouses have responsibiiity within the network foracquiring the significant educational
literature within their particular areas, selecting the highest quality and most relevant material, processing(L.e,
cataloging, indexing, abstracting) the selected items for Input to the data base, and aiso for providing
information analysis products and various user services based on the data base.

The exact number of Clearinghouses has fluctuated over time in response to the shifting needs of the
educational community. There are currently 16 Ciearinghouses. These are listed below, together with full
addresses, telephone numbers, and brief scope notes describing the areas they cover.

ERIC Clearinghouse on Adult, Career, and Vocational
Education (CE)

Ohio State University

National Center for Research in Vocational Education

1960 Kenny Road

Columbus, Ohio 43210-1090

Telephone: (614) 486-3655; (800) 848-4815

All levels and settings of adult and continuing, career, and voca-

tional/technical education. Adult education, from basic literecy tralning

through professional skill upgreding. Career education, including career

awareness, career decisionmaking, career development,career change,

and experience-based education. Vocationa! and technical education,

including new subprofessionalfields, industriatarts, corractions education,

employment and training programs, youth employment, work experience

programs, educatiorvbusiness partnerships, entrepreneurship, aduit

retraining, and vocational rehabilitation for the handicapped.

ERIC Clearinghouse on Counseling and Personnel
Services (CG)

University of Michigan

School of Education, Room 2108

610 East University Street

Ann Arbor, Michigan 48109-1259

Telephone: (313) 764-9492 ‘

Preparation, practice, and supervision of counselors at all educational

levels and in all settings; theoretical development of counseling and

guidance; personnel procedures such as testing and interviewing and

the analysis and dissemination of the resultant information; group work

and case work; nature of pupl, student, and adult characteristics;

personnel workers and their relation to career planning, family con-
suitations, and student orientation activities.

ERIC Clearinghouse on Educational Management (EA)
University of Oregon

1787 Agate Street

Eugene, Oregon 97403-5207

Telephone: (503) 686-5043

The leadership, management, and structure of public and private
educational organizations; practice and theory of administration; pre-
service and inservice preparation of administrators; tasks and processes
of administration; methods and varieties of organization and organi-
zational change; and the social context of educational organizations.

Sites, buildings, and equipment for education; planning, financing,
constructing, renovating, equipping, maintaining, operating, insuring,
utilizing, and evaluating educational facilities.

ERIC Clearinghouse on Elementary and Early Childhood
Education (PS)

University of Illinois

College of Education

805 W. Pennsylvania Avenue

Urbana, Illinois 618014897

Telephone: (217) 333-1386

The physical, cognitive, social, educational, and cultural development of
children from birth through eariy adolescence; prenatal factors; parental
behavior factors; learning theory research and practice related to the
development of young children, including the preparation of teachers for

)~ educationalievel; educational programs and communityservices for

dopment and education.

FullToxt Provided by ERI

f

- ]: lk\l‘c iren; and theoreticaiand philosophicalissues pertaining tochildren’s

- R
oy <t

ERIC Clearinghouse on Handicapped and Cifted
Childien (EC)

Council for Exceptional Children

1920 Association Drive

Reston, Virginia 22091-1589

Telephone: (703) 620-3660

All aspects of the education and development of the handicapped and
gifted, including prevention, identification end assessment, intervention,
and enrichment, both in special settings and within the mainstream.

ERIC Clearinghouse on Higher Education (HE)
George Washington University

One Dupont Circle, N.-W., Suite 630

Washington, DC. 20036-1183

Telephone: (202) 296-2597

Topics relating to college and university conditions, problems, orograms,
and students. Curricular and instructional programs, and institutional
research at the college or university level. Federal programs, professional
education (medicine, law, etc), professional continuing education,
collegiate computer-assisted leaming and management, graduate ed-
ucation, university extension programs, taeching-leaming, legal issues
and legislation, planning, govemance, finance, evaluation, interinstitu-
tional arrangements, management of institutions of higher education,
and business or industry educational programs leading to a degree.

ERIC Clearinghouse on Information Resources (IR)
Syracuse University

School of Education

Huntington Hall, Room 030

150 Marshall Street

Syracuse, New York 13244-2340

Telephone: (315) 423-3640

Educational technology and library and information science at all levels.
Instructional design, development, and evaluation are the emphases
within educational technology, along with the media of educational
communication; computers and microcomputers, telecommunications
{cable, broadcast, satellite), audio and video recordings, film and other
audiovisual materials, as they pertain to teaching and leaming. Within
library and information sclence the focus is on the operation and
management of information services foreducation-refated organizations.
Allaspects of information technology related to education are considered
within the scope.

ERIC Ciearinghouse for Junior Colleges (JC)
University of California at Los Angeles (UCLA)
Mathematical Sciences Building, Room 8118
405 Hilgard Avenue

Los Angeles, California 90024-1564

Telephone: (213) 825-3931

Development, administration, and evaluation of two-year public and
private community and junior coileges, technical institutes, and two-year
branch university campuses. Two-year college students, faculty, staff,
curricula, programs, support services, fibraries, and community services.
Linkages between two-year colleges and business/industrial organi-
zations. Articulation of two-year colleges with secondary and four-year
postsecondary institutions.
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FIGURE I-5 (PAGE 2 OF 2)

ERIC Clearinghouse on Languages and Linguistics (FL)
Center for Applied Linguistics

1118 22nd Street, N.-W.

Washington, DC. 20037-0037

Telephone: (202) 429-9551

Languages and language sciences; theoretical and applied linguistics;
all areas of foreign language, second language, and linguistics in-
struction, pedagogy, or methodology; psycholinguistics and the psychol-
ogy of language leaming; cultural and interculturalcontext of languages;
applicationof linguistics in language teaching; bilingualism and bilingual
education; sociolinguistics; study abroad and international exchanges;
teacher training and qualifications specific to the teaching of foreign
languages and second languages; commonly and uncommonly taught
languages, including English as a second fanguage; reiated curriculum
developments and problems.

ERIC Clearinghouse on Readitg and Communication
Skills (CS)

National Council of Teachers of English

1111 Kenyon Road

Urbana, Iilinois 61801-1096

Telephone: (217) 328-3870

Reading, English, and communication skilis (verbal and nonverbal), pre-
school through college; educational research and instruction develop-
ment in reading, writing, speaking, and listening; identification, diagnosis,
and remediation of reading problems; speech communication(including
forensics), mass communication, interpersonal and small group inter-
action, interpretation, rhetorical and communication theoty, speech
sciences, and theater. Preparaticn of instructional staff and related
personnel in these areas.

Allaspectsof reading behavior withemphaasis on physiclogy, psychology,
sociology, and teaching; instructional materials, curriculs, tests/measure-
ment, and methodology at all leve's of reading; the rcie of librasies and
otheragencies in fostering and guiding reading; diagncatics and remedial
reading services in schools and clinical settings. Preraration of reading
teachers and specialists.

ERIC Clearinghouse on Rura! Education and Small
Schools (RC)
New Mexico State University

- Computer Center (Room 218), Stewart Street

Department 3AP, Box 30001
Las Cruces, New Mexico 82003-0001
Telephone: (505) 646-2623

Economic, cultural, social, or other factors related to educational
programs end practices for rural residents; American Indians/Alaska
Natives, Mexican Americans, and migrants; educstional practices and
programs in all small schools; outdoor education.

ERIC Clearinghouse for Science, Mathematics, and
Environmental Education (SE)

Ohio State University

1200 Chambers Road, Room 310

Columbus, Ohio 43212-1792 .

Telephone: (614) 292-6717

Science, mathematica, and environmental education at all levels, and
within these three broad subject areas, the followingtopics: development
of curriculumandinstructionaimateriais; teachersand teacher education;
leaming theory/outcomes (Including the impact of parameters such as
interest ievel, inteligence, values, and concept development upon
leaming inthese fields); educational programs; research and evaluative
studies; media applicctions; computer applications.

ERIC Cleacinghouse for Social Studies/Social Science
Education (SO)

Indiana University ’

Social Studies Development Center

2805 East 10th Street

Bloomington, Indiana 47405-2373

Telephone: (812) 335-3838

All jevels of social studies and social science education; content of the

social science disciplines; applications of theory and ressarch to soclal

science oduatiobn‘;' mvb:mmh%whl sclence mﬁumg}&rx

m acience); odd'::.tfon uyi social science; eo;npcratlvo education

lKl-i 2); content and curriculum materials on “social” topics such as iaw-
U __deducation, ethnic studies, blas and discrimination, aging, adoption,

IText Provided by ERIC

.- R Cn's oquity, and sex education. .

~
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ERIC Clearinghouse on Teacher Education (SP)

American Association of Colleges for Teacher
Education

One Dupont Circle, N.W., Suite 610

Washington, DC. 20036-2412

Telephone: (202) 293-2450

School personnel at all levels; teacher selection and training, preservice
and insetvice preparation, and retirement; the theory, philosophy, and
practice of teeching; curricula and general education not specifically
covered by other clearinghouses; all aspects of physical education,
health education, and recreation education.

ERIC Clearinghouse on Tests, Measureinent, and
Evaluation (TM)

Educational Testing Service

Rosedale Road

Princeton, New Jersey 085410001

Telephone: (609) 734-5176

Tests and other measurement devices; methodology of measurement
and evaluation; application of tests, measurement, or evaluation in
educational projects or programs; research design and methodology in
the arela cf testing and measurement/evaluation; leaming theory in
genera

ERIC Clearinghouse on Urban Education (UD)
Teachers College, Columbia University

Institute for Urban and Minority Education

Main Hall, Room 300, Box 40

525 W. 120th Street

New York, New York 10027-9998

Telephone: (212) 678-3433

Programs and practices in public, parochial, and private schools in urban
areas and the education of particular raclal/ethnic minority children and
youth in various settings — local, national, and intemational; the theory
and practice of educational equity; urbanand minority experiences; and
urban and minority social institutions and services.

Educational Resources Information Center

(Central ERIC)

U.S. Department of Education

Office of Educational Research and Improvement (OERI)
Washington, DC. 20208-1235

Telephone: (202) 357-6289

ERIC Processing & Reference Facility
ORI, Iic., Information Systems

4350 EastWest Highway, Suite 1100
Bethesda, Maryland 20814-4475
Telephone: (301) 656-9723

ERIC Document Reproduction Service (EDRS)
Computer Microfilm Corporation (CMC)

3900 Wheeler Avenue

Alexandria, Virginia 22304-5110

Telephone: (703) 823-0500; (800) 227-3742

Oryx Press

2214 North Central Avenue at Encanto
Phoenix, Arizona 85004-1483

Telephone: (602) 254-6156; (800) 457-6799




3. Commercial Contractor:

a. ERIC Processing and Reference Facility

ERIC Processing and Reference Facility
ORI, inc., Information Systems Division
Bethesda, Maryland 20014

The ERIC Processing and Refererce Facility is a
centralized information processing facility serving all
componenits of the ERIC network, i.e., Central ERIC,
the decentralized Clearinghouses, ERIC Document Reproducticn
Service, CIJE Contractor. It is under the policy direction
of Central ZRIC. Services provided include:

e receiving and dispatch;

o document control
(screening, duplicate checking, assignment, storage,
special distributions, accessioning);

o document analysis .
(cataloging, indexing, abstracting, editorial review);

o authority list maintenance
(including lexicographic analysis);

o data preparation
(preparing machine-readable data, OCR scanning);

computer processing;

csystem and file maintenance;
data base management;
programming;

refarence responses.

The Facility prepares and delivers a variety of products and
publications from the ERIC data base. These include:

o the monthly abstract journal Resources in Education
(RIE) and its Semiannua! and Annual Indexes;
quarterly editions of the ERIC Source Directory;

o semiannual editions of the alphabetic, rotated, and
hierarchical versions of the Thesaurus;

o an annual Contract/Grant Number Index;

o a semiannual Report/Project Number Index;

® an annual cumulative Clearinghouse Nwnber/ED Number
Cross Reference List, with monthly updates;

® [ERIC Administrative Bullein (EAB);
Interchange (Newsletter for Users);
o Identifier Authority List,
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e a Title Index to the RIE portion of the data base;
® regular updates to the ERIC Processing Manual;

® the ERIC Directory, ERIC System Documentation, and
numerous other listings, compilations, and indexes.

Staff of the Facility serve ERIC in an advisory or consultant
capacity, manage and participate in data base user meetings,
and perform analyses of the data base. A heavy emphasis is
placed by the Facility on scheduling, statistical reporting,
and cost accounting (including unit cost reports), for
purposes of management control.

The current ERIC Facility contractor is ORI, Inc. The
major Facility functions covered by this Manual can be 1isted
as follows:

® Acquisitions and Assignment of Docuients (For RIE)

The ERIC Facility performs an acquisitions
function principally aimed at obtaining documents
pertinent to the ERIC mission from Government agencies
and from foreign and international organizations.

For these sources of documents, the Clearinghouses

are directed to work through the Facility. Documents
obtained from these efforts, as well as documents
originated or otherwise obtained directly by the
National Institute of Education, are assigned by the
Facility to the appropriate Clearinghouse in accordance
with the Clearinghouse statements of scope. The
Facility does not exercise an Evaluation/Selection
function.

e Handling and Shipping

Each shipment of documents and resumes from the
Clearinghouses is checked against the accompanying
log sheet to verify completeness of the shipment.
The documents are then checked to ensure attachment of
the appropriate policy statements and reproduction
releases. The documents/resumes are then forwarded
for editing of the Clearinghouse processing work.

o Editin

Documents and completed resume forms, for which
initial processing has been accomplished by the
Clearinghouses, are received by the editors and checked
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to ensure completeness and correctness of all entries
and compliance with the provisions of the ERIC
Processing Manual. (After editing, all data are
processed into machine~-readable form for subsequent
computer processing to produce RIE and other products.)

e Vocabulary Maintenance

The ERIC Facility Lexicographer, with the
assistance of a nationwide Vocabulary Review Group,
reviews all new index terms (Descriptors and
Identifiers), recommended by the Clearinghouses,
approving or denying each term. Descriptor Scope
Notes (definitions) and cross-reference structures
are refined, if necessary. Similarly, all
suggestions for changes of existing terminology
are reviewed for feasibility, advisability, impact,
and compliance with the "Vocabulary Development and
Maintenance” section of this Manual.

The major Facility functions not covered by this Manual

can be briefly elaborated upon as follows:

e Distribution of Documents

Includes complimentary distribution of RIE and
CIJE and distribution of ERIC-related handout and
exhibit materials.

e Reference Responses

General information about the ERIC system and
ordering information for specific sought-after
documents is provided to a wide variety of users
who have directed their inquiries to NIE, OE, the
Department of Education, Central ERIC, GPO, LC,
etc. Appropriate referrals are also made.

o Computer Searches

Computer searches of the ERIC data base (RIE
and CIJE) are made at the request of Central ERIC
and in support of regular ERIC Facility functions,
e.d., Acquisitions, Lexicography.

o Dat2 Entry

A1l ERIC document data are reduced to machine-
readable form for subsequent screening, editing,
and computer processing. (Optical Character
Recognition (OCR) is the principal technique
currently used, although on-line techniques are
also available.)




e Computer Processing

Data reduced to machine-readable form are used to
update the ERIC magnetic tape and direct access
computerized files. Publications and indexes are
generated from these files via a series of computer
programs (documented in the ERIC System Documentation).

o ERICTAPES/ERICTOOLS Projects

The ERIC Facility Contractor is authorized by
Central ERIC to make the ERIC data base, and various
internal ERIC reference publications, e.g., Title
Index, available for sale to the public via a self-
sustaining program not requiring Government subsidy.

b. Current Index to Journals in Education (CIJE) Contractor

Oryx Press
2214 North Central at Encanto
Phoenix, Arizona 35004

The current CIJE Contractor is Oryx Press. CIJE was
begun in 1969 as a joint venture between ERIC and the
commercial publishing realm. In addition to this index
to journal literature in the field of education, the CIJE
Contractor is expected to serve as the major commercial .
hardbound publisher exploiting the ERIC data base for the
preparation of a variety of publications, e.g., annual RIE
cumulations, Thesaurus of ERIC Descriptors, etc. '

The major CIJE Contractor functions covered by this
Manual are the following:

® Selection, Acquisition, and Assignment of
Journals to be Covered by CIJE

Journals to be coveres, either comprehensively or
selectively, are recommended by Clearinghouses, subject
to the approval of Central ERIC. Clearinghouses are
assigned journals on the hasis of their scope of
interest. At present, journals that do not fall
obviously within the scope of any Clearinghouse (e.g.,
too general) are processed through the CIJE Contractor.

e Input Screening

Clearinghouses ship completed resumes tTor journal
articles to the ERIC Facility. The Facility converts
the data to magnetic tape form and sends the resumes
and tapes to the CIJE Contractor, where they are
checked against the accompanying log sheet to verify
completeness of the shipment. .
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c.

o Editing

All completed journal article resumes, whether
done by Clearinghouse or in-house by the CIJE
Contractor, are edited to ensure accuracy, completeness,
and compliance with this Manual.

The major CIJE Contractor functions not covered by this
Manual can be listed as follows:

o Computer Processing

o CIJE (and Other ERIC-Related Products) Production,
Marketing, Sales, Distribution

ERIC Document Reproduction Service (EDRS)

ERIC Document Reproduction Service (EDRS)
Computer Microfilm International, Corporation (CMIC)
Arlington, Virginia 22201

The ¢urrent EDRS Contractor is Computer Microfilm
International, Corporation (CMIC). EDRS is the document
supply and distribution component of the ERIC network. All
non-copyrighted Jocuments (and any others for which
reproduction permission has been obtained) announced in
Resources in Education are forwarded to EDRS, where they
are microfilmed and converted into microfiche (4" x 6" flat
sheets of microfilm) according to Federal and national
standards.

Interested users may obtain copies of ERIC documents
from EDRS in either microfiche (at 24x reduction*) or paper
copy form (at 100% original size). Orders are accepted on
either an on-demand or subscription basis. Subscribers may
order the entire microfiche collection (monthly this amounts
to about 1,300 tities contained on about 1,800 microfiche)
or subsets of the entire collection (such as all the titles
input by a particular Clearinghouse). There are currently
over 700 organizations that subscribe to the entire ERIC
collection on a continuing basis. These are made up of
Federal agencies, universities and colleges, state and
local education agencies, school systems, professional
associations, non-profit groups, etc. There are over seventy
subsci jptions in foreign countries. Individual users
consist of teachers, students, researchers, planners,
administrators, counselors, therapists, and numerous
other members of the educational community.

*20x reduction was employed prior to 1972.
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Each document announced in Resources in Education carries

with it an EDRS price code (or alternate source of availability):

e Individual on-demand miecrofiche are sold at a
price of $0.83 per title as long as the document
fits on five cards or less (i.e., is 479 pages
or less). The price increases $0.17 for each
additional card (i.e., 96 page increment or
fraction thereof) required.

e Individual on-demand paper copies are sold on
a price scale beginning at $1.82 for 1-25 pages
and rising $1.50 for each additional 25 page
increment (or fraction thereof).

See EDRS order form for full current price information.
Microfiche may be purchased on a standing order basis

at a bargain price (encouraging subscriptions) that works
out to less than $0.10 per microfiche, or about $2,000

a year for around 21,500 microfiche.

None of the functions performed by EDRS are covered by
this Manual.

Government Printing Office

U.S. Government Printing Office
Washington, D.C. 20402

The Government Printing Office receives each month from
the ERIC Facility a magnetic tape containing the contents of an
issue of RIE. Using the Videocomp high-speed photocomposition
device, GPO composes camera-ready made-up pages for the issue,
and prints and binds sufficient copies to handle subscription,
complimentary distribution, and on-demand order requirements.
A1l subscriptions to RIE, and all initial distributions to
these paid subscribers, are handled by GPO. (Complimentary
distribution is handled by the ERIC Facility.) On-demand orders
for single copies or the semiannual cumulative index are handled
by GPO as long as the supply lasts (usually up to six months
following publication). Annual cumulations of both RIE abstracts

and indexes are reprinted in hardbound form by the CIJE contractor.

None of the functions performed by GPO are covered in this
Manual.

Major ERIC Products

A large number of information products result from the effort

of the various members of the ERIC network. The major products
are described below, in entries designed for the reader as yet
unfamiliar with ERIC.

A larger 1ist of available products (including
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the major ones) appear in Figure I-6, together with information
concerning frequency, publisher, price, etc. Each publisher can
provide additional informational literature elaborating on particular
products. Bibliographies of ERIC Information Analysis Products

are prepared annually and are listed in Figure I-6.

1.

Resources in Education (RIE)

RIE is a paperbound monthly (12 issues per year) abstract -
Jjournal that announces reports and documents dealing with all
aspects of education, i.e., research reports, program descriptions,
instructional materials. RIE consists of a resume section of
document abstracts, and index sections consisting of separate
subject, author, institution, and publication type indexes. A
paperbound semiannual index is available for January-dJune each
year. An annual cumulation of both resumes and indexes is
available from the CIJE Contractor. Each monthly issue
announces approximately 1,500 jtems.

RIE is directed at the entire educational community, e.g.,
school administrators, teachers, supervisors, school board
members, education researchers, students, librarians, professional
educators, etc.

RIE is available from the U.S. Government Printing Office,
Washington, D.C. 20402. The current annual subscription price
for the journal in the U.S. is $42.70 per year, exclusive of
the semiannual cumulative index. For additional details, see

Figure I-6.
Current Index to Journals in Education (CIJE)

CIJE is a paperbound monthly (12 issues per year) index
Jjournal that announces journal articles from over 700 education
and education-related journals. CIJE is made up of a main entry
section, consisting of bibliographic information and up to
50-word annotations for most articles; an index section, consisting
of separate subject and author indexes; and a journal content
section arranged by journal title and showing the articles
accessioned from each journal issue. Semiannual curulations are
available (curulating both the announcement section and indexes).
Each issue announces approximately 1,700 items.

Like RIE, CIJE is directed at the entire educational
community.

CIJE is available from Oryx Press (for current address,
always consult the ERIC Directory or RIE). The subscription
price for the journal in the U.S. is $30 per year, exclusive
of cumulations. For additional details, see Figure I-6.
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5.

Thesaurus of ERIC Descriptors

The Thesaurus of ERIC Descriptors contains the basic
vocabulary used by the ERIC system for the indexing of documents
and journal articles. It contains approximately 5,000 Main
Terms and 3,500 Synonyms cross-referenced to the Main Terms.
Scope Notes (definitions) or parenthetical qualifiers are
provided for all non-obvious terms. Hierarchical and other
relationships among terms are indicated by the standard
"Narrower Term," "“Broader Term," "Related Term" notations.

The Thesaurus is maintained and updated by the ERIC
Facility, largely on the basis of inputs from the ERIC Clearing-
houses. New terms and changes are made on a monthly basis and
are sent to all ERIC Clearinghouses and announced in the back section
of RIE and CIJE. A "Working Copy" is produced periodically by the
Facility for the use of the Clearinghouse indexers. The Thesaurus
is published (approximately every two years) for public sale by the
CIJE Publisher.

ERICTAPES

ERICTAPES are magnetic tape copies of the files of
bibliographic data assembled by the ERIC System. A number of
different files, in a variety of formats, are offered for sale
by the ERIC Facility Contractor. The most popular files are the
sequential Master Files containing the records announced in
Resources in Education and in Current Index to Jowrmals in
Education, however, the inverted subject index files and the
Thesawrus file have also been widely disseminated.

The files are sold on 9-track tape reels (600-, 1200-, or
2400-foot, as appropriate), at packing densities of either 800
or 1600 BPI. The tapes are unlabeled and in IBM 360 Operating
System (0S) format in EBCDIC code. Both "Upper Case Only" and
"Upper and Lower Case" character sets are offered.

Detailed discussions of the various files, formats, and
ordering options, along with price lists, can be obtained from the
ERIC Facility Contractor.

Document Reproductions

a. Microfiche

A microfiche is a sheet of microfilm approximately
4" x 6", on which up to 98 pages of text are reproduced
(at 24x reduction). Only the data on the header strip of
a microfiche (containing accession number, title, author, etc.)
are eye-legible; a special enlarging microfiche reader is
necessary to read the page images.
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‘ Documents are announced in RIE at one of three possible
"Levels":

o Level 1: documents are available in both
microfiche and paper copy;

o Level 2: documents are available only in microfiche;

= o Level 3: documents are not available at all from
EDRS, but an alternate source of availability
is cited in the RIE announcement.

Less than 10% of the items announced in RIE are Level 3; all
others may be obtained in microfiche form from EDRS. Journal
articles announced in CIJE are available from reprint services
such as UMI and ISI.

A single title that will fit on five microfiche
or less (i.e., 479 pages) costs $0.83. The price increases
at a rate of $0.17 for each additional microfiche required
(i.e., 96 page increment or less). Standing orders to obtain
the entire ERIC collection on microfiche are available from
EDRS.

b. Paper Copy (PC)

' Paper Copy refers to a paper reproduction (usually
at 100% of original size) of an original document. A1l
Level 1 documents announced in RIE (about 75% of the
announcements) are available from EDRS in paper copy.

Paper copy reproductions are sold on a graduated scale
dependent on size. The price starts at $1.82 for a document
of 1-25 pages. See EDRS order form in most recent issue of
RIE for full current price.

6. Reference Tools (Providing Access to the Data Base)

A wide variety of reference tools providing access to
the ERIC Data Base are available. All significart tools are
listed in Figure I-6, together with information as to
frequency, publisher, price, etc.

As an example, the Title Index is described below:
Title Index
The Title Index to RIE accessions (ED number accessions)

is produced in the form of an annual total cumulation*,
supplemented by quarterly cumuiations for the calendar year

‘ *The Title Index cumulations are as follows:

® 1966-1976 Ten Year Cumulation
® 1977 - Last full year
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in progress. It is a major reference tool with particular
application to duplicate checking and the identification
of inquiries where title is the major (if not only) data
element provided.

The format includes both pagination and date of
publication, as additional discriminators helpful in the
case of identical titles. The pagination also permits the
user to calculate the EDRS printed copy price.

The Title Index is available from the ERIC Facility
Contractor at $30 for the latest cumulation and $45
for the cumulation plus a year's supplements.
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ERIC Product Summary

PUBI.!S&EN ISSUE PRICE®* ANNUAL SUBSCRIPTION
AVAILA-
PROOUCT FREQUENCY BILITY* | DOMESTIC | FOREIGN | DOMESTIC FOREIGN NOTES
1. BIBLIOGRAPHY OF PUBLICATIONS ABOUT ERIC —_—— ORI FREE FREE —_——— - —_—
2. CAREER EDUCATION, AN ERIC BIBLIOGRAPHY
11973 —_——— Macmillsn $ 1.5 $ 11.50 —_—— —_ ——
3. CLEARINGHOUSE NUMBER TO ED NUMBER
CROSS-REFERENCE LIST Annually ORI $ 1500 $ 18.00 —_— —_—— —_
4. CONTRACT/GRANT JUMBER INOEX Annuaty OR! $ 10.00 $ 12.00 —_— —_— —_——
5 CURRENT INOEX TO JOURNALS IN EOUCATION
(CUE) Cumulations
1980 include both
- resumes and
Monthly lssues (12) Monthly Oryx Press 4 10.00 4 10.00 $ 80.00 $ 8500 indexes.
Monthly with Semi. tati Monthly Oryx Press —_— - $150 00 $160.00 -
Semiannuat Cumulations (2 Vois) Semiannually Oryx Press ——— - $ 80.00 $ 85.00
1973
Monthly Issuss (Mar.-Dec.) Monthly Oryx Pross —_——— - $ 66.70 $ 70.90
Monthly Issuss (Jan.-Feb.) Monthly Macmiltan $ 1000 $ 10.00 - —_———
1969-1978
Monthly lssues Monthly Mscmitian $ 1000 $ 10.00 $ 80.00 $ 80.00
1975-1978
Semiannual Cumulations Semiannually |  Macmillan —_— —_——— $32.50/Vol. $37.50/vol.
19691974
Annusl Cumulstions Anaualy Macmillan —_— —_——— $ 75.00 $7500
6. OESCRI®TOR ANO IDENTIFIER USAGE REPORT —_——— ERIC/SMEAC | ¢ 20.00 —-_—— —_——— —_——— Plus Postage.
1978 Supplement —_——— ERIC/SMEACE ¢ 23.00 —-_—— ——— -
1977 Suppiement - ERIC/SMEAC | $ 15.00 - _— _—
1976 Supplement —_ ERIC/SMEAC § ¢ 15.00 —_—— —_— —_———
1975 Supplement —_— ERIC/SMEACE $ 15.00 —_— —_——— —_—
1966-1575 Accumulated Totals - ERIC/SMEAC] ¢ 350 —_——— —_——— —_—
7. OIRECTORIES
Oi Y of ERIC Microfiche Collecta Biannually OnRt FREE FREE —_——— —_——
Oirsctory of ERIC Search Services Biannualy OR! FREE FREE —_— —_—

8. DISCIPLINE AND CLASSROOM CONTROL:
A SPECIAL INTEREST RESOURCE GUIOE

Oryx Press $ 250 $ 250

9. DRUG ABUSE:
A SPECIAL INTEREST RESOURCE GUIOE

Oryx Press $ 250 $ 2.5

10. EARLY CHILDHOOD EOUCATION:

AN ERIC BIBLIOGRAPHY {1973) —_——— Macmillan $ 11.50 $ 1.5 —_— ——— —_—
11. EDUCATIONAL DOCUMENTS ABSTRACTS
1879 2 volumes) —_——— Oryx Press ¢ 80.00 $ 85.00 _—— —_— -
1978 {2 volumes) —— Macmitlan $ 75.00 $ 75.00 - —_—
"9 {2 volumes) - Macmitlan [y Fod - -
1976 2 volumas) —-_—— Macmillsn snml snnual —_——— —_—
1975 —-_— Macmilan —_——— —_—
1974 —_— Mscmillan —_— —
1"n —_——— Macmillan —-_——— —_——
1972 —_— Macmittlan _— —_—
1971 - Macmilan _— —_—
1920 - Macmilan —_—— -_—
1968 -_ Macmillan - _—
1968 -_ Macmiflan —_ _—
12. EOUCATIONAL DOCUMENTS INDEX

1979 {1 volume) -——— Oryx Press $ 47.50 ¢ 50 00 —_—— —_— —_—
1978 {1 volume) —_ Mscmilisn $ 4500 $ 45.00 —_——— —_—
"wn {1 volume) —_——— Macmillsn per per —— ——
1976 {1 volume} —_— Macmillan annual snnual - —_—
1975 (1 volume) —-_ Macmillsn —_—— -
194 {1 volume) - Macmillan —_——— -
1973 {1 volume) —_—— Macmiisn —_— —_——-
18 {1 volume) - Macmittan —_—— —_—
1970-1971 (1 volume) —_—— Macmilian . —_— —_—
1966-1969 {2 volumes) —— Macmitisn $ 20.00 $ 70.00 - ——

o tete 80¢ for a¥ publish

o1 fisted on pege 3.

**0ryx Prices Include postage, Macmillan prices do not include postags.

FIGURE I-6:

ERIC PRODUCT SUMMARY (Page 1 of 3)
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ERIC Product Summary (Cont'd.)
PUBLISHER/ ISSUE PRICE*® ANNUAL SUBSCRIPTION
AVAILA.
PRODUCT FREQUENCY BILITY* DDMESTIC | FOREIGN | DOMESTIC FOREIGN NOTES
13. EDUCATIONAL DOCUMENTS INDEX —
INSTITUTIONS 1966-71 - Macmillen $ 20.00 $ 2000 - ———
14. EDUCATIONAL FINANCE, AN ERIC BIBLIOGRAPHY
(1972) ——— Macmilan $ 995 $ 9.95 —-— —— $9 95 Paperbound,
15. ERIC INFORMATION ANALYSIS PRDDUCTS {IAP’s) Annusl
1967-1972 Macmitlan $ 16.50 $ 16.50 ——— -_ Five-Year Cumulation.
1968 {ED-029161) EDRS See Note | See Note —_——— ——— Avasable from
1969 {ED-034089) EDRS ” - —_——— ——— EDRS at Standard
1920 {ED-041598) EDRS ” - —_— - MF/PC Prices.
19m {ED-054827) EDRS ” o —_— ———
1972 {ED077512) EDRS ” - —_— ——— °
1973 {ED-0B7411) EDORS ” o —_——— —_——— .
1974-1975 (ED-126856) EDRS ” e —_——— —-——
1976-1977 (ED-168608) ORI FREE FREE —_— —_— o
1978 {ED-180439) ORI FREE FREE - —_——— ”
16. ERIC PROCESSING MANUAL (ED-092164) ——— EDRS Ses - - —_— $1.00 MF; $33.32
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CLIE Linear Files ORI $300 00- $320 00- $125.00- $130.00- quarterly, annuan;
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1966-67 {out-of-print} - [p—— —-_ —_— p— annual indexes.

Back Issuss of RIE (Resumes) )

1978 Oryx Press $ 8000 $ 85.00 —_—— B Reprints by com-
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asn- ) Quartery
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10.

ACQUISITIONS

SUMMARY OF SIGNIFICANT RULES

Clearinghcuses have the basic responsibility for acquiring those documents
that deal with their subject areas. Clearinghouse efforts are supplemented
by those of Central ERIC (NIE and OE reports? and the ERIC Facility
(Federal and Inter-Governmental documents).

An acquired document may be selected or rejected, but an unacquired document
never receives the benefit of an informed evaluation. Therefore, while some
selectivity should be exercised in acquiring documents, if potential

exists and resources permit, it is better to acquire than to make a judgment
sight unseen.

Arrangements that cause documerts to be received automatically, whenever
they first become available, are generally more productive and more
economical than on-demand after-the-fact efforts; in addition, they result
in more timely receipt of documents.

Exchange arrangements must be monitored to ensure their effectiveness
(are the documents bargained for being received?) and their fairness.

Each Clearinghouse is responsible for establishing basic control over
the documents that it has on-order and in-process.

Clearinghouses are responsible for obtaining reproduction releases for all
documents they enter into the ERIC system (except uncopyrighted documents
produced by or funded by the Federal Government). Releases are often
best obtained during the original acquisition process.

Department of Education contractor reports must be released by their
respective monitors before they can be processed for ERIC. Such reports
received from the Facility can be considered released.

Whenever possible, documents should be obtained on a complimentary or free
basis (citing the many advantages of being in the ERIC system). Documents
should be purchased only when they cannot be obtained in any other way and
when their value to the system justifies the expense.

Documents that are available only from sources outside the United States
may be acquired, but they must meet more stringent selection criteria
than domestic documents.

Any ERIC component may make a recommendation that a given journal be covered
by CIJE; however, responsibility for the decision to cover or not rests with
the Clearinghouse to which the journal would be assigned for processing.
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IT. ACQUISITIONS

A.

Introduction

Productive use of the ERIC Data Base is dependent upon the quality
and comprehensiveness of the input to it. Acquisitions is the critical
first step in building the data base. The acquisitions activity
provides the raw material for all the functions that follow:

selection;

processing (cataloging, indexing, abstracting);
announcement;

retrieval;

dissemination.

In the ERIC system, all components play a role in acquisitions.
This section covers the responsibilities of each of these components,
the various techniques used for acquiring documents, and the ways that
balance and coordination are achieved between distant elements of the
system.

Acquisitions Responsibilities

Four separate acquisitions efforts go on concurrently within the
ERIC system. Al1 work cooperatively to provide comprehensive coverage
of the report Titerature of education (for announcement in RIE) and of
the journal Titerature of education (for announcement in CIJE).

1. Central ERIC

Central ERIC establishes the basic policies governing all
acquisitions work. In addition, Central ERIC has responsibility
for the acquisition of reports prepared under contract or grant
with the National Institute of Education and the U.S. Office of
Education (and their counterparts in the Department of Education).
Central ERIC controls the overall number of journals covered by CIJE.

2. Clearinghouses

The ERIC Clearinghouses have basic responsibility for
establishing document acquisitions programs covering comprehensively
their respective subject areas. Each Clearinghouse has a designated
"acquisitions" staFf member responsible for acquiring documents, and
subscribing to journals within the Clearinghouse's scope of interest.

3. ERIC Facility

The ERIC Facility has basic responsibility for the Federal area
(outside of NIE and OF); for State Departments of Education; for
certain foreign, international, and inter-governmental arrangements;
for major education associations; for general education publishers;
and for systemwide coordination to avoid duplication of effort.
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C.

4.

CIJE Contractor

While the Clearinghouses have responsibility for identifying,
acquiring, evaluating, and making recommendations concerning coverage
for all new education-related journals, the CIJE Contractor controls
and coordinates all additions to coverage and, with Central ERIC,
determines the overall number of journals to be covered.

Acquisitions Methods and Techniques

1.

General

Among the various technical processing tasks involved in
controlling a literature and building a data base, acquisitions
is unusually dependent for its success on resourcefulness,
inventiveness, and industry, and less dependent on the exact
following of written policies and procedural rules (such as
presented here). This is because there is not one single best way
to bring documents in. The opportunities present themselves in a
multitude of guises. They must be seized rapidly and with whatever
accommodations and adjustments the situation calls for. The
acquisitions librarian or specialist must be determined, able to
solve problems, far-sighted, creative, and whatever else is necessary
to ensure a steady inflow of potentially valuable documents.

The acquisitions process always contains an element of selection
in that not everything can be obtained, priorities must be set,
decisions must be made even as to what to go after. Nevertheless,

a cardinal rule of the acquisitions process is, if resources permit,
it is better to obtain a document than not. Once obtained, a document
may be selected or rejected, but if it is never obtained in the first
place, ERIC personnel never get a chance to exercise any selective

or critical judgment with respect to it.

Acquisitions Tools

A wide variety of reference tools are useful in acquisitions
work. Most prominent and numerous are the tools to be scanned
in order to learn of promising new reports and documents, e.g.:

newsletters of professional associations;

professional journals;

catalogs and flyers of publishers;

other abstract journals;

bibliographies and references included in documents and

articles already selected for RIE or CIJE;

calendars of upcoming conferences and meetings;

o directories that list organizations likely to be sources
of relevant documents;

® research-in-progress compilations that pinpoint future

producers, etc.
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An active acquisitions effort typically builds up an extensive
reference collection and also ensures the continued regular receipt
of numerous serial publications that are regularly scanned. Examples
are given in the Clearinghouse and Facility parts of this section.

Form Letters

Because of the large number of contacts required by the
acquisitions process, it is often necessary to rely on form letters,
or at least standard language which has been developed to make an
optimum presentation of the requester's position, the advantage of
giving a document to the ERIC system, etc., and which can be
incorporated into the body of individual letters. With good printing
and a personalized inside address and salutation, a form letter can
appear quite “customized" and can be used in place of individual
letters. There will, of course, always be instances in which
original letters must be written. Nevertheless, form letters
definitely have a time-saving role to play in acquisitions work,
particularly in the initial contact phase. Most Clearinghouses make
use of a variety of form letters to cover different situations.
Examples are to be found in the Clearinghouse and Facility parts of
this section.

Methods for Acquiring Documents

a. Unsolicited Receipts

An active acquisitions program is characterized by
continuous personal and correspondence efforts to keep ERIC's
document needs before potential contributors. A number of
Clearinghouses have developed acquisitions brochures focusing
on their specific areas of interest. These brochures were
developed for distribution at conferences and for inclusion
in mailing packets. Brochures, such as Submitting Documents
to ERIC and How to Use ERIC, and the introductory matter to
Resources in Education, also contain general information
concerning ERIC's desire for educational literature and
instructions for contributing documents. These and other
efforts result in the receipt of documents which were never
specifically solicited. Such receipts occur at all levels
of the network, including EDRS, and must be routed to the
appropriate Clearinghouse for processing.

Central ERIC and EDRS routinely route such documents to the
ERIC Facility for assignment to the appropriate Clearinghouse.
The Clearinghouses also transfer documents among themselves, as
necessary.

This is one of the easiest ways to get documents, though
not the most reliable. As public awareness of ERIC grows, more
documents come into the system in this manner. Thank you letters
and follow-up letters to contributors of this type sometimes
result in continuing submissions or formal arrangements.




b. Automatic Distribution

The most productive kind of acquisitions arrangement for
the ERIC system is one where Clearinghouses or the Facility
arrange to be placed on an organization's mailing 1ist to get
all (or classes) of publications "automatically," as jssued.

The Clearinghouses and the Facility establish as many automatic
acquisitions arrangements as possible. Such arrangements ensure
early receipt of an organization's relevant material, usually on
initial distribution. Where a request for a specific title nets
one document, a successful request to be put on a distribution
list may net many times that many documents over time.

A1l automatic acquisitions arrangements should be documented.
A11 correspondence exchanged, together with the signed Blanket
Reproduction Release form (if it is necessary), should be
included in the documentation. A 1ist of all such arrangements
is cumulated by the Facility in the semiannual ERIC Aequisitions
Arrangements (EAA) 1ist. Al1 of these arrangements must be
regularly monitored to ensure that they are working and to
determine which arrangements may have ceased to be productive.

C. Requests for Specific Titles

Specific titles of documents relevant to the field of
education come to the attention of acquisitions personnel by
a variety of channels:

® requests from users, the public, or other staff members;

® news releases, newsletters, and other rapid announcement
sources;

o conference announcements and programs;

® conventional media regularly read or scanned, e.g.,
reviews, professional and association journals,
newspapers/radio/TV;

e library acquisitions tools, e.g., Publishers Weekly s
other abstract journals, e.g., Government Reports
Announcements; acquisition 1ists of certain 1ibraries
and information centers, bibliographies in received
documents, etc.

The acquisition of specific titles usually involves an
individual written request (and reproduction release) directed
at the author, sponsor, publisher, or other source. Sometimes
a modified form Tetter (citing the specific title desired) can
be used; sometimes a telephone call can be employed. Sometimes
a request for a single title will lead to an offer of other ‘
related publications or an offer to send future publications as >




issued. For the most part, however, requests for specific
titles are a one-for-one proposition, i.e., one successful
request nets one title. A1l requests should be, at least
initially, for complimentary or review copies, relying on the
many advantages ERIC has to offer to persuade sources to
contribute their output free of charge.

Records should be kept of each title so requested, in
order to avoid duplicate requests (irritating to the source
and wasteful of effort), and in order to be able to respond
knowledgeably to all inquiries about documents in process.

As materials are received and included in the system, this
outstanding request or on-order file must gradually be purged
to keep its size manageable.

Purchase

While most documents can be acquired for ERIC free of
charge or via exchange, some few must be purchased. Prime
examples of valid documents that must be purchased are those
acquired by the Facility from the Government Printing Office
and UNESCO. Other material is available from a wide variety
of commercial or non-profit publishers (or authors) who have
either copyrighted the document in question or otherwise
restricted its reproduction in order to be able to sell it
to defray publishing expenses.

Purchases should be made when necessary to obtain a
valuable and useful title; however, they should always be
scrutinized carefully and made deliberately, with full awareness
of the ERIC selection criteria (enumerated in Section III),

If reproduction releases (for Level 1 or Level 2 input) cannot
be obtained, the document must be entered at Level 3. It is
not advantageous to the RIE journal, the microfiche collection,
or the system in general, to have an excessive number of non-
reproducible Level 3 announcements, where the user must be
directed outside the ERIC system for access. Level 3 input
into RIE has decreased over the last few years to around 5%.
This seems to be an acceptable level and Clearinghouses should
keep this statistic in mind when evaluating their own volume
of Level 3 input. (Please note that GPO documents should
enter the system at Level 1 (see Section I1I.8.d).)

Two purchasing arrangements which can be used for
ordering are:

(1) Specific Orders

The same guidelines and observations that apply to
the section above on "Requests for Specific Titles" apply
equally here. The only difference is that the necessity
of paying requires completion of a formal "Purchase Order,"
or its equivalent, the establishment of an account, or
requesting and paying invoices.
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(2) Standing Orders

Standing orders are, in effect, subscriptions for all
the publications (or relevant classes of publications)
produced by a given source. Standing orders are only
possible in those instances where the source (or jobber)
offers the service. Standing orders often have the
advantage of reducing the time to acquire, cutting paperwork,
lowering overall costs, and most importantly, assuring
comprehensive acquisitions. An example of a standing order
would be the ERIC Facility's arrangement with UNIPUB (the
U.S. agency for UNESCO publications).

General Solicitation

The solicitation notices contained in RIE and the various
Clearinghouse brochures are essentially undirected. They are
not addressed to particular institutions, nor do they request
particular documents. There are many opportunities during the
year, however, to direct similar general solicitations to specific
organizations and activities. In such situations, the solicitation
is not typically for specific documents, but rather for everything
that the activity produces. The purpose is not to try to set up a
permanent distribution 1ist arrangement, but rather to try to take
advantage of a temporary and often transient opportunity.

Professional meetings, conferences, symposiums, seminars,
workshops, colloquiums, etc., are good examples of such
opportunities. ERIC acquisitions staff who learn of relevant
activities of this type (particularly those geographically close
by) may participate at various levels, e.g.:

® write for proceedings and papers;

e attend the activity;

e participate in the program;

e establish a booth, etc.
Whatever level of participation is chosen, the acquisitions
person involved should take every opportunity to publicize
ERIC and make its document needs known, e.g.:

o distribute name cards;

® hand out brochures and materials describing the ERIC
system and the need for contributor input;

request preprints or copies of papers from individual
speakers, session leaders, or the conference director.




f.

Persons representing ERIC at such activities are strongly urged
to remember to solicit for the system in general and not just
for their own element of the system. Sometimes the solicitation
for conference papers can be a cooperative undertaking between
the host association and a Clearinghouse on behalf of the ERIC
system. For example, the annual American Educational Research
Association (AERAg meeting papers are collected by the ERIC
Clearinghouse on Tests, Measurement, and Evaluation (TM) for
assignment to the network.

Exchanges

Exchanges are a variation of automatic distribution. Most
of ERIC's solicitations are for free copies of publications
(with ERIC offering in return the advantages of announcemént,
indexing, inclusion in the machine-readable data base, reduction to
microfiche, and constant availability). Sometimes, however,
quid pro quo exchanges may be the best way to acquire publications
from certain organizations, e.g., foreign ministries of education.
The Clearinghouses may offer their own newsletters, bibliographies,
and other publications. Exchanges should be regularly and
carefully monitored to ensure that ERIC is receiving the desired
publications and that what is being received is a fair exchange
for the ERIC material being sent.

D. Central ERIC Role in Acquisitions

1.

Policy Setting, Guidance, Coordination, Monitoring

As with all phases of the ERIC program, Central ERIC sets
the basic acquisitions policies to be followed. Central ERIC
determines what kinds of documents are suitable for RIE and has
formalized these decisions in the selection criteria stated in
Section 3, "Selection." Central ERIC approves the scope of interest
of each Clearinghouse, (See Appendix A) thereby establishing
those areas of the field of education for which each has
responsibility. The format and frequency of the basic duplicate
checking tools, e.g., Title Index, Acquisitions Data Report,
ERIC Acquisitions Arrangements, used in acquisitions are dictated
by Central ERIC. The statistical and narrative reports required
of each element of the network are detailed by Central ERIC
(see the Administrative Procedures Manual). Central ERIC monitors
all network activities, including acquisitions, as to the
adequacy of performance and compliance with contract conditions.

Each network component has a designated monitor at Central
ERIC with whom to discuss problems. In addition, Central ERIC
designates one staff member as overall Acquisitions Coordinator.
Both are available to acquisitions staff to answer questions
concerning document acquisitions, reproducibility, selection,
copyright, PRIORITY documents, and scope overlap.
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Contact between Central ERIC and the ERIC Facility is
particularly frequent insofar as Department of Educatior. documents
flow on a daily basis from the former to the latter. Central
ERIC coordinates acquisition by the Facility of the documents of
State Departments of Education and foreign ministries of education.
There are frequent requests for information concerning the receipt
or status of particular documents. In addition to actual documents,
many notices of publications, conferences, and sources of
educational materials come to the attention of Central ERIC staff
and are passed on to the Facility.

Acquisitions Responsibilities

Central ERIC has reserved to itself the acquisition of
certain classes of documents. It acquires the formal publications
and contractor reports of the Department of Education. It
negotiates arrangements for receipt ¢ publications from some
foreign institutions and several int-:national organizations
(sometimes offering complimentary distribution of RIE in exchange).
Central ERIC coordinates the acquisitions of State documents
through the Facility. A1l reports and documents acquired by
Central ERIC, whether actively or on an unsolicited basis, are
forwarded to the ERIC Facility for assignment to the appropriate
Clearinghouses. One of the important procedural objectives in
handling acquisitions centrally (by either Central ERIC or the
ERIC Facility) is to avoid multiple solicitations from various
ERIC network components, all converging on (and confusing)
Government agencies or foreign organizations.

PRIORITY Documents

Central ERIC occasionally designates certain important
documents, particularly OE and NIE reports, as "PRIORITY Documents."
A special identifying notice is affixed to these documents (see
Figure II-1). Questions or problems concerning reproducibility
or copyright are resolved before sending them to the Facility for
Clearinghouse assignment, so that PRIORITY documents can proceed
as rapidly as possible through the system.

There are only two classes of document handling: "ROUTINE"
anid "PRIORITY." "PRIORITY" status indicates to the Clearinghouse
that processing must take place as quickly as necessary to ensure
that the document appear in the earliest possible issue of RIE.
(This can be determined from the Master Schedule.) If the deadline
of an issue is close, this can sometimes require virtually 24-hour
turnaround. The handling of PRIORITY documents is described in
detail in Section IV.

If, for any reason, a PRIORITY document is not selected for
announcement in RIE, this decision should be communicated by the
Clearinghouse to its monitor as quickly as possible.
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DO NOT REMOVE FROM DOCUMENT CLEARINGHOUSE NO.

PRIORITY

Please EXPEDITE the processing of the attached report and,
if selected, return it to the ERIC Facility for announcement
in the issue of RIE.

EFF-39

FIGURE II-1: NOTICE IDENTIFYING A DOCUMENT TO BE ACCORDED
PRIORITY HANDLING
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E.

Clearinghouse Acquisitions Efforts

1.

General Mandate

The primary responsibility in ERIC for acquisitions and the
bringing in of documents to the system has always been and continues
to be with the ERIC Clearinghouses. Each Clearinghouse is responsible
for ensuring a steady flow into RIE of high-quality documents in its
special area of education.

In order to qualify for RIE, documents must:
o fall within the field of education, broadly defined;

® meet the criteria set forth in Section 3, "Selection,"
with regard to its physical characteristics (i.e., size
and legibility), content, and quality.

Documents which fail to satisfy the basic requirements are not to be
input to RIE, but may be kept for local collections (unfunded by ERIC),
if desired. If a document falls outside the scope of interest of

the Clearinghouse considering it, it should be transferred to the
appropriate Clearinghouse for evaluation, rather than discarded.

Kinds of Documents to Be Acquired

The following are examples of the types of materials which should
be acquired as candidates for RIE:

Bibliographies, Annotated Bibliographies;
Conference Papers;

Evaluation Studies;

Feasibility Studies;

Instructional Materials/Curriculum Materials;
Legislation and Regulation;

Manuals, Guides, and Handbooks;

Monographs, Treatises;

Opinion Papers, Position Papers;

Proceedings; .

Program/Project Descriptions;

Research Reports/Technical Reports;

Resource Guides;

Speeches and Presentations;

State of the Art Studies;

Statistical Compilations;

Taxonomies and Classifications;

Teaching Guides;

Tests, Questionnaires, Measurement Devices;
Vocabularies, Dicticnaries, Glossaries, Thesauri.
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The following types of journals should be acquired for coverage
by CIJE:

® Education journals (high quality and totally devoted to
education) for comprehensive cover-to-cover indexing of
all articles;

o Education-related journals (high quality, but not totally
devoted to education), for selective coverage of only those
articles relevant to education;

e Journal articles (relevant to education, but contained in
Journals that do not ordinarily cover educational topics),
and that are not regularly covered by CIJE, for ad hoc
selection and indexing as identified. Sometimes called
"oneshot" articles. (See Section II.G.)

ERIC would like to be given the opportunity to examine virtually
any document dealing with any aspect of education. The ERIC
audience is so broad (encompassing teachers, administrators,
librarians, researchers, media specialists, students, counselors,
and every other variety of educator) that it must collect a wide
variety of documentation in order to satisfy its users.

Sources of Documents

The Clearinghouses are responsible for acquiring documents
issued by all organizations, except those reserved to Central ERIC
(see Section II.D) and to the ERIC Facility (see Section II.F).

Some documents arrive unsolicited, and others are received
from the ERIC Facility. For most acquisitions, however, the
Clearinghouses must rely on such contacts as:

e appropriate professional societies and academic
institutions;

® people known to be working in the field, specific
State or local officers responsible for programs
relevant to the Clearinghouse subject area;

° founqations or other organizations sponsoring education projects,
publishers, institutes, speech-makers, information centers;

® a wide variety of other individuals and organizations
concerned with education.

The following acquisitions strategies for different classes of
contributors have been reported by various Clearinghouses:

II-12 N




Previous Document Contributors

o Send letters to "automatic contributors," thanking them
for past cooperation and asking them to continue to
contribute documents.

o Contact authors of Clearinghouse Information Analysis
Products, reminding them that the Clearinghouse is
interested in reviewing appropriate documents that may
come to their attention.

o Send complimentary microfiche to contributing institutions/
authors.

Conferences

Conferences can be a lucrative source of documents, and
Clearinghouses should be alert to all conferences in their
subject area. In addition, Clearinghouses may coordinate
with other elements of the network in covering all papers and
products of a large or general conference in their geographic
area, later forwarding those outside their own particular
subject scope to the Facility for assignment elsewhere in the
network. An exemplary arrangement for the collection of
conference papers are those established by TM to obtain AERA
papers and CG to obtain APA papers. For typical form letters
used by Clearinghouses see Figures II-Z and II-3.

Clearinghouses should be aware of the following methods
of obtaining documents from conferences:

e if an organizat, a collects the speeches at its
conferences, request that a set be collected for
the Clearinghouse, or

® Suggest that the program committee chairperson
endorse a solicitation letter or distribute
acquisitions letters and brochures on behalf
of the Clearinghouse, or

® Ask for a program, mailing 1ist, directory of
participants' and then solicit papers directly
from participants.

The ERIC Conference Calendar, prepared annually, lists
all conferences in which Clearinghouses will participate that
year, including those from which papers will be solicited.

It is an essential tool for the coordination of conference-
related acquisitions efforts.




Enlc ® ERIC CLEARINGHOUSE ON TESTS, MEASUREMENT, & EVALUATION
EDUCATIONAL TESTING SERVICE, PRINCETON, NEW JERSEY 08541

TELEPHONE: 609-921-9000

February 8, 1980

Dear Colleague:

We would like to obtain two ccpies of your presentation(s) at the 1980
Annual Meeting of the American Educational Research Association (AERA).
Since 1971, ERIC/TM and the central office of AERA have cooperated in

an attempt to collect all papers. Each one we receive will be considered
for announcement in our abstract journal, Resources in Education, and
subsequent availability through the ERIC Document Reproduction Service.
The enclosed brochure contains a brief description of ERIC and lists the
advantages of contributing documents.

Please observe the following guidelines when submitting your paper:

1. Complete and return the enclosed reproduction release
with two copies of your paper.

2. Provide clearly typed/printed copies (to permit microfilming,
a sharp contrast between typeface and background is essential).

3. Include a 100-200 word summary.

4. Use the enclosed postage paid mailing label.
If your paper is not available before the meeting, please bring it to
the ERIC exhibit booth, No. 56, at the Civic Center or mail it to the

Clearinghouse at a later date.

We look forward to hearing from you and hope yuu will be able to visit us
in Boston.

Sincerely,

Carol Paskowsky z

Acquisitions Coordinator

CP/bg
Enc.

FIGURE II-2: TYPICAL FORM LETTER USED BY CLEARINGHOUSES FOR
OBTAINING DOCUMENTS FROM CONFERENCES (EXAMPLE 1)
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Counseling and Personnel Services Clearinghouse

2108 5¢hool of €ducation The University of Mchgan
Ane Ao Michigan 48109 313, 764 0497

ERIC, the Educational Resources Information Center, is a United States Government
funded project designed to acquire, store and disseminate educational information.
The Counseling and Personnel Services Clearinghouse, CAPS, is one of sixteen clear-
inghouses covering various aspects of education which comprise the ERIC system.
For your further information, we are enclosing a brochure that describes the system
and the CAPS clearinghouse in greater detail.

We are writing to you as the contact person for the following Conference/ Workshop.

CAPS would like to receive proceedings, programs, or any other publications resulting
from this Conference and/or Workshop in order to request individual papers from the
presenters. These papers will be reviewed for possible citation in the monthly index
from the Government Printing Office, Resources in Education, RIE, The text of each
paper then becomes available from the ERIC Document Reproduction Service, either

in microfiche or hardcopy form. The ERIC system provides the educational community
with access to current literature which might otherwise be unavailable or difficult to
locate.

If, however, you intend to make the proceedings of your Conference/ Workshop available
in monograph or nther form, CAPS also would be pleased to receive two copies of this for
review and possible citation in RIE.

Sincerely,
M Namorcley

Helen Mamarchev
Acquisitions Coordinator

HM/j1 o
enclosure ERIC

sarry R Wiz Deestor « Libby Benjormin Associote Director « Corol K Joslow Assistant Director

FIGURE II-3: TYPICAL FORM LETTER USED BY CLEARINGHOUSES FOR
OBTAINING DOCUMENTS FROM CONFERENCES (EXAMPLE 2)
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Professional Associations

e Obtain mailing lists from professional and/or academic
organizations for direct mail campaigns to these individuals.

® Send special letters to sub-groups of professional
organizations, i.e., racial and ethnic sections, women's
caucus groups, etc.

® Attend meetings, participate in programs, etc.

Academic Institutions

e Use college catalogs or other reference books to identify
graduate departments within the Clearinghouse's scope area.
After contact, endeavor to establish an automatic arrangement
and blanket permission so that all documents issued by the
department are submitted to the Clearinghouse.

® Hold ERIC workshops in university libraries or education
departments.

Foundations (Sponsoring Education Programs)

e Ask .oundations to include a request that grantees submit
resulting papers and final reports to ERIC.

e Supply foundations with ERIC brochures and other 1iterature
to distribute to the grantees.

Non-Profit Organizations Concerned with Education

® Send a printout of all documents contributed to RIE and
CIJE by the organization in question. Request that all
documents still available, but not on the printout, be
submitted to ERIC. For a typical form letter see
Figure II-4.

e If the Clearinghouse has a complimentary mailing 1ist, add
the organization to the distribution 1ist for ERIC products
and IAP's.

Journal Articles

Contact editors of appropriate journals for quality
articles they have not been able to publish. Because of
space limitations, journals can publish only a small number
of papers they receive. A number of papers may be rejected but
may meet the ERIC selection criteria. Jocurnal editors can be
contacted and asked to include information about ERIC when they
send a letter of rejection to an author. The editors can
include a sheet which states that ERIC would be interested in
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EDUCATIONAL RESOURCES INFORMATION CENTER

E Clearinghouse on Higher Education

v THE GEORGE WASHINGTON UNMIVERSITY

Enclosed is a list of your organization's publications submitted to the
Educational Resources Information Center (ERIC) system since 1975. ERIC's
purpose is to create wider awareness and availability of education-related
literature. This is accomplished through announcements in the monthly biblio-
graphic journal, Resources in Education, received by more than 5,300 libraries,
the ERIC microfiche collections available in over 600 libraries, ERIC Document
Reproduction Service (EDRS) dissemination, and computerized retrieval of
information from the ERIC data base. ERIC's role can be even more significant
with your continued participation.

The list is in chronological order, with your most recent publications
cited first. The ERIC Document (ED) number assigned to each publication is
included. All those without the double slash mark (//) are in the ERIC
microfiche collection and are available to ERIC users.

Your clients will find it useful to know that your publications are
available through ERIC. When you refer to your literature, it is beneficial
to cite the document's ED number. A sample of the bibliographic format
preferred is attached for your reference.

Microfiche or paper copies of your complete documents can be ordered
through EDRS. This dissemination service is particularly useful for your
limited-distribution or out-of-print publications. Ordering information
from EDRS is included with this letter.

If you find that you have recent publications not yet submitted to ERIC,
please send two copies of each report and, if possible, a 200-word abstract of
each document. Mail them to the ERIC Clearinghouse on Higher Education with a
copy of the attached copyright release form. Release permission is required,
even if your publication is not copyrighted at this time, due to the new
copyright law. The copyright release form may be copied for individual
documents, or you may send in the "blanket release" form to indicate release
for all papers submitted now or in the future.

Thank you for your contributions in the past. We look forward to
continuing to receive your publications and being able to give them added
visibility. I would also like to invite you to contact us whenever we may
be of service.

Sincerely,

Jonathan D. Fife, Director

Enclosure

SUITE «i€ " ONS DURLA® CIRGLL * WASHINGTON. D C. 20036 / (202} 296-2597

FIGURE TI-4: TYPICAL FORM LETTER USED BY CLEARINGHOUSES TO SOLICIT
DOCUMENTS FROM NON-PROFIT ORGANIZATIONS CONCERNED WITH EDUCATION
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reviewing the paper for possible inclusion in ERIC. (It
should be made clear that announcement in a secondary abstract
journal like RIE is not the equivalent of publication in a
primary journal, but may nevertheless serve to preserve useful
material.)

4. Tools for Use in Identifying Documents to Be Acquired

Clearinghouses utilize a number of reference tools, publications,

and other sources to identify specific titles and potential
contributors of documents. Such tools include:

e Conference and convention programs (e.g., APA Program);

e Journals newsletters, newspapers, advertisements, book
reviews, and news items should be scanned regularly for
relevant new titles and names of people or institutions
engaged in projects, studies, or grant awards which could
produce appropriate documents (e.g., Education Daily,
Chronicle of Higher Education, and Library Journal).

e 8ibliographies, publication 1ists, catalogs, acquisition
lists, etc., can be excellent sources of new titles, and
sometimes also provide ordering information (e.g., GPO
Monthly Catalog, UNESCQ Publications, Checklist of
Congresgional Hearings).

® Document reference lists, footnotes, etc. Documents
already acquired can often, through their content, lead to
other titles or other sources. References contained in
Clearinghouse Information Analysis Products can often
furnish valuable leads to new documents.

e Staff and client recommendations. Reference inquiries
involving documents found not to be in the system should
routinely be copied to the acquisitions unit.

Each subject area, and hence each Clearinghouse, has its own
major reference tools. Clearinghouse personnel should take care
to familiarize themselves with the specific reference tools that
best fit their area of coverage and should see that they are
represented in their reference collection.

5. (Clearinghouse Acquisitions QOperations (Typical)

Clearinghouse acquisitions operations differ from one another
in procedural detail, forms and files used, recordkeeping, and in
other respects. No matter how they are implemented, however, every
Clearinghouse acquisitions operation is expected to observe the
basic functional steps described below:
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a. Using the relevant sources and tools, identify titles which appear to be
desirable acquisitions within ERIC's scope. The acquisition of compli- ‘
mentary copies is always an objective, although items which cannot be
obtained free of charge may be purchased, or the Clearinghouse may offer
to exchange its newsletters, bibliographies, etc., for documents.

b. Once a title has been identified and has been determined to be within the
Clearinghouse's scope of interest, check the ERIC Acquisitions Arrange-
ments (EAA) list to determine whether or not the source organization is
covered by an acquisitions arrangement with another Clearinghouse or the
Facility. If an arrangement already exists between the source organiza-
tion and another ERIC component, the component' having the arrangement
should be contacted and coordinated with before any solicitation of
documents is done.

c. Check local "on-order" files and standard ERIC duplicate checking tools

(such as the Acquisitions Data Report and the Title Index) to determine
if the identified items have already been ordered, received, or processed.

d. If the document of interest is from a Government agency, a State
Education Agency (SEA), an NIE Laboratory or Center, or an organization
with which the Facility has an acquisitions arrangement, (see EAA 1list),
requests for the document should be made to the Facility. Titles should
be requested by using the standard form provided for this purpose by the
Facility, the "Clearinghouse Acquisitions Request” (EFF-76). A typical
request is shown as Figure II-5. This form should be filled out as
completely as possible and, where possible, a copy of the full citation
or document description engendering the request should be attached.

The Facility will either obtain the documenit or let the Clearinghouse
know if it is unavailable.

e. After following the above steps, request the documents, using a form
letter, telephone call, or purchase order (whichever is more efficient).
An example of a standard form letter is shown in Figure II-6. With each
solicitation (unless ERIC has blanket reproduction permission), include
a Reproduction Release form and all the bibliographic data available.
Some Clearinghouses have found the enclosure of a self-addressed label
with requests, and self-addressed envelope with other correspondence, to
be very useful in expediting responses.

f. Prepare an "on-order" record for Clearinghouse files; include title,
author, source, price, and data ordered. Some Clearinghouses have found
the simplest record to be a carbon copy of the solicitation.

8- As documents are received in the Clearinghouse, determine whether they
are on-order or have arrived unsolicited. Those on-order should have
receipt information entered on the on-order record, or the record should
be purged, whichever in-house procedure dictates. Receipt of documents
arriving unsolicited should be recorded and all useful correspondence
and addresses should be preserved. (The use of the self-addressed label
helps identify solicited items.)

11-20 Revised December 1985
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(Clearinghouse)

(Date requested)

(Requested by)
CLEARINGHOUSE ACQUISITIONS REQUEST
(TO THE ERIC FACILITY)

A. Document Requested
1. Title:

3 2. Publication Date:

3. Author:

] 4. Order Number: .

1 5. a. Institution:

b. Division/Branch:

6. EFAA# (if any):

7. Supporting documentation providing additional bibliographic details
(e.8. xerox of complete citation) is attached: D D

yes no

®
|
i

B. Duplicate Check History (To avoid double work)

1. Title Index

Current Year List Months Checked

1985 D

1984 D
1977-1983 D

2. Acquisitions Data
Report (ADR) List Months Checked to

C. Notes/Comments from Clearinghouse

D. Notes/Comments from Facility

FIGURE I[-5: CLEARINGHOUSE ACQUISITIONS REQUEST FORM

EFF-76
rev. 12/85
Q
ERIC 11-21 Revised December 1985
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University of lllinois at Urbana-Champaign

College of Education 805 Wast Pennsylvania Avenue
Urbana, tllinais 61801

Institute for Child Behavior and Development (217) 3331386
EDUCATIONAL RESOURCES INFORMATION CENTER/
EARLY CHILDHOOD EDUCATION

L g

Your report

is of interest to others in childhood development and early education.
The ERIC Clearinghouse on Early Childhood Education would like to
consider your paper for possible inclusion in the federally-funded
ERIC information system. If you are interested, please send us two
clearly typed or Xeroxed copies; an abstract would also be helpful.

It is also necessary to complete and return the enclosed reproduction
release along with the documents.

For details on submitting papers to ERIC, and for information on the
gRIQ system, please refer to the accompanying brochures. We also
invite you to send other appropriate documents.

We hope to hear from you soon.

Sincerely,

Dianne Rothenberg
ERIC/ECE Acquisitions

DR/JM
Enclosures

FIGURE II-6: TYPICAL FORM LETTER USED BY CLEARINGHOUSES TO SOLICIT DOCUMENTS

11-22




Upon receipt of a document, acknowledgement of receipt of
acceptance/rejection by card or letter is optional.
Notifications to contributors vary considerably from
Clearinghouse to Clearinghouse (see Figure II-7).

Check to see if a Reproducticn Release form, or letter giving
reproduction permission, accompanies the document. Resolve any
copyright or reproduction release questions. (See Section 11.8.)
Retain all pertinent correspondence.

If the document does not have a Reproduction Release form,
and one is required, Clearinghouses have the following options:

o Check the EAA List to see if ERIC has been given
a Blanket Release;

® Write for release (see Figure II-8). (It is
advisable to write for releases only after a
document has been selected for RIE. Writing
prior to selection may result in needless work
if the document is later rejected and may
prematurely imply acceptance. ),

® Hold until after acceptance, then write for release.

Evaluate material using prescribed selection and legibility
criteria (see Section III) and Clearinghouse Scope of Interest
statement. Documents inappropriate for the system may be
discarded after a suitable retention period that permits

the Clearinghouse to respond to author and source inquiries

or requests for return. Documents falling within the scope

of other Clearinghouses should be transferred to them. (See
Figure II-9 for ERIC Document Transfer Form.) Some Clearing-
houses notify contributors when they transfer a dorument.

(See Figure II-10.)

Prepare an entry for the Acquisitions Data Report (a composite
report, prepared monthly by the Facility, reflecting the
acquisitions of all Clearinghouses during the previous six
month period). This step requires the Clearinghouse to
formally accession the document and to assign a Clearinghouse
Accession Number. (Instructions on how to prepare entries

for this report are provided in Section IV.)

Record name and address of contributor (individual or
organization) on mailing label, envelope, or form letter,
for later use in distributing complimentary microfiche
(provided by the Facility). (See Figure II-11.)

NOTE: Complimentary microfiche should not be sent to the
following kinds of organizations: Congress, Department
of Education, Government Printing Office (GPO), large
organizations when the specific name of an individual
or department is unknown.
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We are pleased to inform you that your document entitled:

has been selected to be cited in the issue of

Resources in Education and has been assigned the document

number: .

We actively solicit documents pertaining to higher education
and we hope that you will encourage your colleagues to send us

their papers and reports on any facet of higher education.

Sincerely,

ERIC Clearinghouse on Higher Education
The George Washington University

FIGURE II-7: TYPICAL EXAMPLE OF FORM USED BY CLEARINGHOUSES TO
NOTIFY CONTRIBUTORS OF ACCEPTANCE OR REJECTION OF DOCUMENT
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ERIC Clearinghouse on
Educational Managment
UNIVERSITY OF OREGON
Fugene. Oregon 97403

503 686-5043

The ERIC Clearinghouse on Educational Management has received copies
of the document(s) listed on the enclosed form. It has been evaluated
and we wish to include it in the ERIC index and abstract publication,
Resources in Education (RIE). However, the copyright revision law of
January 1, 1978, requires a written release for every document repro-
duced and disseminated by ERIC. Please sign the enclosed release and
return it to me at your earliest convenience.

Thank you for your cooperation and time in replying to this request.
= We will notify you when the resume appears in RIE. Please don't
' hesitate to send us any further research or research-related materials
on educational management to consider for RIE.

Sincerely,

(21224)J;L. c%/- bl/éiZi;;?L/

(Mrs.) Clarice H. Watson
Acquisitions Librarian

CHW:gh
Enclosures

[] P.S. If this box is checked, please send us a second copy; it is
needed for our files. Thank you.

an equal opportunmity affimatiz e action employer

FIGURE II-8: TYPICAL FORM LETTER USED BY CLEARINGHOUSES TO
REQUEST COPYRIGHT RELEASE
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ERIC| DOCUMENT TRANSFER FORM

DateReceived: _______ Date Transferred:

TO: ERIC/

FROM: ERIC/

The enclosed document(s) appear to be more within your
scope than ours.

The document(s) were obtained by (check one):

—__solicited contribution
—_unsolicited contribution
—_ staff contribution

— ERIC Facility

Correspondence information is as follows:
(check one):

— ali relevant material is attached

—no relevant correspondence; however the
name and address of the contributor or
contact person is (if known):

Clearinghouse Contact Person

(EFF-70)

FIGURE TI-9: ERIC DOCUMENT TRANSFER FORM
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TRANSFER CARD TO AUTHOR

We would like to inform you that your document entitled:

has been TRANSFERRRED TO (CLEARINGHOUSE NAME

AND ADDRESS)

We hope that you will continue to send us your papers.

Thank you for your contribution to the ERIC system.

Sincerely,

ERIC Clearinghouse on
Teacher Education

FIGURE TI-10:

TYPICAL FORM USED BY CLEARINGHOUSES TO NOTIFY CONTRIBUTORS
THAT THEIR DOCUMENT WAS TRANSFERRED TO ANOTHER CLEARINGHOUSE
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University of lllinois at Urbana-Champaign

i 05 West Pennsylvania Avenve ‘
College of Education ' :erun:,x mif\:i;yc:so; ver
Institute for Child Behavior and Development {217) 333-1386 : ‘

EDUCATIONAL RESOURCES INFORMATION CENTER/
EARLY CHILDHOOD EDUCATION

Re:

We are pleased to inform you that an abstract of the document(s)
cited above is included in the

issue of Resources
in Education (RIE), ERIC's monthly abstract journal. The document
number assigned to it is ED

Enclosed is a copy of the document resume and a microfiche copy of
the document which you may keep for your files.

Thank you for making this work available to us.

Sincerely,

Dianne Rothenberg
ERIC/ECE Acquisitions

DR/jms

€ II-11: TYPICAL FORM LETTER USED 3Y CLEARINGHOUSES TO SEND CONTRIBUTOR
~ FIEORE 114 A COPY OF RESUME AND MICROFICHE COPY OF ACCEPTED DOCUMENT
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A11 automatic acquisition arrangements should establish whether
and to whom complimentary microfiche should be distributed.

When more than one Clearinghouse processes documents from a

given organization, it is desirable that complimentary microfiche
be distributed in a uniform manner in order to’'eliminate
confusion in the mind of the contributor.

m. Sending rejection notices is optional, unless specifically
requested by the contributor. Clearinghouses vary in the
methods used to notify contributors of rejected documents. Some
use the standard ERIC "Reply Card." Some use their own forms,
providing for a variety of messages. An example is shown in
Figure I1-12.

After all the above steps are completed and the document is
determined to be suitable for RIE, legihle, not a duplicate, cleared
by the Government Project Officer (where appropriate), without any
unresolved reproduction release problems, and mailing information for
complimentary microfiche has been prepared, acquisitions formally
comes to an end and the document is ready for the cataloging/
indexing/abstracting process. Because of the expense of the various
intellectual document analysis functions, the acquisitions function
must make every effort to eliminate duplicates before that stage of
processing is reached. (See Section IV for discussion of duplicate
checking process.)

Department of Education Documents

a. NIE

A11 reports sponsored by NIE must be approved/accepted/-
cleared by NIE before being processed. Normally, Clearinghouses
receive such reports from the Facility and it can be assumed that
such reports have been approved and may be processed. Any NIE
contract/grant reports received from other sources must be
cleared through the Facility before they can be processed. This
clearance is best obtained by sending a copy of the title page
or bibliographic citation to the Acquisitions Librarian at the
Facility. The Facility then does the following:

® Records the fact that the Clearinghouse has reported
receiving the NIE report and checks to determine if
the report has already been acquired;

o Informs the Clearinghouse if the report is a duplicate;

o If the report is new to ERIC, asks Central ERIC to
check whether the report has Leen approved by the
Project Officer;

® Informs the Clearinghouse, usually within two weeks,
whether to proceed with processing or not. However,
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® ERIC CLEARINGHOUSE ON TESTS, MEASUREMENT, & EVALUATION

EDUCATIONAL TESTING SERVICE, PRINCETON, NEW JERSEY 08541

Thank you for submitting your document for possible inclusion in the
ERIC system. While we recognize the thought, time, and energy that
have been devoted to the preparation of this document, we are unable
to announce it in Resources in Education and make it available through
the ERIC Document Reproduction Service.

The ERIC/TM Clearinghouse receives hundreds of documents each year.
Given budgetary limitations and other constraints, we are only able
to process a third of the items we receive.

We do hope that you will continue to submit documents for possible
inclusion in the ERIC system. Meanwhile, if you have any questions

about your document or about ERIC, we will be happy to answer them.

Sincerely yours,

Carol Paskowsky
Acquisitions Coordinator

TELEPHONE: 609-921-9000

FIGURE II-12: TYPICAL FORM LETTER USED BY CLEARINGHOUSES TO NOTIFY
CONTRIBUTORS AF NON-ACCEPTANCE OF DOCUMENT
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7.

if no negative feedback is received from Central ERIC or the
Facility within two weeks, the documents may be processed
routinely.

Other Department of Education Divisions

A1l reports sponsored by other Department of Education
Divisions must also be approved/accepted/cleared before being
processed. Reports received directly from the Facility can be
assumed to be approved. In the case of reports received through
other channels, copies of the title pages should be sent to the
Facility. The checking procedure is the same as that for NIE
reports. If, after two weeks, Central ERIC or the Facility has
not notified the Clearinghouse to the contrary, Clearinghouses
can assume there is no objection to processing the report and
can proceed accordingly.

Documents Received From the Facility

a.

C.

Standard Reply Cards

Reply cards (see Figure 1I-13) attached to documents
recejved from the Facility require an ED accession number and
should, therefore, be detached and returnad to tke contributor
only when they are not selected. If selected for RIE, the card
remains on the document and is shipped back to the Facility for
processing and affixing of the ED number.

Special Reply Cards

Special Reply Cards (NDN, SEA) (see Figures II-14(A) and (B))
attached to documents received from the Facility should be
detached and returned to contributors as soon as a disposition of
the document has been made.

PRIORITY Documents

Documents received from the Facility which indicate PRIORITY
handling should be evaluated immediately upon receipt. Acceptance
requires expedited processing to ensure announcement of the
document in the next issue of RIE to be released. Should a
PRIORITY document be rejected, Centril ERIC must be notified
immediately.

NIE Document Selection Report

A11 NIE documents received from the Facility and not
selected for RIE must be returned to the Facility and the reason
given for their rejection. The NIE Document Selection Report
form (see Figure II-15) should be used for this purpose. NIE
reports which are not accepted for inclusion in the ERIC system
will be retained in the permanent NIE Library collection.
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ERIC REPLY CARD

DOCUMENT TITLE:

Selected for the issue of RIE and

D is assigned document no.

D Not selected for RIE.

|
DISPOSITION OF DOCUMENT:

CLEARINGHOUSE NAME:

Date:
HAVE YOU ENTERED YOUR CORRECT RETURN ADDRESS ON THE FRONT OF THIS CARD?
SFF-28 (7-79)

FIGURE II-13: ERIC REPLY CARD




Submitting State Education Agency
REPLY CARD
Document Title:

Clearinghouse Temporary Accession # :

SEA Check One: [ Reproduction Release Enclosed
O ERIC has Blanket Reproduction Release on File

Check One: If notselected: [ Return [ Do Not Return
(Please do not ask for return unless absolutely necessary.)

ERIC Disposition of Document

0 Selected for RIE. Resume will appear in RIE in about 4 months.
Copies cannot be ordered from EDRS before announcement in RIE.

O Not selected for RIE.

COMMENTS:

Clearinghouse Name: Date:

HAVE YOU ENTERED YOUR CORRECT RETURN ADDRESS ON THE FRONT OF THIS CARD?
EFF-64 (5/79)

FIGURE I1I-14(A): ERIC REPLY CARD USED FOR NOTIFYING STATE EDUCATION
‘ AGENCIES OF DOCUMENT DISPOSITION

ERIC REPLY CARD

NDN Document Submission
Project Name:

Document Titie:

Pleasecheck one: Reproduction Release enclosed (]
ERIC has Blanket Reproduction Release on file O
Date submitted to ERIC:

ERIC Disposition of Document
O Selected for RIE.

Resume will appear In RIE in about 3 months Copies cannot be ordered from EDRS before announcement in RIE.

O Not selected for RIE.
Clearinghouse Name:
Date reported to submit =r:

HAVE YOU ENTERED YOUR CORRECT RETURN ADDRESS ON
THE FRONT OF THIS CARD?
THANK YOU FOR SUBMITTING YOUR DOCUMENT TO ERIC

EFF-59(10/78)

‘ FIGURE II-14(B): ERIC REPLY CARD USED FOR NOTIFYING NATIONAL
DISSEMINATION NETWORKS OF DOCUMENT DISPOSITION
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NIE DOCUMENT

SELECTION REPORT

FROM

(Clearinghouse) (Individual)

TO ¢ ERIC Facility Acquisitions Departmenti

SUBJECT : Return of NIE Document or NIE-Sponsored Report Not Meeting

Clearinghous

REFERENCE:

e Selection Criteria

(Title of Document)

[:] Document will not microfilm or reproduce

adequately

D Document h

as been/will be published as a

journal article

[:] Quality of

content is not acceptable

'[:] Other

[:] Comments:

Enclosure

EFF-71 (4/80)

FIGURE II-15: NIE DOCUMENT SELECTION REPORT
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e. Scope Overlap Notices

In order to prevent duplicate processing, a Clearinghouse
which receives a Xerox copy of a cover or title page with a
"Scope Overlap Sticker" from the Facility should check its
records to see if the document is on order, in-process, or
otherwise being considered for acquisitioning.

Copyright and Reproduction Release

The Copyright Revision Law (PL-94-553), effective January 1,
1978, requires ERIC to assume that all private sector documents,
whether carrying a copyright notice or not, are copyrighted, unless
such documents were published without a copyright notice prior to
January 1, 1978. For this reason, unless ERIC already has blanket
reproduction permission from the source organization, a signed
reproduction release form must be obtained for every title selected
for the ERIC system. The existence of a letter of transmittal
giving ERIC permission to reproduce the report is not sufficient.

ERIC has designed two standard reproduction release forms
for systemwide use——one for individual documents (see Figure II-16)
and one for blanket permissions (see Figure I1I-17). Clearinghouses
are encouraged to develop their own form letters (for examples
see Figure II-18) to send to contributors along with the release
forms, explaining and introducing the form and making it clear that
it should be returned to the Clearinghouse with the document. The
Blanket Reproduction Release should be negotiated whenever possible
in order to eliminate as many individual release forms as possible,
thereby saving both effort and time. Clearinghouses obtaining
blanket releases should report them for listing in the annual
ERIC Acquisitions Arrangements (EAA) list. The responsibility for
maintaining a permanent file of Reproduction Releases, and for ensuring
the accuracy of copyright information on the processed documents,
rests with the Clearinghouses.

Many questions arise concerning copyright and reproduction
release matters. The following points speak to the most common
problems. For problems not covered below, contact Central ERIC.

a. Public Domain

A document jssued without a copyright notice may be
registered by the author prior to or within a five-year period
after the date of public distribution. If the work is not
registered within this period, then the document is considered
to be in the public domain.
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U.S. DEPARTMENT OF EDUCATION
NATIONAL INSTITUTE OF EDUCATION
EDUCATIONAL RESOURCES INFORMATION CENTER (ERIC)

REPRODUCTION RELEASE (Specific Document)

. DOCUMENT IDENTIFICATION

Title:

Date:

Author(s).
Corporate Source (if appropriate):

t}. REPRODUCTION RELEASE

In order to disseminate as widely as possible timely and significant materials of interest to the educational community,
documents announced in the monthly atstract journal of the ERIC system, Resources in Education (RIE), are usually made
available to users In microfiche and paper copy (or microfiche only) and sold through the ERIC Document Reproduction Ser-
vice (EDRS). Credit is given to the source of each document, and, if reproduction release is granted, one of the following

notices is affixed to the document.
° It permission is granted to reproduce the identified document, please CHECK ONE of the options and sign the release
below.

('PERMISSION TO REPRODUCE THIS

“PERMISSION TO REPRODUCE THIS
MATERIAL IN MICROFICHE ONLY

MATERIAL HAS BEEN GRANTED BY

icrofi OR Microfiche HAS BEEN GRANTED BY
CHECK Microfiche PERSONAL NAME OR ORGANIZATION " x 6" fi
HERE (4” x 6 fitm) ! - il @"x6 h!m) {PEASONAL NAME OR ORGANIZATION
reproduction

and paper copy
82 p xp1 1) AS APPROPRIATEL only AS APPROPRIATE}
reproduction

TO THE EDUCATIONAL RESOURCES TO THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC) * j INFORMATION CENTER (ERIC) " I

Dy will be p d as indicsted provided reprod quality It 1o reproduce 1s g . but nerther box 1s checked, -
d will be p d in both mi and paper copy.

“I hereby grant to the Educational Resources Information Center (ERIC) permission to reproduce this document as indicated above.
Reproduction by persons other than ERIC employees and its system cc tors requires p on from the copynight holder. Exception s
made for non profit reproduction of microfiche by Iibranies and other service agenctes to satisfy information needs of educators in response

to discrete inquirres.”

:lEGR! Signature. Printed Name
Org
Position -
Address. Tet No..
Zip Code

Wl DOCUMENT AVAILABILITY INFORMATION (Non-ERIC Source)

If permission to reproduce is not granted to ERIC, o, if you wish ERIC ¢o cite the availability of the document from
another source, please provide the tollowing Information regarding the availability of the document. (ERIC will not an-
nounce a document unless it is publicly available, and a dependable source can be specitied. Contributors should also be
aware that ERIC selection criteria are signiticantly more stringent for documents which cannot be made available through

EDRS.)

PublisheriDistributor:
Address:

Price Per Copy: Quantity Price:

IV.  REFERRAL TO COPYRIGHT/REPRODUCTION RIGHTS HOLDER

If the right to grant reproduction release is held by someone other than the addressee, please provide the appropriate
name and address:

EFF.53 (Rev. 8/80) . .
GPO 872 080

FIGURE II-16: ERIC REPRODUCTION RELEASE (SPECIFIC DOCUMENT)
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ERIC

Aruitoxt provided by Eic:

U.S. DEPARTMENT OF EDUCATION
NATIONAL INSTITUTE OF EDUCATION
EDUCATIONAL RESOURCES INFORMATION CENTER (ERIC)

REPRODUCTION RELEASE (Blanket)

[ DOCUMENT IDENTIFICATION (Class of Documents)

All publications:
Series (Identify Series):
Division/Department Publications (Specify):

n REPRODUCTION RELEASE

In order to disseminate as widely as possible timely and significant materials of interest to the educational community,
documents announced in the monthly abstract journal of the ERIC system, Resources in Education (RIE), are usually made
available to users in microfiche and paper copy (or microfiche only) and sofd through the ERIC Document Reproduction
Service (EDRS). To reduce the number of individuat requests that must be made for reproduction retease, ERIC attempts
where feasible to obtain a blanket release for all documents submitted by an organization. Credit is given to the source of
each document, and, if reproduction release is granted, one of the following notices is affixed to the document.

If permission is granted to reproduce the above class of documents please CHECK ONE of the options and sign the
release below.

“PERMISSION TO REPRODUCE qu CPERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY . MATERIAL IN MICROFICHE ONLY
D Microfiche OR Microfiche HAS BEEN GRANTED BY
.’ S [PERSONAL NA'AE OR ORGANIZATION " " g,
C:EE%E ® {4” x 6" film) (4" x 6™ film) [PERSONAL NAME OR ORGANIZATION
and paper copy o reproduction
B8%" x 11" AS APPROPRIATE | only AS APPROPRIATE]
reproduction
TO THE EOUCATIONAL RESOURCES TO THE EDUCATIONAL RESOURCES
uNFOR&1ATl0N CENTER (ERIC)." J INFORMATION CENTER (ERIC)."
B¢ ts will be pr d as indicated provided reproduction quality permits. If permission to reproduce is granted, but neither box is
checked, d ts will be pr d in both microfiche and paper copy.

I hereby grant to the Educational Resources Information Center (ERIC) permission to reproduce the Class of Documents indicated above.
Reproduction by persons other than ERIC employees and its system contractors requires permission from the copyright hotder Exception
is made for non-profit reproduction of microfiche by libraries and other service agencies to satisty information needs of educators in
response to discrete inquiries.”

SIGN o Signature. ) Printed Name.

HERE Organization*
Position
Address: Tel No.
Zip Code.

.  DOCUMENT AVAILABILITY INFORMATION (Non-ERIC Source)

It permission to reproduce is not granted to ERIC, or, if you wish ERIC to cite the avaitability of the document from
another source, please provide the following information regarding the availability of the document. (ERIC will not an-
nounce a document untess it is publicly available, and a dependable source can be specified. Contributors should also be
awarg that ERIC selection critenia are significantly more stringent for documents which cannot be made available through
EDRS))

Publisher/Distributor:
Address:

Price Per Copy: Quantity Price:

IV.  REFERRAL TO COPYRIGHT/REPRODUCTION RIGHTS HOLDER

If the right to grant reproduction release 15 held by someone other than the addressee, please provide the appropriate
name and address: :

EFF-57 (Rev. 9/80)

FIGURE II-17: ERIC REPRODUCTION RELEASE (BLANKET)
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EDUCATIONAL RESOURCES INFORMATION CENTER

Clearinghouse on Higher Education

v THE GEORGE WASHINGTON UNIVERSITY

The Clearinghouse on Higher Education is pleased to notify you that
the publication your organization sent to be considered for announcement in
Resources in Education has been accepted. However, even though the document
does not contain a copyright notice, we do need to have you sign the enclosed
Request for Reproduction Release. The need for this release is a result of
the new copyright law effective January 1, 1978. As you may know, the new
law states that any document issued without a copyright notice may still be
registered by the author or organization within a five-year period from date
of public distribution. Therefore, it is an ERIC system policy that we must
receive a copyright release before any document can be announced in Resources
in Education and made available in microfiche or hardcopy form.

As an alternative to this individual release, you may indicate that you
will grant us a blanket release. By signing a blanket release you are grant-
ing permission to ERIC to automatically include in the system this and all future
publications that you send to us. This would eliminate delay in processing
your material. If this agreement is acceptable, please just sign the enclosed
Blanket Reproduction Release form.

Your response to this matter will be greatly appreciated. Please send the
completed form to the Clearinghouse address, not to NIE.

Thank you for submitting material to the ERIC system. I look forward to
receiving reports from you and your orgaaization in the future.

Sincerely,

Marilyn Scutt Shorr
Assistant Director

Enclosure

SUITE 630 / ONE DUPONT CIRCLE |/ WASHINGTON, D. C. 20036 / (202) 296-2597

FIGURE I11-18: TYPICAL LETTER SENT TO CONTRIBUTORS BY CLEARINGHOUSES TO INFORM ’
THEM OF DOCUMENT ACCEPTANCE AND TO REQUEST A REPRODUCTION RELEASE
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‘ b. Announcement Without Reproduction

It is considered legally permissible to abstract (at the
length provided for by ERIC guidelines) and to announce copyrighted
documents at Level 3, whether or not a reproduction release has
been obtained. Announcement alone does not violate copyright.
However, ERIC does not announce any document unless users can be
referred to a source of availability.

c. Multiple Authors

If a document having multiple authors requires a release
form, a signed release from any one of the authors is considered
sufficient.

d. GPO and NTIS Documents

Documents printed by GPO or NTIS, which do not carry a
copyright notice, do not require a copyright release. They
are assumed to have been generated with Federal government
funding under terms which either place them in the public
domain or else reserve a free right of reproduction for U.S.
Government purposes.

e. Speeches

, Speeches written and/or delivered in the author's private
capacity require a release. Speeches written by an employee
of the Federal Government, operating in an official capacity,
do not require a release. Speeches written by a Federal
employee, and bearing a copyright notice, must be checked with
Central ERIC.

f. State Documents

State funded documents, whether bearing a copyright notice
or not, require a release form.

g. International Foreign Copyright

Copyright under the Universal Copyright €onvention is
indicated by the © symbol. However, since there are numerous
other bilateral and multilateral agreements between countries
affecting the copyright picture, it is advisable to handle
foreign documents the same as domestic documents as far as
permissions and releases are concerned. In other words, the
presence or absence of the © symbol should not affect the
decision to seek a release.

h. Journal Article Publication

' Documents generated with Federal Government funding are in
the public domain. Such documents may later be published as
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journal articles, but will often carry a notice (e.g., a
footnote) reserving the Government's right to reprocuce and/or
excluding them from the overall journal issue copyright.

Federally Funded Documents (Including Contractor Reports)

Federally funded documents fall under the copyright law
just as do private sector documents. The difference is that the
Government reserves the right to reproduce for its own purposes
all Federally funded documents. Reproduction by ERIC is
considered "for Government purposes." This includes, for
example, the federally funded but copyrighted documents of
states, local governments, and school districts. It also
includes the instances where a Government agency has granted a
contractor the right to copyright a given document for a limited
period of time (perhaps to facilitate dissemination objectives).

It is therefore possible to construct the following
decision matrix:

No Copyright Copyright
Notice Notice
Federally Funded No Release Check with
Necessary Central ERIC
Not Federally Funded| Release Release
Necessary Necessary

As can be seen, Federal documents bearing a copyright
notice should be checked with Central ERIC to determine whether
a release is necessary. If in doubt, or if some questionable

variation of this situation occurs, Central ERIC should also
be contacted.

Letter in Lieu of Release

At the present time, a letter giving ERIC permission to
reproduce an accompanying document is not sufficient no matter
how explicit the letter may be. ERIC policy is that a
Reproduction Release (Blanket) Or a Reproduction Release
(Specific Document) must be obtained to cover every document
that is not federally prepared or federally supported.

Copyrighted Segments of a Document

Some documents contain segments copyrighted by someone
other than the producer of the document. The document may
be left intact if:

e ERIC has permission from the segment's copyright
holder; or
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10.

® the segment is small in relation to the overall work
from which it is taken, so that its reproduction would
be allowable under the copyright law's “fair use"; or

® the original permission obtained from the segment author
by the producer of the document in hand (containing the
segment) js broadly stated (i.e., not restricted to one
publisher) and can be assumed to extend to all printings,
reprintings, and other forms of the document in hand,
including its duplication in ERIC.

In general, documents should be left intact whenever
possible, for the benefit of the user.

Non-U.S. Documents

Documents not available from sources in the United States,
including documents in non-English languages, may be acquired and
selected for ERIC, but must meet more stringent criteria for
quality and availability/reproducibility. In addition, it is
nighly recommended that non-English language documents should,
it at all possible, be accompanied by a 1,000-1,500 word summary
in English for the benefit of searchers not proficient in the
language of the text.

The acquisitions/selection criteria, and other policies and
guidelines pertaining to foreign documents, have been formalized
by a special ERIC committee and are provided here verbatim
(see Figure II-19).

Recordkeeping

Acquisitions statistics are used primarily to facilitate the
acquisitions effort and to permit Clearinghouses to identify
organizations, conferences, authors, and othur sources, which
are prime sources of documents. While recordkeeping practices
vary from Clearinghouse to Clearinghouse, all should be evaluated
and justified in terms of their utility and effectiveness in
helping to bring documents into the system.

The following categories of information or statistics, kept
for this purpose, have been reported by Clearinghouses:

o Types of contributors;

o Types of documents received;

® Subject areas of documents received;
® Documents requested via the Facility;

® Documents arriving with reproduction releases;
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FOREIGN DOCUMENTS
Policies ard Guidelines for
Acquiring and! Selecting Fore: 3n Documents for the ERIC System

1. PURPOSE

To assist Clearinghouses in acquiring and selecting foreign documents; and to assist foreign nationals, international organizations,
intergovemmental agencies, foreign ministries of education, and other foreign government agencies in submitting documents to ERIC.

Rationale:

Acquisiti 1 of foreign documents is a cooperative venture between the Facility and the Clearinghouses. The Facility mairntains
agreements with foreign ministries of education and international organizations on behalf cf tt . ERIC system. Selection is a Clear-
inghouse function. These policies and guidelines, together with those in the £R/C Processing Munual, shou'd help to establish some
consistency of foreign document input.

. DEFINITION OF FOREIGN DOCUMENTS

Foreign documents are publications which are produced in a foreign country or by an international agency. Foreign documents may
or may not be in a foreign language.

Rationatle:

This definition is an zttempt to differentiate between a foreign document and a foreign language document. Some fore'an language
documents are produced in the U.S. There are many foreign documents in English. The new GEO, GOVE, and LANG data elements
will help to promote acceptance of this definition.

. LANGUAGE OF THE TEXT

When a documentis nct in English {whether itis foreign or domestic), it should ideally be accompanied by a 1,000-1,500 word sum-
mary in English.

Rationale:

ERIC is an English language information system. In order to better serve the user population, a more complete summary of
documents in foreign languages should be provided than that available in a 200 word abstract. Therefore, a 1,000-1,500 word
English summary, prepared by the individual or organization submitting the document, should accompany each foreign document
as an integral part of that document. A 1,000 word summary is often adequate to characterize the essential content of shorter
documents received from foreign sources. Exceptions to the requirement of an English-language summary may be made when the
potential users of the document are expected to be familiar with the language of the document; this would apply particulariy to
users of documents submitted by the Language and Linguistics Clearinghouse.

. QUALITY OF CONTENT

Foreign documents should meet higher quality criteria than those applied to domestic documents. Each Clearinghouse is enccur-
aged to review its unique acquisition policies in regard to foreign documents and to develop its own priorities and special guidelines.

Rationale:

For there to be as little criticism as possible in regard to the inclusion of foreign documents, the significance and quality of
foreign documents should be well above the level considered to be necessary for domestic documents.

- TECHNICAL REQUIREMENTS (PERTAINING TO REPRODUCIBILITY)

All foreign documents should meet the technical standards required of all domestic documents. Such standards are concerned with
reproducibility, legibility, physical quality, and page size. The ERIC Document Reproducibility Guidelines should be followed.

Rationale:
There is no reason to vary technical physical standards from those currently in force.

. TYPES OF DOCUMENTS

Documents to be considered from foreign sources will be the same as those considered from domestic sources, except for the
following types which are not encouraged for submission: resource guides, legislatinn and regulations, brochures, and pamphlets. Tt
will be exceptions, but as a general rule those items which are easily dated, of highl;; specific local use, and which list resources generally
available only in a foreign country, should receive lower priorities.

Rationale:

Each Clearinghouse will uitimately make 1ts own selcction decision, but as a general guideline there are certain documents,
such as those mentioned above, whic% appear to be of lower priority than others.

. LEVEL 3 DOCUMENTS

In general, Level 3 selections are not an option. Levels 1 and 2 should ba thoroughly explained to foreign contributors. The Leve! 3
option shouid never be used unless a reliable source of copies can be identified.

Rationale:

Foreign Level 3 documents should be discouraged even more than domestic Level 3s. One way to do this is not to describe the
option. However, there are rare times when foreign Level 3 documents should be included. This policy permits limited inclusion, but
strongly discourages solicitation of such documents.

FIGURE II-19: FOREIGN DOCUMENTS

Q

ERIC

Aruitoxt provided by Eic:
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11.

F. ERIC Facility Acquisitions Program

® Productivity of second request follow-up efforts;

® Solicitations returned due to incorrect address;

® Reasons for rejection of documents;

® Number of returns for each conference solicited;

® Reproducible documents received (versus non-reproducible
receipts)

o Organizations tending to submit acceptable documents
(versus those submitting rejected documents);

o Organizations submitting documents on the basis of
agreement (or periodically). Periodic reminders or
follow-ups to thuse organizations are necessary.

Clearinghouses gather information both manually, and in
some cases, by computer. Examples of some typical Clearinghouse
recordkeeping forms are seen in Figures II-20 & 21.

Reporting to Central ERIC

The following statistics for Clearinghouse acquisitions
efforts are required by Central ERIC to be reported on a quarterly
basis and at the annual review:

Total documents acquired;

Total solicitations;

Number of acquired documents solicited;
Number of acquired documents unsolicited;
Number of documents selected for RIE;

Number ‘of documents selected for local files;
Number of documents rejected;

Number of documents transferred (to other Clearinghouses).

® 00000 0@

For more detail on reporting requirements, see Section 7.3
of the ERIC Administrative Procédures Manual.

1.

Scope and Purpose

The ERIC Facility Acquisitions Program was initiated for
the following reasons:

® to increase the flow of documents to the Clearinghouses
from certain sectors (Federal, State, and International);

o to build a foundation of automatic acquisition/
distribution arrangements;
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Activity

Thank You Notice Sent
Duplicate Checking

Faculty Evaluation

Document Preparation
ADR
Cataloging

Control Card

Reading/Scan
Indexing
Abstracting

Informative [ ]
Indicative [ ]
Mixed [ 1]

Typing
Indexing Check
Editing 1

2
OCR Keying

OCR Proofing

FIGURE II-20:

DOCUMENT TIME DATA

Initials/Date Time

IR

Comments

(EXAMPLE 1)

TYPICAL EXAMPLE OF A CLEARINGHOUSE RECORDKEEPING FORM
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Cardfile

ADR __ Month
79 Title Index
77-78

66-76

Related Documents

ERIC/TM DOCUMENT CONTROL FORM

SELECTION
ACCEPT / PRIORITY A B c RUSH
NEED SECOND OPINION /
YES
REJECT / Specify reason - see reverse side.
' COMMENTS
SCREENING
LEGIBILITY CHECK TEXT APPENDICES /
PHOTOCOPY / SUPPLEMENTAL
HOLD--REQUEST: BETTER COFY RELEASE 2nd COPY MATERIAL OTHER
letter sent
followup
recelved
READY TO PROCESS: AT LEVEL DATE SHIPPED
AUTHORITY: repro rel acq argmt cover letter other

FIGURE I1I-21: TYPICAL EXAMPLE OF A CLEARINGHOUSE RECORDKEEPING FORM
(EXAMPLE 2 - PAGE 1 of 2)

’
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DATE

COMMEKTS ¢

|

2.

3.

Oty
————
s

wn
.

=)
.

-~
.

o
.

o

10.

i1,

12.

13.

14.

FIGURE [I-21:

ERIC / TM SELECTION GUIDELINES

Duplicate to

Not within scope of RIE. Little or no applicability to education.

Format inappropriate:

journal article

dissertation without Level I or II release
newsletter

comnercial test materials with no release
book available from major publicher
promotional materials

other: explain

Will be publighed as a journal article. Cite i{ known.
Submitted to journal. Publication dacision pending. Cite if knowu.
Too old (written 5 or more years ago and %8 not » landmark

document.

Too short - less thaa 6 pages. It subotantive, permission of
sonitor required to input.

Additional documentation reguired.

Is.not suhstantive. Does not add to the data base.

Information alresdy in data base.

Document poorly prepared - incomplete, garbied, not outlined, etc.

tisajor problems in study design, poor quality.

Of local interest omly.

No reply to letter requesting resolution of problems.

TYPICAL EXAMPLE OF A CLEARINGHOUSE RECORDKEEPING FORM
(EXAMPLE 2 - PAGE 2 of 2)
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Caw

Aok man oA n e

® to serve as an expediter for the complex area of
Federal Government documents (where being in the
Washington area is important); :

® to coordinate network acquisition efforts and help
avoid redundancy and confusion (e.g., by such means
as the maintenance of the ERIC dequisitions
Arrangements 1ist);

® to eliminate multiple soliciations by various network
components to one Government agency, State Department
of Education, or other organization dealing broadly
with the field of education.

Facility efforts are concentrated in the following areas:
® Federal Agencies;

¢ State Departments of Education;

® Foreign Ministries of Education;

o International and Intergovernmental Organizations;

® Professional Associations or other entities covering
education broadly (e.g., NEA).

In addition, certain organizations, on their own initiative,
have approached the Facility for liaison in the acquisitions area.

The Facility makes arrangements with the NIE-sponsored
educational laboratories and research and development centers o
to receive directly all of their reports which are approved for
public dissemination. In addition, the Facility receives all
Department of Education input from Central ERIC and all unsolicited
input arriving at Central ERIC or EDRS. A1l such documents are
assigned to appropriate Clearinghouses for processing. The
Facility maintains the ErIC Clearinghouse Scope of Interest
Manual (see Appendix A) on the basis of information received from
the Clearinghouses.

The Facility functions in direct support of the Clearinghouses
by obtaining for them ceiitrally the documents of organizations
whose programs cover the entire spectrum of education. The
Facility also functions in many respects as an agent of Central
ERIC. It receives direct requests for action from Central ERIC
involving both automatic arrangements and specific documents.

It works closely with Central ERIC in an effort to see that all
Department of Education internal reports are obtained for the
system. Visits to Government agencies to establish arrangements
are often made by Central ERIC and Facility staff working
together. Special acquisition projects are often assigned to
the Facility by Central ERIC.

Revised October 1982
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Facility acquisitions are intended to augment and supplement
the main ERIC acquisitions effort, which resides at the
Clearinghouses.

Sources of Documents

a.

Central ERIC

A11 Department of Education and unsolicited documents
acquired by Central ERIC are delivered to the Facility by
daily courier for recording and assignment to Clearinghouses.
The Facility is frequently asked by Central ERIC to report
on the receipt or status of particular documents and to
expedite PRIORITY documents. The Facility requests certain
Department of Education documents from Central ERIC by
title. The Facility refers all policy questions concerning
copyright or reproduction release to Central ERIC. Central
ERIC refers organizations and individuals to the Facility for
follow-up acquisitions contacts. In some cases, arrangements
are initiated by Central ERIC and completed by the Facility.
Before contacting State Departments of Education or foreign
ministries of education, the Facility first obtains Central
ERIC approval.

Automatic Distribution Arrangements

(1) ERIC Facility Acquisitions Arrangements (EFAA's)

The Facility maintains an on-going effort to contact
education-related organizations in its area of
responsibility in order to enter into agreements with
them to receive reievant publications on a regular basis
and to secure Blanket Reproduction Releases, where
appropriate. After determining that an organization is
willing to cooperate, details ara worked out and the
following steps are taken:

® a signed release form (if necessary) is
obtained;

¢ Reply Cards are offered; and

o informational ERIC materials are sent to
the new contributor.

When documents begin arriving:

¢ the organization is given a number and
listed as an EFAA and

® a copy of all documentation is submitted to .
Central ERIC.

+
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A1l EFAA's are listed numerically in the periodic EFAA
List (see Figure I1-22). Organizations whose
acquisitions arrangements are inactive are identified
on the list by an asterisk. Arrangements becorie
inactive for a variety of reasons: defunct, publication
discontinued, loss of contact, etc. Therefore, EFAA's
are continuously monitored to determine whether
publications are still being received. Notification
of new EFAA arrangements or changes in established
arrangements are announced each month in the ERIC
Administrative Bulletin.

(2) Exchange Arrangements

In order to establish acquisitions arrangements
with certain large international organizations and foreign
ministries of education, the Facility is authorized,
subject to Central ERIC approval, to offer a one year
complimentary subscription to RIE in exchange for the
organization's publications. This type of arrangement is
closely monitored to ensure that ERIC receives a
commensurate number of appropriate documents,

(3) Standing Orders

In certain cases, the Facility enters into standing
order arrangements in order to obtain desired publications
not available in other ways. The principal current
example is tne standing order with UNIPUB to obtain
education-related UNESCO sales publications for Level 3
announcement in RIE.

Specific Requests

Many organizations do rot maintain distribution 1lists or
do not produce enough documents of interest to ERIC to warrant
establishing an acquisitions arrangement. Documents from
organizations for this type must be acquired on a title-by-
title basis. For this purpose, the Facility employs form
letters, free copies of ERIC publications, and generally
includes a request for Reproduction Release.

Requests for specific titles are generated either by
requests from the Clearinghouses or by scanning the serial
publications, newsletters, and brochures of organizations
within the Facility's scope.

(1) Clearinghouse Requests

Clearinghouses are requested to ask the Facility for
documents they wish to obtain from any organization
with which the Facility has an existing arrangement, or
from any branch of the Federal Government. The Facility
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EFAA
NUMBER

12*
13

14*
15

16*
1”7
18*
18
m.
21*

73
24
25¢
26"
”
28
29¢
30°*
3

m.

&rER2888988Ee

* inactive

FIGURE 1I-22:

ERIC FACILITY ACQUISITIONS ARRANGEMENTS

CONTRIBUTING INSTITUTION

Naticnal Institutes of Health
Library of Congress, Exchange and Gift Division
District of Columbia Public Schools
Library of Congress, Division for the Blind and Hardicapped
General Accounting Office
Employment and Training Administration (DOL)
Administration on Aging
Department of Labor: Child Labor Division
Bureau of Labor Statistics (DOL)
Women's Bureau (DOL)
President’s Committee on Mantal Retardation
Senate Select Committee on Equal Educational Opportunity
National Institute on Drug Abuse, National Clearinghouse for Drug Abuse Information
National Park Service: Office of Environmental! Interpretation
Consumer Services Administration (CSA)
Wihite House Conference on Aging
National Endowment for the Humanities
President’s Commission on School Finance
Regional Economic Coordination Council
Office of Child Development, Child Care Program
Office of Child Development, Home Start Program
Advisory Commission on Intergovernmental Relations
Agency for Intemational Development
National Reading Center
Surgeon General's Scientific Advisory Commission on TV and Social Behavior
U.S. National Commission for UNESCO
Office of Consumer Affairs
Small Business Administration: Education Division
Office of New Carsers
Federal Communications Commissioh
Commission on Civil Rights (CCR)
Office of Naval Research (ONR)
New England Prog¥am in Teacher Education
sganisation for Economic Cooperation and Development (DECD) (France)
Toronto Board of Education (Canada)
Dade County Public Schools
National Center for Health Statistics
Civil Service Commission (CSC) Bureau of Training
Schools Council (UK)
Federal Aviation Administration
Nationat Institute of Mental Health, Mental Health Study Center
University of Pittsburgh: University-Urban Interface Program
Air Force Reserve Officers Training Corps (DOD)
National Center for Health Services Research
Human Resources Research Organization (HumRRO)

PRESCRIBED
LEVEL OF INPUT

-
d-.dd_o‘ddddddddd-.-‘dddddddddddddddddddddd

1 (free)
1

-l e e b -

ERIC FACILITY ACQUISITIONS ARRAWGEMENTS LIST (SAMPLE PAGE)
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will either obtain the documents or let the Clearinghouse
know if they are unavailable. Central ERIC also occasionally
requests the Facility to obtain specific titles.

(2) Scanning

Serial publications, newsletters, and brochures of the
organizations within the Facility's scope are regularly scanned.
GPO's Monthly Catalog of Govermment Publications iS reviewed
cover-to-cover every month for education-related documents.
NTIS's Goverrment Reports Annmouncements (GRA) is also scanned
(particularly Section 5) for this purpose. In each case, the
Facility first attempts to obtain relevant documents from the
original source before considering purchase.

Publication lists, news releases, etc., outside the
Facility's scope of interest are forwarded to the appropriate
Clearinghouses.

Assignment of Documents to Clearinghouses

A1l documents received by the Facility are assigned to the single
most appropriate Clearinghouse for evaluation and selection. The
proper assignment is determined by reference to the Facility-maintained
ERIC Clearinghouse Scope of Interest Guide. When a document overlaps
the scope of two or more Clearinghouses, the Facility assigns the document
to the Clearinghouse with, in its judgment, the strongest claim to
Jurisdiction over the subject matter of the document. However, a copy
of the Title Page is transmitted to the other interested Clearinghouses,
together with a sticker (Figure I11-23) indicating where the basic
assignment was made. The sticker serves to alert those Clearinghouses
that might Tike tn question the assignment; it also tells the Clearing-
house receiving the document that care should be taken in indexing to
reflect the int_rests of the related Clearinghouses.

SCOPE OF INTEREST NOTICE

The ERIC Facility has assigned
this document for processing
to:

In our judgment, this docurment
18 8130 Of interest to the clearing-
houses noted to the right. Index-
ing should rafiect their special
points of view.

FIGURE II-23: SCOPE OVERLAP STICKER

No selection decisions are made at the Facility. A1l documents
received are assigned. Even flyers, brochures, news releases, and
handouts are forwarded to the Clearinghouses for their information

(though such materials are not part of the statistical count of
documents assigned).




ERIC Acquisitions Arrangements (EAA) Systemwide List

The Facility publishes semiannually a cumulative systemwide
list of all Clearinghouse and Facility acquisitions arrangements.
Entries cite the name of the organization, date of contact, level
of reproduction release, authorization, authorizing person, and any
additional explanatory notes. The list includes all organizations
whose materials are regularly and routinely acquired by ERIC and
its use helps to prevent duplicate acquisitions efforts and to
facilitate the exchange of release forms. N

Standard Forms Used By The Facility

A numser of forms, cards, and stickers or labels are used by
the Facility to help expedite work flow.

a. Form Letters

The Facility uses several form letters to serve a variety of
recurring needs: e.g., "Request for Specific Document(s),"
"General Solicitation," "Thank You Letter" (see Figures 1I-24,
I1-25, and I1-26, respectively). On occasion, special form
letters are prepared to meet specific needs: e.g., National
Diffusion Network (NDN) needs (see Figure II-27).

b. Reply Cards

The Facility has a Standard Reply form which is used when
disposition information is requested by the contributer. These
forms are provided to contributors to affix to incomi:g do.uments,
but contributors are encouraged to provide their own cards.

On occasion special Reply Cards are prepared to meet specific
needs, e.g., State Education Agency submissions, NDN submissions,
(see Figures previously Tisted).

Reproduction Release Forms (Blanket and Individual)

The Facility is responsible for the two Reproduction Release
forms used by the system. Modifications are made at Central
ERIC's direction and supplies of both forms are stocked by the
Facility. {See igures previously listed:)

Recordkeeping

The acquisitions effort requires a number of files. Only those
most relevant to external ERIC components will be described here.

a. In-Process File

A title card file is maintained of all documents coming into
the Facility, whether solicited or unsolicited. This fije is
purged so as to contain only the last two years of data; the




[ ERIC | PROCESSING AND REFERENCE FACILITY
4833 RUGBY AVENUE, SUITE 303, BETHESDA, MARYLAND 20014 « (301) 656-9723

OPERA™TN FOR THE NATIONAL INSTITUTE OF EDUCATION by ORL. Inc.. Information Systems Dwvision

The Educational Resources Information Center (ERIC) is a nationwide
computer-based information system funded by the National Institute of Education
to obtain and screen documents relevant to the field of education for inclusion
in the monthly abstract journal, Resources in Education {(RIE). These reports
are then made available to our users in microfiche and paper copy through the
ERIC Document Reproduction Service (EDRS). May we please have a complimentary
copy (two, if possible) of the following to consider for RIE? If we may make
the document available to ERIC users, please f£ill out and return the enclosed
. Reproduction Release form with the complimentary copy.

Your attention to this request is appreciated. We will notify you if
the document is selected for RIE and we welcome other reports that you wish
to deposit in the ERIC data base.

Very truly yours,
(Mrs.) Grace Sundstrom
Acquisitions Librarian

Enclosure °

FIGURE 11-24: ERIC FACILITY FORM LETTER—REQUEST FOR SPECIFIC DOCUMENT(S)
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ERIC ~ PROCESSING AND REFERENCE FACILITY
. 4833 RUGBY AVENUE, SUITE 303. BETHESDA, MARYLAND 20014 * (301) 656-9723

OPERATED FOR THE NATIONAL INSTITUTE OF EDUCATION by ORI. Inc.. Information Systems Division

The subject matter encompassed in this project is of interest to the
Educational Resources Information Center (ERIC), of the National Institute of
Education (DHEW). If you would be kind enough to forward two clear copies of
the final report or other documents resulting from the project, such materials
will be evaluated for possible abstracting and announcement in Resources in
Education (RIE).

Under the sponsorship of the National Institute of Education, ERIC is a
decentralized network of clearinghouses designed to bring information about
education to the attention of educators and researchers. Through the Government
Printing Office, ERIC publishes the monthly abstract journal, RIE, which
announces recently completed reports of interest to the educational community.

If selected, the results of your work will be disseminated around the
world automatically on microfiche to over 600 education-oriented organizations
and in machine-readable form to the many subscribers to the ERIL tapes.
Individuals who learn of your work through the RIE anrouncement can order the
document from the ERIC Document Reproduction Service (EDRS) in either paper
copy or microfiche. Therefore, should your own supply be exhausted, you can
always refer requests for reprints to EDRS.

Thank you for your cooperation.
Yours truly,

(Mrs.) Grace Sundstrom
Assistant Acquisitions Librarian

GS:sep

P.S. There is no fee for placing documents in the ERIC system.

FIGURE I11-25: ERIC FACILITY FORM LETTER—GENERAL SOLICITATION

ERIC 11-54




ERICC | PROCESSING AND REFERENCE FACILITY
4833 RUGBY AVENUE, SUITE 303. BETHESDA, MARYLAND 20014 *(301) 6569723

OPERATED FOR THE NATIONAL INSTITUTE OF EDUCATION by ORI, Inc . Information Systems Dvision

submitted to the Educational Resources Information Center (ERIC). Ve
sincerely appreciate your contribution. The material will be assigned
to the most appropriate Clearinghouse where it will be evaluated for
announcement in the abstract journal, Resources in Education (RIE).
Please allow four to five months between receipt of material and, if
selected, final announcement in RIE.

. We acknowledge with thanks receipt of the material you recently

If yc-t have available or develop other reports you believe would
be of interest to educators, we would also like to receive two copies
of each of these documents for the ERIC system.

Thank you for your interest in ERIC.

Very truly ycurs,

z o

(Mrs.) Grace Sundstrom
Acquisitions Librarian

6GS/1j

| FIGURE 1I-26: ERIC FACILITY FORM LETTER-——THANK YOU LETTER
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ERIC | PROCESSING AND REFERENCE FACILITY
4833 RUGBY AVENUE, SUITE 303, BETHESDA, MARYLAND 20014 +(301) 656-9723

OPERATED FOR THE NATIONAL INSTITUTE OF EDUCATION by ORL, Inc.. information Systems Division

Dear Colleague:

The Educational Resources Information Center (ERIC) invites all National
Diffusion Network D/Ds and SFs (Developer/Demonstrators and State Facilitators)
to submit NDN-related materials to ERIC.

USOE's Division of Educational Replication is interested in seeing that as
many NDN materials are submitted to ERIC as possible. It is believed that ERIC
can assist in making school people aware of the NDN, its publications, services,
and Exemplary Programs. In addition, both NDN and ERIC are continuing to explore

how NDN participants may use the ERIC system as a resource to improve their own
effectiveness.

In August 1978, at the National Dissemination Forum, "Guidelines for
Submitting NDN Materials to ERIC" were distributed. Additional copies of these
guidelines are available from the ERIC Facility upon request. To facilitate
your submission of documents, we are enclosing two "ERIC Reply Cards,” izc
"Reproduction Release Forms," and a ''Blanket Reproduction Releast Form.” When
you submit a publication, please use these forms as indicated:

e FERIC Reply Card
Complete and return one card per document submitted. Once disposition
of your publication is determined, the card will be returned to jru.

e Reproduction Release Form
Complete one form per document and attach to the document, OR, use the
Blanket Reproduction Release Form.

1 Blanket Reproduction Release Form
complete this form when submitting a large quantity of material.

Let us know when you need additional copies of any of these forms.

ERIC sincerely appreciates the effort made by all the D/Ds and SFs who have
already submitted documents to ERIC. Currently, a computer search is underway to
identify all NDN documents already in ERIC. The results will be compiled into a
bibliography and made available to ERIC system users on a world-wide basis.

1f you have any questions concerning the submission of NDN documents to ERIC,
please feel free to call or write us at the ERIC Facility or contact one of the
NDN-ERIC liaison committee members listed in the Juine NDN newsletter.

Very truly yours,

AM

(Mrs.) Grace Sundstrom
Acquisitions Librarian

FIGURE II-27: ERIC FACILITY FORM LETTER-—NATIONAL DIFFUSION NETWORK
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7.

older cards are archived. This file records the title, date
received, Clearinghouse assignment, and any other important
information, providing a duplicate check and a measure of
Tocation control over all Facility receipts.

Acquisitions Arrangements File

Individual files are kept on each formal acquisitions
arrangement, including all correspondence and all Reproduction
Release information.

Reporting to Central ERIC

The following reports are provided to Central ERIC:

® Acquisitions Department activities are reported in the
Facility's biweekly Narrative Report to Central ERIC.

® Acquisitions statistics are reported in the monthly ERIC
Facility Statistics Report and the quarterly Acquisitions
Summary Report.

e Special ad hoc reports are prepared throughout the year,
at Central ERIC's request, on such subjects as SEA receipts,
foreign receipts, NEA receipts, NDN receipts, etc.

Miscellaneous

a.

Women's Educational Equity Communications Network (WEECN)

The iacility regularly receives documents from WEECN. The
documents come with a special instruction sheet explaining
WEECN's interests. These documents are handled as regular input.

National Diffusion Network (NDN)

The Facility cooperates with NDN in an effort to see that
all NDN documents are considered for input to ERIC. The Facility
has prepared special form letters for soliciting new documents,
special Reply Cards, and a sheet outlining the special handling
and processing NDN documents should receive.

Alerting Services

Occasionally, the Facility will engage in activities
calculated to alert the Clearinghouses to new publications of
interest, e.g., Library of Congress proof sheets (for new 3x5
catalog cards); Baker & Taylor Current Awareness Service, etc.
In all such cases, the responsibility for deciding upon further
acquisitions action rests with the Clearinghouse.
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Current Index to Journals in Education (CIJE)

CIJE deals with journal articles, not the report literature.
Acquisitions for CIJE deal, therefore, with subscriptions to
appropriate journals.

The CIJE Contractor maintains a complete 1ist of all journals
currently covered on a regular basis, comprehensively or selectively.
This 1ist is published as the "Source Journal List" in each monthly
issue of CIJE. (As of January 1980 this 1ist cited 876 journals.)

Each journal covered is assigned, wherever possible, on the
basis of its subject matter, to a single ERIC Clearinghouse. Journals
that cover more than one area of the field of education and journals
that fall outside the scope of any existing Clearinghouse are assigned
Tor coverage to the-CIJE Contractor. The "Source Journal List"
identifies the organization responsible for each journal. The
responsible ERIC component must subscribe to the journal (or obtain
a complimentary subscription) and must ensure that all issues are
obtained and screened. (See Figure II-28 for Clearinghouse request
for complimentary journal subscription.) It is worth emphasizing
that when a Clearinghouse is responsible for a given journal it is
responsible for all education-related articles in that journai and
not just those within its scope.

New journals are the responsibility primarily of the Clearinghouses;
however, a new journal may be nominated for coverage by any ERIC
component. Information concerning a candidate journal should be sent,
together with any supporting information, to the relevant Clearinghouse.
If the relevant Clearinghouse cannot be determined, the candidate
should be sent to the ERIC Facility which, in conjunction with Central
ERIC, will make this determination.

The responsibility for deciding whether to cover a new journal
rests with the Clearinghouse. When the total number of journals
covered by CIJE is considered by the CIJE Contractor to be at a
maximum, it will generally be necessary to delete a marginal journal
in order to add a significant journal. If it is necessary, in the
opinion of the Clearinghouse, to add a new journal without a
corresponding deletion, justification for this decision should be
sent to the Central ERIC monitor of CIJE.

Journals covered by CIJE can be classified into three groups:

1. Comprehensively Covered Journals

Journals of high quality that are concerned entirely with
the field of education are processed "cover-to-cover," i.e.,
all articles are cataloged and indexed. This excludes editorials,
letters to the editor, schedules of events, newsletters, book
reviews, regular columns, and advertising. It is useful to the
practicing educator, reference librarian, educational researcher,
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CQHPLILZITARY JOURLL
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Clearinghouse on Teacher Education

ONE DUPONT CIRCLE, N.W.. SUITE 616 » WASHINGTON, D.C. 20036 * 202/293-7280

SPONSCOR

N

.

American
Association of

Colleges for
Teacher Education

(fiscal agent) poar Editor:

The ERIC Clearinghouse on Teacher Education would like to request a
complimentary subscription to your journal in order to keep up-to-date
Qm on publications and conferences in the field of education. Occasionally,
American Alliance iMPOTtant articles from our complimentary subscription 1list are indexed

__forHealth, in our monthly publication, Current Index to Journals in Education.
Physical Education,

und Recreation
_.b{e are funded by the National Institute of Education to collect education
. documents and make them available to readers through a computerized
‘retrieval syster. The particular scope of interest of this clearinghouse
ATE covers teacher education, physical education, and health and recreation

education.

The Association
of Teacher . . . . .
Educators We believe that the opportunity to receive your journal will help us to

announce through ERIC valuable materials in education.

SPONSOR Sincerely yours,

Ned Qe Jorua

Instructlon‘and Agnes Torres
Professional .
Development/ Document Processing

National Education
Association

In cooperation with the Educational Resources Information Center. Nationa) institute of Education

SCOPE

The preparation and continuing development of elementary, secondary, and collegiate fevel instructional personnel, their
roles and functions; and selected aspects of health education, physical education, and recreation education.

FIGURE 11-28: TYPICAL CLEARINGHOUSE REQUEST FOR COMPLIMENTARY
JOURNAL SUBSCRIPTION
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or other user to be assured that all articles in such journals
will be indexed bv CIJE. Such journals are indicated by an
asterisk in the surce Journal Index."

2. Selectively Covered Journals

Journals of high quality that, while not concerned entirely
with education, reygularly contain some education-related articles,
are processed selectively, i.e., articles not related to education

. are excluded, as are the miscellaneous types of materials referred
to in the explanation of comprehensive coverage. Journals covered
se]edtize]y appear in the "Source Journal Index" without an
asterisk.

3. "Oneshot" Journals

Journals of high quality that occasionally may contain an
article related to education are covered on a "oneshot" basis.
These journals are not regularly monitored or indexed by any
Clearinghouse. Detecting a relevant article in such a journal
will often be accidental and fortuitous. It is permissible for
a Cleariughouse to input any good quality, education-related
article that may be found in a journal not regularly covered by
another Clearinghouse. Journals of this type, from which oneshot )
articles are chosen, do not appear in the "Source Journal Index." ‘.

Articles of this type should be identified by writing
"oneshot" in the comments column of the Clearinghouse Accession
Log Sheet.

If the journal from which the "oneshot" article is being
taken is not well known, it may be helpful to the user to
include in cataloging the address of the journal. This decision
is up to the Clearinghouse.

If a Clearinghouse finds that it is indexing one or more
articles from each issue of such a journal, it should consider
the journal for selective coverage status.
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SELECTION

TABLE OF CONTENTS

Summary of Significant Rules

ITI. SELECTION

A.
B.

Introduction
Scope of Interest (Subject Matter)

1. Education as a Subject Versus the Subject Matter
of Education

2. Overlapping Subject Matter
Types of Documents

1. Most Suitable
2. Acceptable
3. Unsuitable

Quality of Content

Contribution to Knowledge; Significance

Relevance

New Applications of Knowledge; Innovative Practices
Effectiveness of Presentation; Thoroughness of Reporting
Responsiveness to Current Priorities

Timeliness

Authority of Author, Source, Sponsor

Audience; comprehensiveness

ONO TP WMN -

Legibility and Reproducibility
1. General

2. Physical Characteristics of Documents Which Present
Reproduction Problems

Type Size

Broken Type/Faint Type/Smudged Type
Colored Papers or Inks

Translucent Paper

Photographs

Handwritten Documents (Holographs)
Missing Pages/Pagination Problems

Q-HhoOOooO o

PAGE
i1
ITI-1
I1I- 2
III- 2
ITI- 3
III- 5
III- 5
III- 6
I11- 7
ITI- 8
III- 8
III- 9
ITI- 9
ITI-10
ITI-11
ITI-11
III-11
I11-12
I1I-12
I1I-12
ITI-13




h. Blank Pages
i. Undersize Pages (Within Regular Size Documents)
j. Oversize Pages (Within Regular Size Documents)

3. Document Preparation (Remedial Actions to Physical
Document Problems)

Availability

Factors to be Considered in Selecting Certain Types of
Documents

Dissertations and Theses

Brief Materials (5 pages or less)

Corporation-Produced Materials

Bibliographies

Level 3 Documents (Documents that Cannot be Reproduced)
Documents Containing Materials of Local/Parochial Interest
Instructional Materials (For Student or Teacher)

Research Reports

O NV WNY =

CIJE Selection

Introduction

Selection of Journals

Selection of Articles Within Journals

Procedures for Recommending New Journals to be
Considered as Candidates for CIJE

Journal Article Legibility and Availability

LIST OF ILLUSTRATIONS

Figure III-1: ERIC Document Transfer Form




SELECTION

SUMMARY OF SIGNIFICANT RULES

A11 documents selected for announcement in RIE and inclusion in the ERIC
data base must have a demonstrable connection with and relevance to the
field of education, and to the areas covered by the various ERIC
Clearinghouses.

Documents acquired anywhere in the system are transmitted on the basis

of subject matter to the appropriate ERIC Clearinghouse for processing.
Topics not previously included in Clearinghouse scope of interest statements
must be allocuaced as they arise. Scope of interest statements must be
constantly revised in order to include any new topics assigned to
Clearinghouses.

At least one subject-matter specialist (and preferably more) should be
involved in the selection process at each Clearinghouse.

Quality is the single most important selection criterion. Quality

1s a composite factor made up of several more specific characteristics,

e.g., contribution to knowledge, significance, relevance, newness/
innovativeness, effectiveness and thoroughness of presentation, relation

to current priorities, timeliness, authority of author, size of audience, etc.

Document types have been sorted into three groups: most suitable (for

RIE), acceptable (if exemplary), unsuitable. To be selected for RIE,
documents must be one of the first two types. For example, research reports
are "most suitable," dissertations are "acceptable," non-print materials

are "unsuitable."

To be selected for RIE, documents must be legible and reproducible. If a
document has defective pages, they must either be corrected, or judged not
to seriously affect the content of the document, before that document can
be selected.

Documents that are selected for RIE even though they contain physically
illegible or non-reproducible pages (or parts of pages), must bear the
legend "BEST COPY AVAILABLE."

A1l documents selected for RIE must be available either from EDRS or from
an outside source whose name and address can be cited. Documents that

cannot be made available to users should not be selected and announced in
RIE.




10.

11.

12.

13.

14.

Documents about education and its many associated processes, but not
designed for use in an educational context, are desirable documents for
ERIC. Documents about a disciplinary or subject-matter area, but not
specifically designed for educational use, should have the link to
education explicitly drawn in order to be selected.

Document preparation activities shouid be engaged in whenever possible
to remedy physical defects that might otherwise disqualify good documents.

Selection of brief materials (5 pages or less) for RIE must be reviewed
and approved by the Clearinghouse Director.

Documents that cannot be reproduced and made available via EDRS (i.e.,
Level 3 documents) are permissible, but policy is to keep their numbers
low. They currently amount to around 5% of any given issue of RIE.

Corporation-produced materials must be screened to ensure that they
contain valid information for practical use and not just advertising
or propaganda.

Selection of journal articles for CIJE is based primarily on selection

of the journals in which the articles appear. Some Jjournals are selected
for comprehensive, cover-to-cover, handling (i.e., all articles are
covered). Some journals are designated for selective handling (i.e.,
only education-related articles are covered).
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III.

A.

SELECTION

Introduction

Documents acquired as candidates for possible announcement in RIE
must be subjected to a set of rigorous selection criteria to determine
their proper dispesition. Although in many cases documents are originally
acquired selectively, in most cases the decisions of acquisitions staff
are made in the absence of the actual document, and necessarily
preliminary to the final selection'process. It is the objective of
this section to establish standards for judging a document in hand as
to the following factors:

o Appropriateness of content/subject matter
(to the field of education/scope of Clearinghouse);

o~ Ay

e Suitability of format, medium, document type;

o Quality of content;

o Legibility and reproducibility (physical characteristics);
o Availability.

A document meeting the cri:eria in each of these five areas would
be selected for processing and eventual announcement in RIE. A document
not meeting the criteria would either be discarded or may occasionally
be retained for 1ocal collection use. (NOTE: Local collections are
not tunded by ERIC.)

Failure to satisfy criteria in any one of the areas may be grounds
for rejection. Nevertheless, so <mportant to ERIC is the quality of
the permanent data base formed from these documents that "Quality of
Content" should be regarded as the most important area. A document
may satisfy all cther criteria, but if the quality is not sufficient
it should be rejected. Conversely, a very high quality document may
lead selection personnel to override certain problems in legibility,
availability, or document type.

Throughout the selection process, the bwoad range of RIE's
audience and the potential users of ERIC materials should be kept in
mind. These varied groups encompass many levels of sophistication
and represent many different viewpoints. The groups include:

o Educational practitioners
(teachers, trainers. therapists, etc.);

® Administrators
(principals, superintendents, deans, etc.);

e Policy makers
(1egislators, community leaders, school board members, etc.);
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® Program planners;
® Researchers and scholars;

o Librarians, information and media specialists
(including television, computer, audiovisuval specialists);

® Counselors;
® Parents;
e Students {at all Tlevels).

The selection process is a Clearinghouse responsibility and may be
performed by Clearinghouse staff, Clearinghouse Advisory Board members,
or specialists engaged from the field by Clearinghouses to make
evaluations and decisions. A multi-person screening committee may be
used and is highly recommended. In any case, at ieast one of the
screeners employed should be a subject-matter specialist. Useful
recommendations on specific documents mayv be found in reviews and
commentary in published sources and may assist evaluators in the
selection process.

Selectors should be thoroughly familiar with the ERIC data base,
the ERIC indexing vocabulary, and the mandated scope of interest of
the Clearinghouse involved. A1l selectors should, of course, maintain
an on-going awareness of important developments in the particular sector
of the field of education ctvered by their Clearinghouse. Written
guidelines for use by selection personnei, and an evaluation form on
which they can record recommendations, should be considered in some
environments.

The selection of journal articles for announcement in CIJE is
subject to som-“hat different ruies than those for documents because
of the interest in covering certain journals comprehensively rather
than selectively. See Section III.H for these details.

Scope of Interest (Subject Matter)

A1l documents selected for RIE must pertain in some way to the field
of education {and in particular to the areas covered by the Clearinghouses).
In the ERIC system, education is subdivided into sixteen maior areas with
a Clearinghouse in charge of each area. The areas of interest of each
Clearinghouse are individually defined in the ERIC Clearinghouse Seope
of Interest Guide (see Appendix A). The best available definition of
the overall field of education for use in these selection criteria is,
therefore, the combination of the Clearinghouse scope of interest statements.

1. Education as a Subject Versus the Subject Matter of Education

Education and its many associated processes, such as learning,
teaching/instruction, administering, research, etc., are tonics that
may be dealt with by documents. Examples of such directly education-
related topics are school hudget management, teaching mathematics,
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evaluation of student performance, etc. Documents dealing with such
topics are of prime interest to ERIC, in both the acquisitions and
selection processes.

A second type of document is not concerned with education per se
or the educational process, but rather with its content, i.e., what
is taught. Furthermore, this type deals with a topic in a way
explicitly intended to be used in a formal educational setting
(e.g., a chemistry class laboratory manual). Such documents are
specifically designed for use by educators or students, mostly in
schools, but clearly to facilitate a learning situation of some kind.
Such documents are also of interest to ERIC, though there should
be some effort to avoid the repetitive input of essentially the same
curriculum materials in different guises.

A third type of document deals with a discipline-oriented topic,
but it has not been specifically designed for use in an instructional
setting. Such subject-content focused materials present a selection
problem. It can be argued that the point of creating documentation
of any type is ultimately to use it for educational purposes, and yet
ERIC obviously cannot try to serve as a data base for all knowledge
or for any document that might by any stretch of the imagination be
used by educators or in an educational context. This third type of
document must, therefore, necessarily be assigned a lower priority
than the first two types; however, Clearinghouses may judiciously
select documents closely related to their scope of interest (but
not specifically tied to education) if the material is of demonstrable
potential utility to the users. Only the highest quality subject
matter documents, representing basic curriculum areas, should be
selected and only when their potential vaiue to users can be clearly
projected. If possible, potential value chould be explicitly
described in the document abstract.

Overlapping Subject Matter

Most documents that are education-related fall unambiguously
within the scope of single Clearinghouses. When a document overiaps
the scope of two or more Clearinghouses, the Clearinghouses invuived
must negotiate to determine which one will most appropriately process
and input the material. (See Section II.) When one Clearinghouse
finds itself in possession of a document which falls within the
scope of another Clearinghouse, the document should be transferred
promptly and directly to the appropriate Clearinghouse. For this
purpose, the Facility provides the ERIC Document Transfer Form (EFF-70)
(Figure III-1). If a document is transferred more than two times,
its subject may be outside ERIC's area of interest. To assist
Clearinghouses in transferring documents, the "Index" to the ERIC
Clearinghouse Scope c¢f Interest Guide may be consulted.

Documents that are extremely broad or basic in their coverage
(e.g., Education in the World Today) tend to be assigned to the
broader, non-subject-oriented Clearinghouses, i.e.:




ERIC| DOCUMENT TRANSFER FORM

DateReceived: ____ Date Transferred:
TO: ERIC/
FROM: ERIC/

The enclosed document(s) appear to be more within your
scope than ours.

The document(s) were obtained by (check one):

—solicited contribution
— unsolicited contribution
—staff contribution

— ERIC Facility

Correspondence information is as foliows:
(check one):

—_all relevant material is attached

—— no relevant correspondence; however the
name and address of the contributor or
contact person is (if known):

Clearinghouse Contact Person

(EFF-70)

FIGURE III-1: ERIC DOCUMENT TRANSFER FORM
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Educational Management;

Elementary and Early Childhood Education;
Higher Education;

Junior Colleges;

Rural Education;

o Urban Education.

Specialized subject matter areas not specifically included in existing
scope of interest statements (e.g., "aesthetic education") are

generally assigned, via negotiation and general agreement, to the

most 1ikely Clearinghouse and the subject matter areas added to the
scope of interest statement at the next revision. The intent is for

the network of ERIC Clearinghouses to provide an "umbrella" encompassing
the entire field of education, including new emphases, directions, and
innovations.

Types of Documents

To aid in selecting documents appropriate for RIE, the many
different document types have been subdivided into three categories:

e Most Suitable;
o Acceptable;
® Unsuitable.

1. Most Suitable

® Research and Technical Reports (experimental, basic, applied)
(NOTE: See III.G.8.)

e Descriptions

——Model Programs/Projects/Installations -
—Innovative Practices

—Product Development (R&D)
—Implementation and Dissemination Reports

Evaluation and Study Reports
Surveys and Statistical Reports
State-of-the-Art Papers/Reviews
Syntheses/Interpretations/Summaries

Bibliographies, Discographies, Filmographies (preferably
annotated) (NOTE: See III.G.4.)

Conference Proceedings and Papers

Congressional Hearings/Reports/Documents (NOTE: Not Bills)
Position Papers

Guidelines (See III.G.7.)

—Curriculum Guides
—Practical "How To" Guides
—Teacher Guides

o Tests, Measurement, and Evaluation Instruments
o State Department of Education Reports
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o Documents assigned "PRIORITY" status by Central ERIC (e.g., White -
House Conference documents) ‘

A1l Clearinghouse products (Information Analysis Products, etc.) are

to be classed as "Most Suitable" and put into RIE, with the following
execeptions:

o products which are published in journals (including offprints/
reprints of these products)

e short, informal, on-demand bibliographies

One of the major functions of the ERIC data base is to make available
NIE and OE contractor reports and other federally-funded education-related
documents which might otherwise not be available to the public. Every
effort is made to collect these reports, and it is intended that they be
given special consideration in the selection process. The documents of

state and local education agencies are also of major interest and should
be given special attention. (See Section II11.G.6.)

A1l serial publications and journal articles are generally regarded
as appropriate for CIJE and not RIE (see Section III.H?; however, the
following exceptions are suitable: .

e Jjournal issues with a single overall theme, so that the issue
constitutes, in effect, monographic treatment of the theme;

e conference proceedings (e.g., technical proceedings of annual ’
meetings);

e yearbooks;

o serials of highly irregular publication or limited circulation,
so that the issue constitutes, in effect, a unique item.

Journal articles meeting the above special criteria (and the other
normal subject content and quality criteria) may be entered into RIE at
Level 1 or 2, but not at Level 3. Journal articles that are not
reproducible by EDRS should never be entered in RIE, no matter what their
other characteristics. Journal articles contained in journals regularly
covered by CIJE should also never be entered into RIE.

2. Acceptable

The following types of maferials should be selected for RIE only when
they appear to have wide applicability or when they are exemplary products:

e Standards and Regulations;
® Annual Reports;

o Fiscal Reports (must contain some substantive information);
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o Personnel Policies, Recruitment Materials, Employment Agreements;
o Corporation-Produced Materials (see Section III.G.3);

e Materials Produced by Local Agencies (for documents containing
primarily information of a local or parochial nature, however,
see Section III.G.6).

Speeches and Presentations;

Brief Materials (5 pages or less) (See Section III.G.2.);
Data Collection or Survey Instruments (by themselves);
Books (commercial publications);

Manuals;

Directories (however, frequently reissued directories are
unsuitable);

o Newsletters and Bulletins (professional and trade organization
containing substantive material);

e Dissertations and Theses (see Sectien III.G.1).
Unsuitable

The following types of documents are considered as unsuitable for
RIE. The reasons for unsuitability vary. Journal articles are handled
by CIJE. Non-print materials are out-of-scope for physical reasons, but
not necessarily substantive reasons. Flyers, brochures, and other
ephemera are considered too transitory and without sufficient subject
content. Bills, news releases, and interim progress reports are generally
preliminary in nature and are later superseded by final documents. Any
of the types of documents listed below should usually be rejected:
Advertising and Promotional Materials;
Broadsides, Posters;
Catalogs (Commercial, curriculum);
Bills (i.e., legislation in process);
Fiscal Reports (with no substantive information);
Flyers, Brochures, Ephemera;

Interim or Preliminary Progress Reports (with no substantive
information or that are expected to be superseded);

Journal Articles (see Section III.H.3);
News Releases;

Drafts that will later be superseded;
Announcements of funding opportunities;
Non-Print Materials;

Proposals.
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D. Quality of Content

Documents selected for RIE should be of high quality, substance,
and significance. The following characteristics all contribute to
that elusive and subjective, but most important factor, quality.
While every document should be examined for these desirable
characteristics, not every document can be expected to manifest all
features.

1. Contribution to Knowledge; Significance

Substantive contributions to educational knowledge should always
be selected for RIE, especially when based on well-designed
experiments or orderly collections of data. Research reports, in’
particular, should be examined in terms of:

e stated objectives;
o hypotheses tested;
o methodology, conclusions, and recommendations.

In order to determine educational significance, subject experts
may be consulted, if necessary.

Works by the same author, or coming out of the same program, P
should be examined to determine if there are any significant
new developments, data, or results being reported. It should be
kept in mind that negative results may be as contributory as
positive results. Likewise, evidence which challenges or
contradicts existing knowledge or common opinion can be as useful,

or more so, as that which confirms or merely extends what is
already known.

The contribution or significance of a document may also be
assessed in terms of its purpose. Documents may have large and
important objectives where a small amount of new information may
have a disproportionately large effect. They may also have very
modest objectives, attempting to place one small brick in a very
large foundation or structure, the outlines of which are just
beginning to emerge.

Papers prepared for learned societies or other special
interest groups (e.g., professional organizations) often reflect
the moving edge of new research and explorations not yet reduced
to formal exposition for purposes of publication.




Documents which the selector believes add to or enhance the
knowledge base of the field, or which provide an impetus for

further research or action, should be selected for RIE.

2. Relevance

Relevance in this context is defined as the extent to which
the document deals with issues that are current, "alive," and of
contemporary interest to the educational community.

Are emerging professional interests and topics treated,
e.g., bilingual education, women's equity, metric
conversion, etc.?

Does the document present work on the "frontier" knowledge
area of a particular subject, e.g., environmental studies,
energy sciences?

Are answers offered to current social problems, e.g.,
parent involvement, mainstreaming?

Does the document provide basic up-to-date and comprehensive
background or reference information on a subject?

Haé inclusion of the document been indicated by leadership
interest or request, e.g., practitioner-oriented materials?

Does the document deal with future trends?

3. New Applications of Knowledge; Innovative Practices

There is always a need for documents that describe the
application of tested or known methods to new areas or new
problems. The selector might ask the following questions:

Does the document present an older idea, treatment, or
application in a new framework or from a new point of
view?

Does the document present a new idea, treatment, or
application (perhaps in relation to an older problem)?

Does the document substantiate or contradict information
contained in earlier work?

Does the document suggest new areas of research?

Does the document present new hypotheses to be tested?




Effectiveness of Presentation; Thoroughness of Reporting

Though it may discuss a well-known subject, a document
may add value because it presents the subject with exceptional
clarity, vigor, or in particularly topical terms. It may
present new insights, or show the subject in a new context,
or in language or form particularly suited to the understanding
of the intended audience. It is a disservice to users to
select documents whose content is garbled or whose form places
an unnecessary burden on the reader. Documents should be rejected

if they:
® are pobrly written;
misuse the technical devices of their presentations;

o fail to provide sufficient information to judge
or followup on the adequacy of their work, or

e offer conclusions which are not supported by data.

Thoroughness of reporting refers to the extent of
necessary background information provided, ievel of technical
detail presented, and substantiation given for statements made.
The following questions might be asked by a selector:

o Is the premise or thesis or purpose stated clearly?

® Are stated goals met?

¢ Are the arguments developed logically and reasonably
supported with facts and research, rather than
opinion or conjecture?

® Are the procedures utilized described adequately enough
to permit a later experimenter to duplicate them?

¢ Are data provided informatively as in tables, graphs,
etc.?

® Are key bibliographic references included? Annotations?

o Are the data evaluated (rather than just presented) or
is a future direction to evaluation of the data outlined?

o Is the text well written, and not ambiguous, unclear,
or otherwise a bar to understanding?

® How does the document compare with others on the same
topic? Individualistic or redundant and derivative?
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o Does the document help to integrate the literature,
e.g., by synthesizing the findings from various
disciplines?

@ Are addresses given for sources of materials cited?

Responsiveness to Current Priorities

Priorities are established by the governments and
institutions responsible for the conduct of education.
Priorities may be established at the national. regional,
state, local, or professional level.

Documents dealing with priority issues should be given
special consideration, especially those dealing with priorities,
goals, and objectives established by the NIE. NIE priorities
identify the urgent needs in American education and the areas
most requiring beneficial change and innovation.

Timeliness

The document should be current in terms of the work
being done in the area with which it is concerned. A large
number of the candidates for RIE have a value that is in
inverse proportion to their age. Every Clearinghouse should,
therefore, process documents as quickly as possible and should
discourage backlogs.

There is no age limitation for RIE candidates. However,
because timely, up-to-date information is to be preferred, a
high percentage of RIE accessions have been published within
the five years immediately prior to announcement. Some older
documents, considered as "classics" or "landmarks," may be
considered for RIE; however, they would be the exception rather
than the rule. The same would hold for documents whose
significance is the part they form of the historical record,
e.g., the official proceedings or recommendations of a board,
commission, or major organization in the field.

Authority of Author, Source, Sponsor

Some authors and some organizations are established
leaders in their fields and have so consistently contributed
to the field that virtually anything they produce merits
cloge attention. Selectors must, however, not fall into the
trap of automatically and uncritically accepting everything
from such sources.




E.

Audience; Comprehensiveness

The broader and larger the audience for a topic, the more
jusiification there is for selecting 2 document on that topic.
Documents on extremely narrow and specialized topics with
correspondingly small audiences must, conversely, be strong with
respect to the other criteria to warrant selection. In other
words, an otherwise marginal document may be selected on the basis
of the large number of peopi2 known to be interested in its topic
(high user demand) whereas a marginal document with a minuscule
audience is in double jeopardy.

The large and varied RIE user group makes this a difficult
criterion to apply. In addition, a stated ERIC objective is a
comprehensive approach that leaves no topic totally unrepresented
in the data base.

The selector must therefore strive to maintain a broad view,
partial to no particular segment of the user group, and permitting
the selection of documents potentially useful to any segment.

Legibility and Reproducibility

1.

General

A1l Level 1 and 2 documents announced in RIE are converted
into microfiche, which are disseminated to users on both a
subscription and an on-demand basis. Levei 1 documents are also
made available to the public in paper {hard copy) reproduced from
the microfiche. Documents witii clean, crisp, unbroken type on a
clear background make the best copies. All such reproduction work
is performed by the ERIC Document Reproduction Service (EDRS)
using the original documents collected by the Clearinghouses
and forwarded to the ERIC Facility.

EDRS, performs its work according to certain Government
standards* and is contractually obligated to adhere to these
standards in most situations. Any exceptions must be specifi.ally
granted by Central ERIC.

The section that follows is based on the more detailed text
and examples in the ERIC Document Reproductibility Guidelines
(November 1978), which should be consulted for all problems
reiating to reproducibility. The intent of this section is to
describe the physical qualities that a document must have in order
to be photographically reproduced onto microfiche and then paper
copy. Since it is easier to state what can't be filmed rather than
what can be filmed, the approach taken here provides criteria that
will make a document illegible or non-reproducible. Documents
falling into this class should be rejected. It is a disservice

*Basie U.S. Govermment Micrographic Standards and Speeifications,
National Microfilm Association, January 1972.
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‘ to inform the users of a document that they may pay to obtain and
then cannot read adequately. In all cases, the Clearinghouse
should forward the best copy of the document available to it.

2. Physical Characteristics of Documents Which Present
Reproduction Problems

a. Type Size

Type size below 6-point can generally not be reproduced
satisfactorily; 6-point type is difficult to read for any
length of time or amount of material, even in a good quality
original. To start with smaller than 6-point, and to go
further generations of reproduction, is to generally degrade
the material to the extent that it is unsatisfactory to the
user. Material already reduced in the original document
is particularly prone to falling below 6-point size and must
be carefully examined.

Extensive interviews of students were con-
ducted by Commission staff from mid-1968
through early 1969 with the purpose of examin.
ing the attitudes and perceptions of students con-
ceming the education they were receiving.
Among the issues addremed by the students were
the following: how the schools can respond con-

6-Point Type

b. Broken Type/Faint Type/Smudged Type

Broken type is the consistent dropping of portions of
the characters, e.g., the left side, the descenders, the
top, etc. Keying or printing equipment out of adjustment is
what generally causes broken type. While the broken type
original may sometimes be readable because of faint
impressions or "suggestions" on the paper, these traces
are generally lost in filming, and the resultant copy
can be of marginal readability to the user.

Faint or weak type can be the result of various factors
ranging from an old typewriter ribbon with 1ittle ink
remaining, to a poor printing job. Faint type can often be
tested by attempting to photocopy (e.g., Xerox) the original.
If there is a firm enough image to derive a readable copy on
an office photocopier, then the chances are the document can
be filmed adequately. If the copy is too poor, however,
the document should be considered not-reproducible.
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e.

Smudged type has either had the original character images
spread or dispersed around themselves, thereby confusing their
nature, or it is the victim of an overprinting of other characters.

Colored Papers or Inks

Colored paper or inks do not, of course, reproduce in their
original color, and they do affect the quality of the black and
white film image. Documents depending on color to transmit
meaning (e.g., a document portraying colored spectrum lines, paint
samples, textile swatches, different colored graphk lines,
anthropological skin color description standards, etc.) are
better entered at Level 3, if possible, with the user referred to
a source of availablility of an original copy.

Documents printed via diazo and spirit duplicator techniques
{e.g., 0zalid-blue-Tine process, Ditto, etc.), or in colored inks
e.g., blue, green, yellow, orange), will often not reproduce.
The ERIC Document Reproducibility Guidelines should be referred
to in order to determine which color combination will photograph
adequately. Due to spectral color response differences, sometimes
a color combination that will not photograph well can be adequately
reproduced on an office copier. In such an instance, the copies
should be substituted for the colored originals.

Black ink on an especially dark paper background (e.g., dark
red, dark brown, dark green, dark blue, purple, etc.), or tone-
on-tone printing, is frequently unsatisfactory. Many otherwise
excellent documents make use of colored paper in whole or in part.
If the paper is light colored and not dark (e.g., yellow, pink,
light green, tan, etc.), the item can frequently be handled at
Level 1. If the paper is medium dark, but there is still good
contrast between the inked characters and the paper background,
Level 2 may be necessary. If the document contains significant
amounts of genuinely dark paper, Level 3 should be the choice.

Material that depends on gradations of shading, such as
some types of bar giaphs, will not generally reproduce so that
the same differentiations can be made as in the original. Text
which has been "highlighted" with colored inks or shading also
reproduces poorly.

Translucent Paper

Documents printed on translucent paper, such as a thin
onionskin, are not a problem unless there is print on both
sides and both sides tend to "bleed" (i.e., to be seen
simultaneously) and thereby interfere with each other.

Photographs

Photographs will not copy well unless screened at
the time of filming. Photographs that are under-exposed
or very stark or simple in their content will sometimes
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reproduce reasonably well. Documents that depend largely or
entirely on photographs to convey their message, if entered
at all, are better entered at Level 3, with the user referred
to a source of availability of an original copy.

If a document contains a significant number of photo-
graphs, and especially if the photographs are scattered
throughout its length, rather than grouped in an Appendix,
it is best to leave them in and note them in the Descriptive
Note Field or in the Abstract, e.g., "Contains 25 early
photographs (with detailed captions and sources) of American
Indians, which will not reproduce well."

Handwritten Documents (Holographs)

Handwriting is more prevalent in educational documents
than one might imagine. It rarely reproduces well because
of the variability of the impression. In addition, most
handwriting is highly idiosyncratic and takes on the
properties of shorthand (i.e., characters are slurred,
elided, or left out). Handwritten documents, or documents-
containing substantial handwritten material, should be
avoided whenever possible.

Missing Pages/Pagination Problems

Every document selected for RIE must be checked not
only to determine its correct pagination, but also to verify
that there are not missing pages and that the pages that
are there are in the proper sequence. Documents with pages
out of sequence must be corrected before being transmitted
to the Facility. Documents with missing pages should
generally not be selected for RIE. An attempt should first
be made to secure the missing pages and to insert them
where they belong. Only if it can be demonstrated that the
missing pages are not essential may the document be selected
for RIE; in such cases, the missing pages must be noted in
the Descriptive Note Field, and the document :ust be stamped
"BEST COPY AVAILABLE."

Blank Pages

Completely blank pages contained in a document should
not be filmed, even if they bear a page number in the
original. The paginator's consecutive number stamp will
provide one clue to the user that a page of the original
was skipped deliberately. It would also be helpful (though
not mandatory) if, in document preparation, a page following
a blank page could be marked with the notice: "The previous
numbered page in the original document is blank."




Occasionally a page will contain so little information
(e.g., "Appendix A") that a document preparer is tempted to
treat it as a blank page. This may be done, at the judgment
of the document preparer, if the sparse information is
repeated on the following page; however, as a general rule,
it is best to convey to the user the entire original
document, improving legibility where possible, and forewarning
the user with appropriate cataloging notes, but not editing
out entire pages.

Undersize Pages (Within Regular Size Documents)

Undersize pages, e.g.

. 3" x 5"
o 4" x 6"
e 6" x 9"

are not a filming problem as long as the text they contain
is clear, legible, and no smaller than 6-point.

Oversize Pages (Within Regular Size Documents)

The ideal page size is 8%" v 11", standard letter size.
Any page exceeding these dimensions is considered "oversize"
and must be handled by one of four possible techniques:

® document preparation
(re-arranging, trimming, cutting and pasting,
ve~typing, etc., in ¢~ 'er to create one or more
regular size pages from the oversize original)

® <increased reduction ratio (wp to 29X)
(can be used to get Tegal size documents (8%" x 14"
pages) into one frame. However, the entire
document must be filmed at this ratio)

8 douwble-framing
(wide pages, up to 17" x 11", can be filmed right-
reading across two microfiche frames)

® overlapping images
(foldouts ior oversize documents) which exceed the

limits that can be handled by the double-framing and
increased reduction ratio, must be handled as a
series of overlapping images; however, this technique
is awkward for the user and reduces the utility of
the document)

Detailed instructions concerning each of these techniques
appears in the Manual in Section V. Oversize pages can
be handled satisfactorily. Only the overlapping image
technique creates some potential confusion to the user on
the resultant microfiche.
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Document Preparation (Remedial Actions to Physical Document Problems)

The mere presence in the document of one of the above
undesirable physical characteristics is not sufficient to prevent
selection. The physical problem must exist to an extent that
materially affects the document. There are three possibilities:

a. Thé;physica] problem affects the document only slightly
and need not be corrected.

In this case, the document may be selected for RIE.
The problem may be noted in the Descriptive Note if desired,
but this is not required except in the case of missing
material. Examples of this type of problem might be:

e small type interspersed internally on a few pages
or tables;

e a few photographs;

o a few pages with broken or otherwise poor type;

e a missing and unobtainable, but non-essential
section or appendix (should be noted in the
Descriptive Note).

b. The physical problem has a substantial effect on the document,
but it can be'corrected by the Clearinghouse itself.

In this case, the document should have the defect
corrected if it is selected for RIE. (Major amounts of
re-typing should be avoided, however.) Examples might be:

e illegible pages that can be re-typed;

e a graph dependent on color that can be re-labeled
so as to be independent of color;

e material in excessively small type that can be
re-typed, or even perhaps cmitted, without detriment
to the document;

e out-of-sequence material that can be re-sequenced.

c. The physical problem has a substantial effect on the document
and requires going back to the source for remedial action.

In this case, the Clearinghouse should work with the
source to correct the defect, if possible. Examples might be:

e extensive missing pages;
o extensive materials reduced below 6-point size;
e extensive illegible pages.
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In some cases, sources have been willing to make available the
original camera-ready copy in order to see that their document
makes it into the ERIC system.

As a general rule, a document that has substantial physical
defects should not be selected "as is" for RIE. Rare exceptions
may occasionally be made in the case of unusually important
and high quality documents that simply cannot be corrected, e.g.:

o the author is deceased;
o the source organization no longer exists;
® no other copies exist, etc.

Whatever the reason, if a physically defective document is selected

for RIE, the document cover must be stamped "BEST COPY AVAILABLE"

and should be entered at Level 2 (microfiche only). If the defect

is serious, it should be noted in the Descriptive Note. If it is

not appropriate to describe the defect specifically, the following
general note should be placed in the Descriftive Note Field: "Wot
available in paper copy due to marginal legibility of original document.”

PRIORITY documents transmitted from the Facility have generally
been screened in advance for legibility and reproducibility before
being sent to the Clearinghouses. If such a document bears the stamp
“BEST COPY AVAILABLE," the possible sources of better copies have been
exhausted.

Availability

Documents announced in RIE must be available either through EDRS
(Level 1 or 2) or through an outside source whose name and address can
be cited in the Availability Field (Level 3). ERIC does not wish to
announce documents that the user cannot obtain in some way. Therefore,
if a document cannot be reproduced and a source of availability cannot
be found, it should not be selected for RIE.

The degree to which a document is readily available from sources
other than ERIC can also affect the selection decision. ERIC recognizes
a certain responsibility for the bibliographic control of fugitive
materials in the field of education. If a document would probably
not be available anywhere if not included in the ERIC data base, then
there are stronger reasons for selecting it than there would be if it
were available through regular publishing channels.

Documents which are commonly and easily available on a nationwide
basis should generally be evaluated by selectors very strictly. It is
unlikely that the use of such documents by the educational community
depends on ERIC. They will be in many library collections and will
therefore be frequently cited and readily consultable by users quite
apart from any announcement in RIE. Unnublished papers and those having
only local or specialized distribution should, on the other hand, be




evaluated more leniently. ERIC may be the only data base that has acquired
the document and the only one in a position to preserve the document for
future users.

Factors to be Considered in Selecting Certain Types of Documents

The preceding criteria pertaining to quality, reproducibility, and
availability, apply equally across all documents being considered.
Beyond these common selection criteria, however, there are some
"considerations” that apply only to specific types of documents.

In this section, eight types of documents have been isolated from
the "Most Suitable" or "Acceptable" categories, and a discussion for
each type is provided that takes into account the special characteristics
of that type and how they might affect selection decisions.

1. Dissertations and Theses

Acquisition of doctoral dissertations and masters theses on a
systematic basis is not expected of the Clearinghouses, but such
items are acceptable when they meet special criteria.

The majority of domestic doctoral dissertations are controlled
by and announced in University Microfilms' Dissertation Abstracts.
It is possible, therefore, to be very selective about dissertations
that are candidates for RIE. In addition to the normal selection
criteria, the following situations may be justification for
including a dissertation in RIE:

o The university granting the degree does not participate
in Dissertation Abstracts, e.g., Walden University,
University of Chicago, Massachusetts Institute of Technology.
(In the front of each issue of Dissertation Abstracts is a
list of currently participating institutions.)

o The dissertation is of special importance to the area of
education covered by the Clearinghouse and by its high
quality would definitely enhance the ERIC data base.

Particularly significant dissertations that are in (or going in)
Dissertation Abstracts, and that are also selected for Level 3
announcement in RIE, should provide ordering information in the
Availability Field.

Dissertations that are not in (and not going in) Dissertation
Abstracts, and that are selected for RIE, should be entered at the
level granted by the author. If a dissertation, which is selected
for RIE, gives a source of availability, but the author cannot be
reached for a release, then the document may be announced at Level 3.

Masters theses are controlled and announced, on a more 1limited
basis, via University Microfilms' Masters Abstracts. Masters theses
(and research papers from fifth-year programs) may on an exception
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basis be entered in RIE at Level 1 or 2; they must, however, be

entered at Level 3 when announced in Masters Abstracts and available

from University Microfilms.

(An alternative way of announcing dissertations has been adopted

by one Clearinghouse. The Clearinghouse prepares bibliographies of

dissertations focused on specific topics. Each bibliography contains

citations for approximately 18 to 24 dissertations announced in
Dissertation Abstracts during six-month time periods (January-June
and July-December), and, with the permission of University
Microfilms, includes the full DA abstract and ordering information.
The bibliography is then entered at Level 1.)

Brief Materials (5 pages or less)

Brief materials consist of those documents of five or fewer
pages, with the text containing 1,500 words or less.

Short documents can create user problems, and their entry into
RIE should be kept to a minimum. Users may object (and have in the
past) to paying full microfiche or paper copy prices for short
documents when the documents do not contain much meaningful
information. For these reasons, short documents selected for the
ERIC system must be scrutinized with greater than ordinary care.
They must be documents of high quality.

Although the considerations 1isted below are similar to
selection criteria mentioned elsewhere, they are very important
to emphasize in the selection of short documents.

o Synthesis of high quality information presented in a
concise matter;

e Timeliness, uniqueness, and scholarly significance;

e Utility for users;

o Loss to the education field if not included in ERIC.

The following types of documents, which are sometimes brief
in length, are usually acceptable if they meet the selection
criteria above:

e Speeches;

o Tests, questionnaires, or evaluation instruments;

e Numerical/quantitative data compilations;

® Descriptions of promising practices.

The following types of documents, if in brief form, are in
general not acceptable:

e Bibliographies;
e Opinion Papers.
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NOTE: Central ERIC requires that all documents 5 pages or less in
length be reviewed by the Clearinghouse Director and, if
selected, bear an indication on the 1og form to show that it
has been reviewed and approved.

Corporation-Produced Materials

"Corporate Materials" refers here to classroom materials produced
by industry (e.g., Kodak, McDonald's, Kellogg, General Motors,
J.C. Penney, etc.), trade associations, and public utilities.
Corporate materials are generally inexpensive or even free.
Environment, energy, and nutrition are common topics. Most
materials treat the company's area of business. For example,
Kellogg publishes materials with food-related information;
General Motors publishes materials about the automobile; the
utility companies write about energy issues, etc.

Corporate materials can be useful classroom resources if they
are appropriate and not wunduly biased. The production of classroom
materials by industry, trade associations, and public utilities causes
some concern that companies may be taking advantage of students as
a captive audience in the classroom. There is a common belief
that schools should be free from commercial exploitation. Therefore,
such documente need to be carefully scrutinized to see that they
contain valid information for classroom use and not just advertising
or propaganda.

The following considerations should be weighed in the selection
of such materials:

e Validity

Avoidance of propaganda, of subtle biases toward the
company or industry, and of telling just part of the
truth when dealing with controversial issues.

® Accompanying Instructions

Provision of adequate information and instructions to
facilitate use in the classroom or other educational setting.

® Generalizability

Generalizability of materials to other localities, states,
and settings (for example, the materials should not be
training materials designed specifically for one unique,
small group or geographic setting, and not capable of
replication.)
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Selected materials should, as a rule, be put into ERIC at Level 1 or 2.
Many corporate materials may consist of non-print media components such
as posters, brochures, or films which are not appropriate to the ERIC
system. If these components are essential to the meaning or usefulness
of the materials, the materials should not be selected. Since the
materials are generally designed to be eye-catching and attractive
there may be special problems relating to reproducibility, such as
color, size, etc. Corporate materials should meet all regular
reproducibility guidelines.

Bibliographies

Bibliographies consist of 1lists of materials relating to a
particular subject, author, or period. Bibliographies may cite
books, films, and multimedia materials. They may or may not contain
annotations or abstracts.

Bibliographies can be extremely useful to the user of ERIC when
they are specific to a topic, contain sufficient information to enable
a user to locate entries relevant to his/her needs, and provide
complete bibliographic information. :

The following Tist is intended to assist in the selection of
bibliographies. Considerations under each of the major headings
below are suggestive, not prescriptive, i.e., these are merely
things to think about in the selection process as an item is compared
to others like itself in order to judge the best quality materials:

® Purpose and Scope

——Identification of purpose;

—Indication of intent (exhaustive or selective,
including basis of selection);

—Statement of limitation (language, geographical
boundaries, periods of time, or subject);

—Creation of more than a mere list of titles.

® Organization and Arrangement

~—Inclusion of a Preface, Table of Contents, and Index;
——Compilation in accordance with the stated purpose;
—Explanation of special features;

-—Provision of clear, concise, and informative
annotations or abstracts;

—~—Usefulness, consistency, and suitability of th.
arrangement (alphabetical, classified, chronological,
geographical, or a combination of one or more methods).
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o Completeness of Bibliographic Information

—Inclusion of complete bibliographic citations,
including author, title, place, publisher, date, and
pagination.

—Accessibility, availability, and currency of the
material; '

—Indication of grade level for which prepared, if
appropriate.

o Authority of the Compiler

—Professional bibliographer or subject specialist.

o Comprehensiveness/Length

—Presentation of enough citations to make the document
meaningful and useful.

(NOTE: Short, informal, on-demand bibliographies, such

as computer printouts of ERIC searches are not
suitable for input to RIE and should be rejected.)

Level 3 Documents (Documents That Cannot Be Reproduced)

Level 1 documents are available from EDRS in both paper copy
and microfiche. Level 2 documents are available in microfiche
only. Level 3 documents are not available from EDRS, but are
available from an external source (cited in the Availability Field).

Although every effort should be made to obtain reproduction
releases, there remain some documents for which releases cannot
be obtained. Commercial publishers and other organizations (such
as UNESCO and the Council of Europe) may sumetimes refuse to let
ERIC reproduce their documents. In addition, some documents may
not reproduce adequately in either microfiche or paper copy because
of charts, photographs, colored pages and inks, or other physical
characteristics.

Documents that cannot be microfiched and made available via
EDRS have always been allowed into the ERIC system, but always at
a low percentage rate. The reason for this restriction is that
Level 3 documents can frustrate the user who is accustomed to
finding RIE announcements in the ERIC microfiche collection. In
additic.n, orders are often placed by librarians with EDRS without
checking Level status; orders for Level 3's are, of course,
returned unfilled. As a result, Level 3 documents are permitted
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by ERIC sparingly (if they have a reliable source of availability
that can be cited), but are not encouraged. Clearinghouses vary
in their Level 3 input, but the overall system percentage is
approximately 5% annually.

Because the volume of Level 3 documents is restricted, they
must be subjected to more stringent selection criteria than regular
documents. The following considerations might apply:

o Contains new information, or information that can
fill a Known gap in the data base;

o Provides detailed information on a subject not previously
treated in depth, or provides a synthesis/overview of a
topic in which the literature was previously scattered;

o Provides timely and current information, or information
for which there is an active current demand;

e Provides exceptional, exemplary information of a level
significantly higher in quality than other input;

® Provides information of special importance in the field
or of historical significance ("landmark" documents);

[ N

Prepaired or published by an authoritative source and,
therefore, is apt to receive significant attention and
user interest.

In general, documents that are available only from sources outside
the United States should not be considered for Level 3. Exceptions
may be made for highly significant documents available from sources
of known reliability (e.g., UNESCO). (See Section II.E.9 for the
stringent selection criteria to be used for such documents.)

The following kinds of documents will occasionally require
Level 3 processing:

Books;

Collected Works;
Dissertations;
Creative Works;
Historical Materials;
Non-Print Media;
Reference Materials;
Directories;

Maps;

Commercial Guides.

In citing the external source of availability it is necessary
to include the full address and advisable to include the price, for
the convenience of the user. If there is any question of availability,
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the source should be checked. Documents soon to go out of print,
or for which stocks are depleted or don't exist, should not be
selected.

Documents Containing Material of Local/Parochial Interest

"Local" refers here to a limited geographic area. "Parochial"
refers here to a narrow subject matter and correspondingly 1limited
audience.

Documents containing substantial amounts of information of a
local or parochial nature may come from any source, but are often
produced by state and local education agencies.

Although ERIC serves many specialized audiences, most ERIC
documents should be of interest to a fairly broad audience.
Documents containing a substantial amount of local and parochial
content are generally not desirable candidates for RIE and should
be selected only if they also have some significance and utilization
beyond the narrower confines, or are generalizable to other content
areas.

Documents which occasionally fall into the local/parochial
category are: '

Surveys;

Historical Materials;

Legal Materials;

Directories of Local Services;
Holdings Lists of Local Libraries.

Bibliographies may also verge on this category by focusing on local
references, often difficult if not impossible to obtain outside
the local area.

The following considerations should be kept in mind when
evaluating documents containing local/parochial material:

e Usefulness at a Broader Level

For example, the document could provide a model useful

to educators in other districts developing similar programs.
It could report a survey done at the local/state level,

but generalizable to other areas. If a document is only
about local issues, it should not be selected, but if the
local issues are related to broader national issues, or

if other locales are facing similar issues, it may be
selected.

I11-25




o Coverage of a Unique Subject Net Avaiiable in Other
ERIC Documents

For example, a document could offer historical information
or survey information about an area which teachers elsewhere
may use as resource material,

o Includes Information That Can Serve as a Base to Answer
Common Requests )

For example, many teachers are interested in finding
curriculum guides for the particular area/state in which
they teach, or guides from other areas that they can adapt.

Instructional Materials (For Student or Teacher)

Designed for practical use by either student or teacher, these
materials often have a component which includes instructivss and/or
activities. Materials falling into this category are:

Curriculum Suides;

Teacher Guides and Resaurces;
Student Guides and Resources;
Classrcom Materials;

Lesson Plans;

Units of Study;

instructional Packages.

Teacher guides and resources include materials which can be ..sed by
the teacher for obtaining background knowledge, factual knowledge,
awareness-raising, or "how-to" information. They often provide
conceptual frameworks for teaching and specific strategies and
activities for classroom use. Student resources are materials that
students can use essentially without direction or intervention by
the teacher. .

Many of ERIC's users are practitioners who request materials
to help them in their teaching. A major aim of the ERIC system is
to provide a data base that includes sound student and teacher guides
and resources.

The following 1ist of factors is intecnded to assist in
selection of student and teacher materials. The 1ist is suggestive,
not prescriptive. Good materials will encompass many of the factors;
average materials will encompass a few; poor materials will exhibit
nene.  An appraisal of these factors can contribute to making a better
decision about whether to include the materials. As alwzys selectors
must use a holistic approach to document selection, attending both
the ERIC guidelines and their own experience and expertise within
their Clearinghouse scope.
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It is extremely important that instructional materials be
examined to avoid duplication of their information content.

One state may publish an instructional manual consisting
primarily of content derived from another state. It is, there-
fore, essential that the selector be a senior staff person who
is knowledgeabie about the scope of the Clearinghouse and the
content of the existing data base.

Organization

-—Ease of use;
—Presence of a Table of Contents, Preface, Glossary, Index.

Educational Objectives

—-clarity of instructional goals, including both affective
and cognitive objectives, whenever appropriate.

Content
—Accurate and valid presentation of information;
—Complete information included without major omissions;
—Inclusion of sound and substantive information;
-—Logical development of ideas;

—-Up-to-date illustrations.

Teaching Strategies

—Appropriate for target group;
—Clarity of methodology;
—Explicit identification of concepts;

—Reflection of a variety of teaching/learning modes.

Activities

—Logical relationship between basic objectives and
activities;

—Appropriateness and relevance of a variety of activities
to pupils' experiences, interests, levels of comprehension,
and grade level.




e Stereotyping, Bias, and Social Inequit
(selection shouTd be sensitive to extremes)
—MWhenever possible, avoidance of statements of bias and
stereotyping concerning women and ethnic groups;

-—-Ayoidance of references to the historical and/or current
disadvantages of various groups;

—Promotion of mutual understanding and respect between
races and ethnic groups;

——Fair treatment of people as individuals.

e Suitability of Materials for Learners

—Relationship of content to pupils' experiences, interest
levels, levels of comprehension, age and maturation level;

—Suitability of vocabulary, sentence and paragraph structure,
and concept Tevel to the age group which will use the
materials.

o Completeness of Bibliographic References

—Usefulness of information included in the bibliographic
citations so that the user can obtain resource materials;

—Indication of grade level, if needed.

o Completeness

—Self-contained materials.

o Duplication of Materials Already in the ERIC Data Base

—Uniqueness relative to other materials already in ERIC,
i.e., inclusion of new techniques or information on a
needed or unique topic.

8. Research Reports

i

Good defines research as a "...disciplined inquiry, varying
in technique and method according to the nature and conditions of
the problem identified, directed toward the elarification or
resolution (or both) of a problem."

Webstei” defines research as "...investigation or eaperimentation
aimed at the discovery ani interpretation of acts, revisions of
accepted theories or laws :n the light of new facts, or practical
application of such new or revised theories or laws."
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Reprinted below are the characteristics of a good research
report as conceived by the National Council of Teachers of Mathematics
(criteria for Judging Research Reports and Proposals - ED 138 469).
Consideration of these factors may facilitate the selection of high
quality research reports.

a. The Problem

(1) The problem is clearly stated, and the rationale is logical.

(a)
(b)
(c)
(d)

(e)
(f)

The purpose is concisely stated.

Objectives are specified.

Procedures are specified.

Variables are identified, and their relationship to
theory or observation is explained (if the variables
are new, then evidence from a pilot study is presented).
Research hypotheses are concise.

Research hypotheses are logically developed from some
theory or related problem, and they are clearly plausible.

(2) The problem is significant.

(a)
(b)
(c)

(d)

Its relationship to previous research has been well
established.

The hypothesized research findings should be generalized
beyond the sample.

The study will make a contribution to the advancement
of knowledge.

The results will contribute to the solution of some
practical or theoretical problem.

b. Design and Procedures

(1) The design of the study is appropriate to the sciution of
the problem.

(a)
(b)
(c)
(d)

The research design is fully developed.

Assumptions are clearly stated.

Delimitations are noted.

The population and sample are described: geographic

limits; time period covered; sociological description;
sampling units.
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(e) The sampling method is appropriate and practical.

(f) cControls for sources of error are described and are
appropriate: sampling error; nonresponse; interviewer
bias; response error; response set; experimentor bias;
teacher effect; control of variables; extraneous factors.

(2) The relationship of the procedures to the implementation
of the design is appropriate.

(a) The data-gathering methods are clearly described and
meet the requirements of the problem.

(b) The obtained sample is of a sufficient size and is
representative of the defined population.

(c) The measuring instruments are appropriate.

(d) The validicy and reliability of the evidence are
established, or a procedure for establishing the validity
and reliability of the evidence is described.

c. Analysis and Conclusions

(1) The analysis of the data is appropriate.

(a) The results of the analysis are clearly represented.

(b) The analysis methods are valid, appropriate, and
properly applied.

(c) The assumptions behind the statistical tests are
stated, and tha r~lationship of the test to the
design is appropriate.

(2) The conclusions are reasonable.

(a) The conclusions are clearly stated.

(b) The conclusions are substantiated by the evidence
presented.

(c) Interpretations and implications are impartial and
scientific.

(d) A comprehensive discussion of the qualifications
is given (methodological problems and errors,
alternative explanations, other limitations).




' (3) The research is adequately reported.
(a) The report is logically organized and clearly written.
_ (b) Grammar and mechanics are adequate.

H. CIJE Selection

1. Introduction

The Current Index to Journals in Education (CIJE) is a monthly
index jolrnal designed to announce and disseminate education-related
information contained in the current periodical literature. CIJE
is a companion journal to Resources in Education (RIE); between them
they cover a large percentage of the total literature of the field.
Approximately 780 journals are covered regularly by the ERIC
Clearinghouses and are Tisted monthly in the "Source Journal Index"
(appearing in each issue of CIJE). Journal articles processed by
the ERIC system are processed for announcement in CIJE. The few
exceptions (e.g., older articles more than two years old and no
longer eligible for CIJE) are discussed in Section III.C.1.

2. Selection of Journals

The selection process for CIJE exercises its quality control
. primarily at the journal level. High quality education journals are
pre-selected to be covered totally or comprehensively. A1l others
are pre-selected to be covernd selectively (but comprehensively
for their education content). In general, therefore, the application
of qualitative criteria is not as relevant in selecting individual
Journal articles for announcement in CIJE as it is in selecting
individual documents for RIE. This is because CIJE was designed
to cover all education-related articles in the journals that it
formally states it will cover. It is useful to educators, and
essential for librarians among others, to know and to be able to
count on, for example, the fact that aqZl articles appearing in a
journal such as the Harvard Educational Review and all education-related
articles appearing in important periodicals such as Seience, will,
without exception, be announced in CIJE.

Journals from which articles are derived for announcement in
CIJE can be thought of as of three types:

® Education Journals

Journals totally concerned with the field of education.
Example: Journal of Educational Researech.

® Education-Related Journals

Journals that regularly and frequently contain articles
‘ bearing on education, but whose main focus is elsewhere:
= Example: Journal of Applied Psyechology.
Q
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3.

® Non-Education Journals

Journals that occasionally, but infrequently, contain
an education-related article.
Example: Seience.

Selection of Articles Within Journals

The selection of individual articles within formally covered
Jjournals on the "Source Journal Index" is guided by the following
rules:

e Coverage of designated education journals must be "cover-
to-cover." This is defined as comprehensive and complete
article coverage, normally excluding, however, such items
as book reviews, editorials, letters to the editor,
newsletters, feature columns, schedules of events,
advertising, articles of one page or less, etc.

® Articles in education-related journals are selected for
inclusion in CIJE strictly on the basis of their
relationship to the field of education. Articles not
related to education are excluded, as are the miscellaneous
types of material referred to above.

In addition to its regular journal article workload, derived
from journals formally covered by CIJE, it is permissible for a
Clearinghouse to input any good quality education-related article
that may be detected in some other journal not regularly covered,
e.g., the New Yorker. These are called colloquially, "oneshot"
articles. It is not necessary to receive prior approval for
"oneshots," but they should be identified as such by writing
“oneshot” on both the top of the resume form and in the Comments
block on the 1og sheet. It should be remembered, however, that
the journal involved will not be listed in CIJE among those
formally covered. In order to provide the user with means to
obtain a copy of the article, if desired, it is necessary that
the address of any small, obscure, or otherwise difficult to
identify journal, be cited in the cataloging. This "oneshot"
category is intended to be used on the exception basis (i.e.,
no more than one or two per month), for the occasional important
article from a non-education journal. It is not intended as a
preliminary step toward inclusion of the journal on the regular
journal 1ist; however, any journal that is repeatedly a source
of "oneshot" articles, should be considered for possible regular
formal coverage.

" Procedures for Recommending New Journals to be Considered as

Candidates for CIJE

Clearinghouses nominate appropriate journals for inclusion
in the "Source Journal Index". New journals should be nominated
by the Clearinghouse responsible for the subject area concerned
for either cover-to-cover or selective processing. Central ERIC
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approves or disapproves these nominations along with the CIJE
Contractor on the basis of the overall size of the list.

If non-Clearinghouse components (e.g., Central ERIC, EDRS,
ERIC Facility, Oryx Press) learn of new candidate journals, they
should transmit the information to the appropriate Clearinghouse.
If the original recipient cannot determine the appropriate
Clearinghouse, the materials should be sent to the ERIC Facility's
Acquisitions Department for this decision.

Given the large number of journals covered by CIJE,
Clearinghouses should generally attempt to delete a marginal
journal (e.g., less valuable content or irregular publication
schedule) in order to add a significant new journal. The
responsibility for making this decision belongs to the individual
Clearinghouse. If, however, it becomes necessary in the opinion
of the Clearinghouse to add one or more journals and not to delete
any, justification should be submitted to Central ERIC which, in
consultation with the CIJE Contractor, will make a decision in
ti.2 matter.

Journal Article Legibility and Availability

Journal articles are not handled by the ERIC Document
Reproduction Service (EDRS) and are therefore not reproduced by
EDRS for users in either microfiche or paper copy. The articles
announced in CIJE are available through the original journals
themselves and through reprint services such as UMI and ISI.

For these reasons, questions of legibility, color, page size,
type point size, and reproducibility do not enter into either
the selection process or the later cataloging process and need
not be considered by the Clearinghouses.
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HANDLING AND SHIPPING

SUMMARY OF SIGNIFICANT RULES

Tiiere are two classes of document handling: ROUTINE and PRIORITY.
Documents assigned to the latter class must, if selected, be processed
in time to be included in the next issue of RIE that has not yet been
closed. (PRIORITY documents will usually be selected for RIE for the
same reasons they were assigned PRIORITY handling. However, this
decision rests with the Clearinghouse unless special instructions
accompany the document.)

Clearinghouses must send to the Facility, on the last working day of
every month, basic title records for all documents selecter during

that month, for use in compiling the monthly duplicate~che.. :ng tool,
the Acquisitions Data Report (ADR).

The basic responsibility for duplicate checking resides with the
Clearinghouses. The Facility makes a final check, just prior to
publication, on all items received from Clearinghouses.

A11 NIE/ED-sponsored reports must be cleared by NIE/ED Project officers
before being processed. Documents received from the ERIC Facility can
be assumed to be cleared. Clearances for documents received directly from
sources other than the Facility should be sought via the ERIC Facility.

Clearinghouses are responsible for obtaining reproduction releases from
copyright or proprietary rights holders and for maintaining a permanent
file of all releases obtained. Documents for which releases have been

obtained must reflect this via Reproduction Release labels affixed to
their covers.

A Clearinghouse that acquires a2 document that falls within the scope of
another Clearinghouse should forward the document to the relevant
Clearinghouse promptly and direcily.

A Clearinghouse that is assigned a document that overlaps the interests
of other Clearinghouses must be certain to index the document from the
viewpoints of the other Clearinghouses as well as its own. These other
Ciearinghouses are indicated on the "Scope Overlap Label,”" affixed by
the ERIC Facility.

A11 documents forwarded for inclusion in RIE must bear an NIE Policy

Disclaimer Label stating that the document does not necessarily reflect

official NIE policy.
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10.

11.

12.

13.

14,

Reply Cards (Acknowledgments to Contributors) are optional, and each
Clearinghouse may pursue its own preferred course. However, care should
be taken not to automatically send such routine "thank you" notes to
inappropriate sources, e.g., a State Governor's office. Self-addressed
veply cards affixed to documents by source institutions (or by the ERIC
Facility for the source) should be detached and forwarded only if the
document is rejected; they should be left affixed throughout prccessing,
if the document is selected, as the Facility will later record on them
the ED number before returning them to the source.

A completed “Clearinghouse Accession Log Sheet" must accompany each shipment
of documents from Clearinghouses to the Facility.

A1l packing, wrapping, labeling, and addressing must conform to regulations
and limitations recommended or imposed by the Postal Service.

ERIC materials shipped from Clearinghouses to the Facility via the Postal
Service should be sent Certified Mail, unless otherwise directed.
Comm$rc}al delivery companies may be used if an equivalent service is
available.

Shipments of ERIC materials from Clearinghouses to the Facility should
conform to the "ERIC Master Schedule" published at the beginning of each
calendar year.

Clearinghouses should, in general, avoid requesting that documents submitted
for announcement in RIE and filming by EDRS be returned. Filming requires
that the document be taken apart. Documents must be retained in their
original copy at EDRS for a period of foui (4) months in order to be

able to respond to possible re-filming needs. Under the circumstances,

the regurn of a document represents a significant amount of extra work

for EDRS.
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‘ IV. HANDLING AND SHIPPING

A. Introduction

This section describes the procedures for handling and shipping
documents intended for RIE and journals intended for CIJE. After
documents have been acquired, certain forms must be used and certain
operations are necessary in order to make the documents ready to
proceed through the subsequent phases of processing (selection, cataloging,
indexing, abstracting). After processing has been completed, certain
guidelines must be followed in wrapping, packing, labeling, and shipping
documents from one point to another.

B. Facility Handling

1. Receiving Candidates for RIE

Approximately 7,000 documents are received annually at the
Facility, either by mail or messenger, solicited and unsolicited,
as candidates for RIE. These documents are delivered to the
Acquisitions Department by the Document Control Department where
they are processed and assigned to appropriate Clearinghouses for
evaluation. Packages are opened and wrappings discarded unless
they contain some useful identifying information not found elsewhere,
) . e.g., sender's name and address. The following activities that take

place in the handling of these documents are of interest to the

network at large:

a. Check of On-Order File

A11 documents received are first checked against the
“On-Order File" to see if they have previously been the subject
of a specific request. (Since documents arrive from a variety
of sources, it is possible, but rare, for a received document
to be found to be on-order, but not to be arriving as a result
of the order.) The on-order file is purged as orders are
fulfilled; the file at any one time, therefore, represents
specific document requests outstanding.

b. Establishing Title Control of In-Process Documents

Title cards (see Figure IV-1) are prepared for all documents
received at the Facility. The titles are transcribed exactly
as they appear on the document. Personal and corporate authors,
report numbers, publication date, sponsoring agencies, series
notes, and other identifying data are recorded, if provided.
Each card also records the date the item was received, the
copies received, and the disposition. The Title File serves as
a record of all material received by the Facility. It is used

to answer the questions of contributors, Clearinghouses, and
‘ Central ERIC. It is a record of all documents that have passed
through the Facility on their way to the Clearinghouses. When
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c.

a document has finally completed all processing and has received
an ED accession number, it ceases to be "in-process." Records
in this file are retained for a two-year period and then removed.

{10 Number)

{Seonsor)

Source:
{Copies)

—
{Dete Rec’d)

Author:
= {CH Assgmt)

(17 3%}

FIGURE IV-1: TITLE FILE CARD
(Same card used for both On-Order and In-Process Control)

Duplicate Checking

The basic responsibility for ensuring that documents already
in the ERIC system are not processed again lies with the ’
Clearinghouses. The earlier it can be determined that a document
is a duplicate, the greater the saving in time, money, and
processing effort.

The Facility duplicate checks older documents received at
the Facility in the Title Index, Acquisitions Data Report, and
Facility Title Card File. The only check of current documents
occurs when the Title Card is filed. If a card is in the file
indicating previous receipt of the document, the document is
either discarded or sent to the Clearinghouse as a "2d copy" or
“Duplicate." If not previously selected, significant documents
are occasionally resubmitted, sometimes to another Clearinghouse
with the Scope Overlap sticker sent to the original assignee.

The decentralized nature of the ERIC system and its
acquisitions efforts results in the Clearinghouses receiving,
from various sources other than the Facility, documents that
are either already in the system or in-process at their own or
other Clearinghouses. Consequently, the Clearinghouses must
check their own internal records, the Acquisitions Data Report, the
Title Index, and RIE, in an attempt to avoid duplicate processing.
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Clearinghouses receiving NIE or OE reports directly from
sources other than the Facility are advised (see Section IV.C.1.d)
to notify the Facility in order to obtain ciearance. When this
occurs, a Title Card is filed in the Facility Title Card File,
thereby preventing possible later assignment of this same document
to a different Clearinghouse.

Information of Use to Document Processors

Some documents acquired by the Facility are accompanied by
information (such as copies of letters granting nermission to
reproduce or providing authorship, orderitg, or price information),
which 15 essential for complete and accurate document description.
Sometimes information such as address or author affiliation is
contained on the outside wrappers and nowhere else. All such
information is attached when forwarding documents to Clearinghouses.

In general, the Facility sends along any information which
might help the Clearinghouses identify, catalog, or otherwise
process a document.

Assignment to Clearinghouses (and Use of Scope Overlap Sticker)

Documenits received by the Facility are assigned, on the
basis of their subject matter, to the appropriate ERIC Clearing-
houses for selection and processing (cataloging, indexing,
abstracting). The ERIC Clearinghouse Scope of Interest Guide
(Appendix A) is the authority used during sssignmeni. The
problems met with during assignment vary from the simple to the
complex. Documents dealing with single unified topics such as
"Teaching English to Sixth Graders" can be assigned quickly,
correctly, and with certainty; documents dealing with multi-
disciplinary topics (or mixes of tary. populations and topics),
such as "Structural Variables Affecting CAI Performance on
Arithmetic Word Problems of Disadvantaged and Deaf Students,"
can overlap the scopes of several Clearinghouses. It may be
necessary to scan the Tables of Contents, Introduction,
Conclusion, and even the body of such dccuments, to determine
their major thrust.

In general, the minimum time consistent with reasonable and
logical assignments should be spent on this activity. If a
document overlaps the scopes of two or more Clearinghouses, a
Scope Overlap Label (Figure IV-2) is affixed to the cover. A
reproduced copy of the cover bearing such a sticker is then sent
to each of the alternative Clearinghouses; this action serves
tc alert such Clearinghouses to the fact that a document of
interest to them has been assigned to another Clearinghouse. If
they wish to question the assignment, they can contact directly
the "prime" Clearinghouse that received the document and negotiate
as to which Clearinghouse should process the document. The
label also serves to alert the Clearinghouse that got the
document of the need to take account, during the indexing process,
of the viewpoints of the alternative Clearinghouses. This can
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be done by consulting the 1ists of "Most Frequently Used Index
Terms" provided in the Scope of Interest Guide (Appendix A) for
each Clearinghouse.

The ERIC Facility has sssigned
this document for processitg

SCOPE OF INTEREST NOTICE
iy ,

isalso of interest to the clearing-
housss noted to the right, i ndex-
ing should reflect their special

In our judgement, this document
points of view,

FIGURE IV-2: SCOPE OVERLAP LABEL

Note that Clearinghouse assignment, and the number of
copies received, are recorded on the Title File Card (Figure IV-1);
if duplicate copies of the document are received later, they can
be directed, if needed, to the same Clearinghouse.

Special Instructions, Guidelines, etc.

From time to time, special instructions are forwarded from
the Facility to Clearinghouses along with documents which require
special handling. For example, when the National Diffusion
Network (NDN) reports were being solicited, special guidelines
were distributed to the Clearinghouses containing instructions
on indexing (Figure IV-3). Similarly, when Research and
Development Utilization (RDU) Program Materials were distributed,
instructions were given to those Clearinghouses assigned the
materials (Figure IV-4).

PRIORITY Document Handling

There are two classes of ERIC handling priorities: (1)
ROUTINE; (2) PRIORITY. Certain reports are designated by Central
ERIC for rapid or PRIORITY Handling; these are identified by a
special PRIORITY Handling Form (Figure IV-5). Al11 other reports
are considered ROUTINE and carry no special identification.

The PRIORITY Handling Form is generally affixed by the ERIC
Facility just prior to transmittal to the Clearinghouse. PRIORITY
documents are handled before ROUTINE documents at all stages by
the Facility and are sent separately by the fastest means to the
Clearinghouses for processing. S

The Clearinghouses must evaluate PRIORITY documents in time
to process them, if selected, for the next issue of RIE still
open to accessions. This issue is marked on the PRIORITY Form
itself, but can also be determined from the ERIC Master Schedule.
In some cases, when the RIE issue deadline is very close, PRIORITY
documents must be handled within 24 hours of receipt. (In the
case of some special projects, an RIE issue other than the very

Iv-4




ERICS | PROCESSING AND REFERENCE FACILITY
| 4833 RUGBY AVENUE, SUITE 303, BETHESDA, MARYLAND 20014 *(301) 656-9723

OPERATED FOR THE NATIONAL INSTITUTE OF EDUCATION by ORI, Inc, Information Systems Division

GUIDELINES FOR PROCESSING

NATIONAL DIFFUSION NETWORK (NDN) MATERIALS

The NDN-ERIC Linkage Commitee, designed to bring NDN and ERIC closer
together, was established at the June 1977 Dissemination Forum. |t has been
working since that time to establish, among other things, guidelines for
acquiring and processing NDN materials into the ERIC data base.

In order to ensure that NDN materials will be adequately retrievable,
both as a group and individually, the following cataloging procedures have
been agreed upon between ERIC and NDN:

1. "NATIONAL DIFFUSION NETWORK' should be used as an ldentifier (preferably
major) to index documents about NDN.

2. 'NATIONAL DIFFUSION NETWORK PROGRAMS' should be used as a minor
ldentifier, to index documents generated by programs or projects with

‘ NDN sponsorship.

3. NDN project names, e.g., '""PROJECT ADVENTURE,'" should be used as
Identifiers (preferably major) to index documents dealing with these
specific NDN projects.

L. The name/address of the developer/demonstrator to be contacted for
further information should not appear in the citation as this is
extremely transient information. It is unlikely that a decision to
seek additional information about a program would be made solely on the
basis of a citation/abstract. Contact point information will normally
appear somewhere in the document and hence on the microfiche. This
fact can be pointed out in the abstract, e.g., "The availability of
additional information on this program is discussed in Appendix A."
or "Briefings on the program are available from the developer
(see p.54)."

5. All NDN projects are validated by JDRP. |t is useful, however, to be I
able to retrieve all documents describing validated programs, whether
NDN-sponsored or not. It is proposed, therefore, that the Descriptor
"VALIDATED PROGRAMS" be used (as a minor term) to tag such documents.

‘ FIGURE IV-3: GUIDELINES FOR PROCESSING NDN MATERIALS
(Page 1 of 2)
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Page Two

Materials that simply are validated programs must be distinguishable
during retrieval, however, from materials dealing with the actual
subject matter of validation. For the latter, the Descriptor
""PROGRAM VALIDATION' should be used.

Ideally, ERIC should eventually include a data element dealing with
validation, e.g., validated or not, by which body, date of validation,
etc. Such a data element is being considered in connection with the
new educational practices file now under study. Until that time,

. however, this indexing approach will provide a means of retrieving
validated programs.

6. All NDN documents are to be submitted to the ERIC Facility and then
distributed to the Clearinghouses by the Facility. Each NDN document
sent to ERIC will be accompanied by a special self-addressed Reply Card.
As soon as a decision about acceptance or rejection of the document has
been made by the Clearinghouse, the Reply Card will be completed,
detached, and returned to the submitter of the document.

In addition to the above, a summary description of the NDN is being
prepared to be used as a front matter insert for all related documents. As
a reference and in locating NDN materials, a comprehensive listing of all
NDN documents currently in the ERIC data base is being prepared by the
Educational Resources Center, New Haven, Connecticut. This bibliography
will be available in ERIC.

At the National Diffusion Network meeting on August 17, held in con-
junction with the National Dissemination Forum, a packet of materials relating
to processing of documents for ERIC was distributed to all attendees. The
enclosed documents represent the beginning of NDN input into the ERIC data
base under these new guidelines. Since it is intended that the submission
of NDN documents to ERIC will be accomplished via the ERIC Facility, if you
have any questions covering these procedures, please call the Facility
Acquisitions Librarian, Mrs. Grace Sundstrom.

FIGURE IV-3: GUIDELINES FOR PROCESSING NON MATERIALS
(Page 2 of 2)
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ERIC FACILITY
January 25, 1980

Guidelines for Processing

Research and Development Utilization (RDU) Program Materials

GENERAL

For three years, under National Institute of Education
sponsorship, seven projects in eighteen states worked to
help over 200 schools identify and use R&D-based resources
to improve their programs in the areas of basic skills,
career education, and inservice education. In the course
of this work, the projects---known collectively as the
Research and Development Utilization (RDU) Program--—-
developed resource materials and strategies for program
improvement that should be of use to schools and persons
who serve schools, whether they are based in state
departments of education, in regional laboratories, in
intermediate units, in teacher centers, or in school
districts. These materials are embodied in 60 separate
documents that are now being individually entered into
. the ERIC system.

ROLE OF THE NETWORK, INC.

THE NEIWORK, INC., has prepared an annotated catalog (see
letter and title page attached) of the RDU materials. This
catalog will be put in ERIC as soon as ED numbers can be
assigned to each document described therein.

CATALOGING/INDEXING

@ The sponsor for all RDU materials should be cited as:
"National Inst. of Education (DHEW), Washington, D.C.
Dissemination and Resources Group." (BBB10279)

® Two Identifiers are highly recommended in order to tie
these materials together:

*RESEARCH AND DEVELOPMENT UTILIZATION PROGRAM

LINKING AGENTS(:> "

FIGURE IV-4: GUIDELINES FOR PROCESSING RDU MATERIALS |
@ Changed to a Descriptor after this guideline was issued "
Revised July 1982 :
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ERIC

A .1 70x provided by ERIC

ERIC REPLY CARD
DOCUMENT TITLE:

DISPOSITION OF DOCUMENT:

Selected for the issue of RIE and
O is assigned document no.
D Not selected for RIE.

CLEARINGHOUSE NAME:

Date:
HAVE YOU ENTERED YOUR CORRECT RETURN ADDRESS ON THE FRONT OF THIS CARD?
(EFF-28 (7.79)

FIGURE IV-6(A): ERIC REPLY CARD

ERIC REPLY CARD
NON Document Submisslon
Project Neme:
Document Title:
Pisase check one; Reproduction Release enclosed 0
ERIC hes Blanket Reproduction Relesssonfiie O
Date submitted to ERIC:
ENC of Document
O Selected for RIE.
Mesume will sppesr in IE in about 3 Copies trom ED InNIE.
O Notseiected for RIE.
Clearinghouse Name:
Date reported to submitter:
HAVE YOU ENTERED YOUR CORRECT RETURN ADDRESS ON
THE FRONT OF THIS CARD?

THANK YOU FORSUBMITTING YOUR DOCUMENT TO ERIC
EFF .50 (10/78)

FIGURE IV-6(B): ERIC REPLY CARD (NDN DOCUMENTS)

REPLY CARD Submitting Stats Education Agency
Document Title:

Clearinghouse Temporary A ion # :

SEA Check One: D Reproduction Release Enclosed
O ERIC has Blanket Reproduction Release on File

Check One: If not selected: O Return O Do Not Retum
(Please do not sk for return unless absolutely necessary.)

ERIC Disposition of Document

O Selocted for RIE. Resume will appesr in RIE in about 4 months.
Copies cannot be ordered from EDRS before announcement in RIE.

O Not selected for RIE.
COMMENTS:
Clearinghouse Name: Date:

HAVE YOU ENTEREO YOUR CORRECT RETURN AOORESS ON THE FRONT OF THIS CARO?
EFF-84 {S/T9)

FIGURE IV-6(C): ERIC REPLY CARD (SEA DOCUMENTS)
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If a Clearinghouse rejects such a document the decision should
be so indicated in the appropriate place on the card. (Supplying
a reason for non-selection is optional and at the discretion of the
Clearinghouse.) The card should then be removed from the document
by the Clearinghouse and mailed to the contributor.

If a Clearinghouse selects such a document for RIE announce-
ment, the card should simply be left attached to the document when
it is returned to the Facility. The Facility will then eventually
enter on the card the ED number assigned to the document and mail
the card to the contributor.

Clearinghouses may originate such cards if they wish, or they
may choose to notify their own contributors by form letter or
other means after the relevant issue of RIE has been published.
Clearinghouse systems for thanking or otherwise notifying document
contributors are entirely optional and should not be regarded as
either replacing or being replaced by the Facility Reply Card
system described here.

J. NIE Document Selection Report

Any NIE or NIE-funded document assigned to a Clearinghouse
and not selected for RIE for any reason must be returned to the
Facility together with a report citing the reasons for rejection.
The "NIE Document Selection Report" form (Figure IV-7) is to be
used to provide this report. The rejected document is sent by
the Facility to the NIE Library for archival retention.

2. Handling of Documents Shipped to the Facility by Clearinghouses for
Inclusion in RIE

Every week, by mail or commercial carrier, the Document Control
Department receives shipments from the Clearinghouses of documents for
inclusion in RIE. The following steps in handling take place.

a. Shipment Verification

Each shipment of documents from Clearinghouses to the
Facility is received in the Document Control Department and the
contents are verified against the Log Sheet (Figure IV-8) enclosed
in the packages by the Clearinghouse. Any discrepancy is resolved
by telephone with the Clearinghouse involved. Records are
maintained of document input for each weekly shipment for RIE.

A notation is made when a Clearinghouse abstains. If a Clearing-
house abstains for two weeks running, a check is made by the
Document Control Clerk to determine the reason. PRIORITY documents
are taken immediately to the Editorial Department for processing.

b. Pagination

After receipt and verification, the documents are paginated.
The Paginator hand stamps every page according to the instructions
given in Section V: “Cataloging." After pagination, documents are
returned to the Editorial Department where the editorial function
takes place.

ERIC IV-10




= Wnlema el e - e .

NIE DOCUMENT

SELECTION REPORT

FROM

o0
~

(Clearinghouse) (Individual)
TO ¢ ERIC Facility Acquisitions Department

SUBJECT : Return of NIE Document or NIE-Sponsored Report Not Meeting
Clearinghouse Selection Criteria

REFERENCE:

(Title of Document)

DA D Document will not microfilm or reproduce

‘ adequately
- :

E] Document has been/will be published as a
Journal article

D Quality of content.1is not acceptable

D Other

D Comments:

Enclosure

‘ FIGURE IV-7: NIE DOCUMENT—SELECTION REPORT
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ERIC| Clearinghouse Accession Log Sheet
CLEARINGHOUSE (ICIRCLEONE): CE GG CS EA EC FL HE ] JC :

1 1

~t
]

Saze

S ST SO SR TM WD
BIBLIOGRAPHIC J3TA TRANSL. ™22 1-4-24

DATE(S: DOCUMENTS SHIPPED ____ 1-6~84
RECEIVED AT FACILITY ! CNLINE DATAST™ n3ME
SHIPMENT APPROVED 8Y: Mima Spancer, Associate Director
o ] e e
PREFIX NUMBER (<119 Title-One ot Two Wovas b1
PS 011299 Swick 1
PS 011745 Fiene 1
PS 011746 Jennings 1
PS 011775 Raph 1
PS 011783 White House 1
PS 011784 White House 1
PS 011785 White House 1
| _PS 011786 White House 1
S 011787 white Hoyse _ 1
PS 011796 SPEAC for 1
S 011797 Hinze 1
g 011799 SPEAC for 1
PS 011802 Adcock 1
PS 011803 Sawyer 1
PS 011804 Roth 1
I
TOTAL ITEMSINSHIPMENT. ____ 15 '
SHIP*AENT INTENDED FOR. JOURNAL CifCLE o~s.-. ClE
ISSUE MONTH.CIRCLEGRE, J £ M @ w4 . :2 s 2 oo
WEEK CTF INPUT (SIRCLEC S ¢ 2 @ < F t
SOURCE JOURNAL CITATION INFORMATION 1CLIE INPUT DML 1.
EFFa3 .13 30

FIGURE IV-8

CLEARINGHOUSE ACCESSION LOG SHEET (COMPLETED)

Revised February 1984
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d.

Central ERIC Review

A representative from Central ERIC spends one day a week reviewing
all documents going into RIE. From time to time individual Clearing-
house monitors also join in the review. Documents are reviewed for
reproducibility problems and quality of content. Questionable documents
may be removed by Central ERIC and discussed with the Clearinghouse by
the Clearinghouse Monitor. As a result of this review, Central ERIC
arrives at a decision to either reject the given document or to reinsert
it into the RIE production stream. Care is taken by the Facility to
record all such removals so that no document is lost or misplaced.

Duplicates

Despite all checks made by both the Facility and the Clearinghouses,
however, some duplicates arrive at the Facility for inclusion in RIE.
Immediately prior to preparing an issue of RIE, the Facility does a
duplicate check by title using the computer to search the ERIC Master
File and the issue in preparation. This "final filter," verified
manually by the editors, detects approximately half a dozen duplicates
per issue. These documents are then removed from the issue. Duplicates
can be vreturned to a Clearinghouse upon request, but are otherwise
discarded. A monthly report is prepared (Figure IV-9) listing these
duplicates and indicating the issue of RIE in which they were first
announced. It is generally considered that duplicates of items
announced three or more months prior should have been caught, whereas
duplicates of items in process, or in an RIE issue that has not yet
been published, are more understandable.

ED Number Assignment

ED Accession Numbers are assigned automatically to documents by
the computer system as one of the last steps in computer processing.
This action is necessarily delayed so that all duplicates, rejects,
and other removals can be &ccomplished before final accessioning takes
place. The resulting unbroken sequence of numbers is a system feature
which is very useful to readers of the RIE journal, users of the
magnetic tapes, and subscribers to the ERIC microfiche collections.

When the computer assignment of the ED numbers has been completed,
the Document Control Clerk records the ED number in a standard position
(upper 1eft hand corner) on the cover (or first sheet to be filmed) of
each document.

Single-Frame Resumes

Computer-produced "Single-Frame Resumes" (printouts of the final
computer record for each accession) are matched with the documents prior
to their transfer to EDRS. These later become "Page 1" of each document
microfiche. Additional copies of the "Single-Frame Resumes" are sent to
each Clearinghouse at the same time, as advance notice of their RIE
announcements for that issue. Figure IV-10 depicts a single frame
resume.
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REMOVE LIST - RIESEP80

A. DUPLICATES (3)

1. Readmission of Clearinghouse's Own Input

CE 024 335 RIEJUN8O CE 023 716 ED 181 230
FL 011 059 RIEJANS80 FL 010 427 ED 175 243 .
RC 012 015 RIESEP76 RC 009 219 ED 123 021

2. Duplicates Appearing in RIE Three Months or More Ago

None

3. Duplicates Appearing in RIE in July, August, and September 1980

None

B. REMOVES (13)

CE 024 778 Pulled by CERIC
CE 024 909 Pulled by CERIC
CG 014 290 . Pulled by CERIC
CS 005 359 Pulled by CERIC
CS 502 864 Pulled by CERIC
HE 012 502 Pulled by CERIC
HE 012 590 Pulled by CERIC
HE 012 605 Pulled by CERIC
JC 800 301 Pulled by Clearinghouse
PS 011 316 Pulled by CERIC
RC 011 880 Pulled by CERIC
SE 030 563 Pulled by CERIC
™ 800 110 Pulled by CERIC

C. DELAYED (0)

None

FIGURE IV-8: RIE ISSUE——REMOVE LIST




DOCUMENT RESONR

. D 189 119 T8 800 284
AUTHOR Boker, John R.: Games, Paul 3. .
TITLE Effects of Motivational and Si*uational variables on
Achievement Perforsance.
PUB DATE Apr 80
NOTE 24p.: Paper presented at the Annual Meeting of *he

American Fducational Pesearch Associatior (6uth,
Boston, M, April 7-11, 1980%.

EDFS PRICE MF01/PCO? Plus Postage.

DESCRIPTORS *Achievement Need: Aspiration: =pifficulty Level:
*Expectation: Failure: Goal Orientation: Higher
Educa%ion: *Prcblem Solving: Puzzles: Self Evaluz*ion
(Individuals): Sex Differences: *Success: *Transfer
of Training

IDENTIFTIERS Mchievement Scales (Mehrabian): *jppagrasms

: ABSTRACT
Problem-solving parformarce and goal-setting behavior

vere investiqated in 15€¢ undergraduvates who, or Mehrabian's
Achievement Scales, demonstrated either the motive to approach
success or the mctive tc avoid failure. Different expectations of
success oT feailure were induced by fictitious preperformance
infermaticn. The degree of success c¢r failure actually experienced or
the experimental ¢asks was manipulated by providing anagrams (word
cqames) which varied irn cbiectiva difficulty (very easy, average
difficulty, insoluble). Pesults shcwed tha® orly the degree of
experienced success or failure significantly influenced

prcblem-solving perfarmance »nd subjective correlates of satistaction
. 2nd ability rstings. Also, irdividual differences in achievemert
motives vere fcund to be consistertly associated with predicted
patterns cf goal-setting behavicr and task difficulty preferences.
Results were discussed in terms of the transfer effects of prior
success or failure exreriences. (Authcr/CP)

3 2k 3 afe e 3 ok ok 3 3 sk ot 3 o s s sk sl s e sk s sk ok e sk ok ok ke o ok ok s ke s s ok e akeoke sk ke ek sk s ok ogeake ofe ok ok ok sl stk ol sk ek sk ok ok e sk ok ok

* Reproductions supplied by EDRS are the best that can be made *
* from the original document. *
ek siesie s ke 3k s s s ofe sk 3 s sfesi sl s sk ok ok ok sk ol afe s ke e afe e 3 s afe 3k s ok e e ok sk ke ok sk ke s seakeak sie ke 3ok ol skl sk sk sk ok ok sk sl ok ok ok ok 3 ok

FIGURE IV-10: SINGLE-FRAME RESUME (COMPUTER PRODUCED)
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g.

Reply Cards

A11 Reply tards attached to the documents are removed at this time
and the ED number assigned to the document noted on the cards. The
Document Control Department then mails the cards.

Transfer of Documents to EDRS

Each monthly shipment of documents from the Facility to the ERIC
Document Reproduction Service (EDRS) is packaged carefully by the
Document Control Department. Special care is taken to arrange the
documents in numerical sequence in strong boxes, plainly marked on
the outside with the corresponding ED numbers. This expedites the
handling and filming of the documents by EDRS. After a telephone call
from the Facility, EDRS arranges to have the boxes picked up by a
messenger service and delivered to them in Arlington, Virginia. A
telephone call to Central ERIC advises the Facility Monitor that the
shipment has gone to EDRS and that the countdown on microfiche
preparation may begin.

3. Handling Microfiche Shipped to the Facility by EDRS

a.

Microfiche Distribution

For each issue of RIE, the Facility receives two complete sets
of microfiche. One set is housed in the Facility Reference Library
for reference and archival purposes. The second set is divided by
Clearinghouse and shipped to the Clearinghouses for their use in
distributing complimentary microfiche to contributors.

Microfiche Inventory and Quality Control Check

The archival set of microfiche shipped from EDRS to the Facility
is inspected frame by frame. Each microfiche receives a qualitative
"score" and a quantitative "score." A sunvary report is prepared
citing the scoring results in statistical fashion and reporting the
particular fiche found to be marginal or unacceptable. Each
Clearinghouse receives a microfiche copy of this summarcy report and
should review the Clearinghouse's own input. The Microfiche
Inventory Report prepared by the Facility is next reviewed by EDRS
and where previously undetected filming errors are the cause of the
problem, documents are refilmed and the resultant fiche are redistributed
to standing order customers. The results of the EDRS review are
reported to Central ERIC by letter. A copy of this letter is listed
as an)Attachment to each month's ERIC Administrative Bulletin (Figure
IV-11).
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ERIG DOCUMENT REPRODUCTION SERVICE

P.O. Box 190 ARLINGTON, VIRGINIA 22210« (703)841-1212

OPERATED BY: COMPUTER MICROFILM INTERNATIONAL, CORP.

September 3, 1980

Mr. Jir Prevel

National Institute of Educatich
1832 M Street, N. W.
Washington, D. C. 20208

Dear Jimn:

We have reviewed the RILC June 1980 Microfiche Inventory and
Quality Check and the followir:> is submitted.

1) Remakes: ED 181 641
ED 182 085
ED 182 332

2) The following documents are not recommended for refilming:

ECCESSION CLHSE LEVEL NOTE REASON POP. NOT REFILMING

181 467 CS 1 NO No problem found. Replace-
ment sent to Facility

181 953 Jc 1 NO No problem found. Replace-
ment sent to Facility.

182 012 PS 1 NO Light broken print.
filmed as received.

182 225 SO 2 NO Filmed as received

182 270 SP 1 NO No problem fcund. Replace-

ment sent to Facility.

Sincerely, /
/

- /
;;:;)r{é; )’7 L/4_g4L~___

John N. Veale
Director

FIGURE IV-11: MICROFICHE INVENTORY AND QUALITY CONTROL CHECK—EDRS RESPONSE
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C. Clearinghouse Handling .

1. Receiving

The majority of the documents received by the Clearinghouses
arrive through their own efforts. The Facility program provides
supplementary input. In some few cases, documents are transferred
from one Clearinghouse to another.

a. Logging, Checking, and Establishing Basic Control

The exact nature of the logs and files maintained by the
Clearinghouses to control incoming documents is up to the
individual Clearinghouse. As indicated in Section II.E.11,
certain basic statistics must be reported quarterly to Central
ERIC. It is advisable, therefore, that the Clearinghouse develop
a log, file, or other type of record, that gathers, as a minimum,
the following types of information about incoming documents:

Date AcqQuired;
Title;
Author; \

Source (e.g., State, local, Federal, Facility,
academic, non-profit, commercial, foreign, .

international, etc.);

Contributor (if different from source);

Disposition (e.g., RIE, local files, transfer, duplicate
discard, etc.)

It is also a fairly uniform practice among acquisitions
operations to maintain an "On-Order" file, so that the results
of specific requests or orders for documents can be determined
and followed-up, if necessary.

b. Inter-Clearinghouse Transfers

Any Clearinghouse may send a document directly to another
Clearinghouse. This includes those documents received froin
the Facility (with the exception of PRIORITY documents, which
should not be transferred because of the time factor).

Clearinghouses should not discard good quality education-
related documents just because they are not within their own
scope of interest. Such documents should be routed to the
cognizant Clearinghouse, or, if that is ambiguous or uncertain,
to the Facility for assignment.

Any Clearinghouse learning of a document that is being
processed by another Clearinghouse (e.g., by receipt of a ’
Scope Overlap inforination sheet from the Facility), but

_ERIC 1V-18




which it feels should be processed by itself, is at 1iberty
to contact the other Clearinghouse and negotiate for the document
in question, .

Document Transfer Forms (Figure IV-12) are available from
the Document Control Department at the Facility.

Information of Use to Document Processors

The Clearinghouse receiving function should ensure that
information of use to document processors (e.g., letters from
authors) is not discarded, but is retained with the document.

A1l special instructions and correspondence arriving with
documents from the Facility should also be kept with the documents
through the document processing phase.

NIE/ED Sponsored Reports

A11 NIE/ED-sponsored reports must be cleared by NIE/ED
Project Officers before they can be processed. Normally the
Clearinghouses receive such reports from the Facility; it can
be assumed that these reports have been given clearance. Any
NIE/ED contract/grant reports received from other sources must
be cleared through the ERIC Facility before they can be processed.
This clearance must be sought in writing (send copy of title page
with request). (See Section II-E.6 for further details.)

Any NIE or NIE-funded report that is sent by the Facility to
a Clearinghouse and then not selected for RIE, must be returned
to the Facility with a form attached indicating the reason for
rejection. Forms for this purpose (see Figure IV-7) are available
from the Facility's Document Control Department.

Duplicate Checking

It is the responsibility of the Clearinghouses to check all
documents received to determine whether they are duplicates of
those already in the system or duplicates of items in-process at
one of the Clearinghouses (including possibly their own). The
further a duplicate makes it through the system, the more time,
noney, and effort are wasted. A duplicate that is announced in
RIE adds nothing to the file and presents "noise" to the users.

The first question that must be asked is whether the document
is already in RIE. In order to determine this, searches can be
made of RIE itself (using the cumulative and issue indexes), the
cumulative Title Index (and its quarterly supplements), and in
certain situations, the Contract/Grant Number Index and the
Report/Project Number Indexz. Close attention should be paid
to the date of publication in making this check. A document
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ERIC| DOCUMENT TRANSFER FORM

DateReceived: ___ Date Transferred: __________

TO: ERIC/

FROM: ERIC/

The enclosed document(s) appear to be more within your
scope than ours.

The document(s) were obtained by (check one):

___solicited contribution
_—__ unsolicited contribution
— staff contribution

—_ ERIC Facility

Correspondence information is as follows:
{check one):

___all relevant material is attached

—_no relevant correspondence; however the
name and address of the contributor or
contact person is (if known):

Clearinghouse Contact Person

(EFF-70)

FIGURE IV-12: DOCUMENT TRANSFER FORM




dated 1980 could obviously not have been announced (in identical
form) in 1979 or earlier, thus limiting the search that must be
made. )

The second question is whether the document is in-process
anywhere. In order to determine this, searches should be made of
the Aequisitions Data Report (ADR) and of the Clearinghouse's
internal files. The ADR is the system-wide tool for determining
what is in-process at the various decentralized processing
centers of the ERIC network.

If the document is not found in either of the two checks
described above, an entry should be made immediately for it
in the ADR (see Section IV.C.1.m) for how to do this). This
action essentially "stakes a claim" for the document. (Other
Clearinghouses finding an entry for the document in the ADR will
realize that it is pre-empted and treat it as a duplicate.) The
document may then be passed forward for cataloging, indexing,
and abstracting.

If the document is found to be a duplicate and already in
RIE, it can be discarded. If it is found to be a duplicate
in-process, the ADR "intended use" code should be checked.
If the first Clearinghouse in possession of the document has it
in a hold status, the second Clearinghouse can evaluate the document
with this information in hand, contacting the first Clearinghouse
if desired. If the second Clearinghouse is in a better position to
announce the document, an entry reflecting this decision should be
prepared for the ADR.

Sometimes two or more Clearinghouses receive the same
document simultaneously and their respective entries for the
ADR appear there simultaneously. Duplicate ADR entries are
identified by an asterisk (*). (Note: A minor character
variation in entry will void the asterisk. The ADR must,
therefore, be used carefully, with all pessible title
variants consulted.) When a Clearinghouse detects such
entries, it should contact the other Clearinghouse(s) involved
and negotiate a settlement satisfactory to all concerned.
Similarly, any questions as to which Clearinghouse should most
appropriately process a document should be resolved by telephone.
Processing information or reproduction releases that may already
have been generated or obtained by one of the Clea~inghouses
can usefully be transferred in many insiances.

Reproduction Release Forms and Corresponding Labels

Unless a document:
(1) has been produced or sponsored by the Federal Government;
(2) specifically waives copyright and reproduction rights; or

(3) was produced before January 1978 and carries no copyright
or other restrictions,

Iv-21




the Clearinghouse should seek permission to reproduce from the
copyright (or proprietary rights) holder. This procedure is
described in detail in Section II.E.8. In some cases ERIC has
secured Blanket Reproduction Releases. These arrangements are

notad in the ERIC Acquisitions Arrangements 1ist and this 1ist should
be checked to ascertain whether such permission has been granted.

If so, processing can proceed without any further reproduction
release action. Reproduction permission should always be obtained

on a standard form (Figures IV-13A-B). Signed release forms must

be kept on file indefinitely at the Clearinghouses obtaining them.

If permission to reproduce for ERIC purposes is obtained, the
Clearinghouse must affix the appropriate Level 1 or Level 2
Reproduction Release Label (Figures 1V-14A-B), with the name of
the authorizing person or organization filled in, to the cover
(or first sheet to be filmed) of the document (Figure IV-15).

This procedure ensures that the labels will appear prominently
on the first frame of the microfiche.

NOTE: The labels should reflect the permission actually given.
If subsequent decisions relative to reproducibility
cause a reduction in processing Level from 1 to 2, 1 to 3,
or 2 to 3, this should not affect the label. EDRS
determines filming level from the computer record, not
the label. :

NIE Policy Disclaimer Label

It is important that recipients of ERIC microfiche and
reproduced hard copies of documents understand that the documents
are collected from a variety of sources and that they are not
necessarily reflections of NIE official positions. It is common
for organizations such as ERIC, producing abstract journals and
operating information systems, to "disclaim" responsibility for
the documents they control and disseminate.

To this end, a standard NIE Policy Disclaimer Label (Figure
IV-16) must be properly marked and affixed to every document
processed at Level 1 or Level 2. (In the case of Level 3, there
is no document in hand and none is later disseminated by ERIC,
so no sticker is required.)

The label should be affixed to the cover (or first sheet
to be filmed) of the document (see Figure IV-15). This ensures
that the label will appear prominently on the first frame of the
microfiche. The label is stocked by the ERIC Facility Document
Control Department and supplies may be obtained upon request.

Reply Cards (Acknowledgments to Contributors)

The Facility makes use of Reply Cards (see Figure IV-6)
to respond to document contributors who wish to be informed of
the disposition (and ED number) of their documents. When the
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Aruitoxt provided by Eic:

CHECK
HERE

SIGN
HERE

U.S. DEPARTMENT OF EDUCATION
NATIONAL INSTITUTE OF EDUCATION
EDUCATIONAL RESOURCES INFORMATION CENTER (ERIC)

REPRODUCTION RELEASE (Specific Document)

DOCUMENT IDENTIFICATION

Title:

Date:

Author(s):
Corporate Source (if appropriate):

. REPRODUCTION RELEASE

In order to disseminate as widely as possible timely and significant materia!s of interest to the educational community,
documents announced in the monthly abstract journal of the ERIC system, Resources In Education (RIE), are usually made
available to users in microfiche and paper copy (or microfiche only) and sold through the ERIC Document Reproduction Ser-
vice (EDRS). Credit Is given to the source of each document, ang, if reproduction release is granted, one of the following
notices is affixed to the document.

It permission is granted to reproduce the identified document, please CHECK ONE of the options and sign the release

below.
“PERMISSION TO REPRODUCE THIS “PERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY MATERIAL IN MICROFICHE ONLY
Microfiche OR Microfiche HAS BEEN GRANTED BY
v . {PERSONAL NAME OR ORGANIZATION (4" x 6" film)
(4" x 6 film) eproduction {PERSONAL NAME OR ORGANIZATION
and paper co repr
8% .?xp‘ ") a4 AS APPROPRIATE | only AS APPROPAIATEY
reproduction
TO THE EDUCATIONAL RESOURCES TO THE EDUCATIONAL RESDURCES
INFORMATION CENTER (ERIC) " INFORMATION CENTER (ERIC) "

D will be d as ind d ded reprodi quahty permits. If to reproduce 1s d, but nesther box 1s checked,
di will be d in both microfiche and paper copy.

“I hereby grant to the Educatonal Resources Information Center (ERIC) nonexclusive permission to reproduce this document as
indicated above. Reproduction from the ERIC microfiche by persons other than ERIC employees and its system contractors requires
permission from the copyright holder. Exception is made for non-profit reproduction of microfiche by libraries and other service
agencies to satisfy information needs of educators in response to discrete inquiries.”

Signat — e ...Pinted Name
Organization R -
[ J— Position
Add Tel No
2ip Code

DOCUMENT AVAILABILITY INFORMATION (Non-ERIC Source)

If permission to reproduce is not granted to ERIC, or, if you wish ERIC to cite the availability of the document from
another source, please provide the following information regarding the availability of the document. (ERIC will not an-
nounce a document unless 1t 1s publicly available, and a dependable source can be specified Contributors should also be
aware that ERIC selection critenia are significantly more stringent for documents which cannot be made available through

RS.)

Publisher/Distributor
Address:

Price Per Copy: Quantity Price;

REFERRAL TO COPYRIGHT/REPRODUCTION RIGHTS HOLDER

It 1he right to grant reproduction retease is held by someone other than the addressee, please provide the appropriate
nam$ and address:

EFF.53 (Rev 1/81)

FIGURE IV-13(A): REPRODUCTION RELEASE FORM (SPECIFIC DOCUMENT)
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CHECK
HERE o

U.S. DEPARTMENT OF EDUCATION
NATIONAL INSTITUTE OF EDUCATION
" EDUCATIONAL RESOURCES INFORMATION CENTER (ERIC)

REPRODUCTION RELEASE (Blanket)

DOCUMENT IDENTIFICATION (Class of Documents)

All publications:
Series (Identify Series).
Division/Department Publications (Specify).

REPRODUCTION RELEASE

Inorder to disseminate as widely as possible timely and significant maternials of interest to the educational community,
documents announced in the monthly abstract journal of the ERIC system,Resources in Education (RIE). are usually made
available to users in microfiche and paper copy (or microfiche only) and sold through the ERIC Document Reproductior
Service (EDRS). To reduce the number of individual requests that must be made for reproduction release. ERIC attempts
where feasible to obtain a blanket release for all documents submitted by an organization. Credit is given to the source of
each document, and, if reproduction release is granted, ore of the following notices is affixed to the document.

It permission is granted to reproduce the above class of documents please CHECK QONE of'the options and sign the
release below.

“PERMISSION TO REPRODUCE THIS
MATERIAL IN MICROFICHE ONLY

~PERMISSION TO REPRODUCE THIS

MATERIAL HAS BEEN GRANTED BY
D Microfiche OR D Microfiche HAS BEEN GRANTED BY
(4 x 6" tilm) IPERSONAL NAME OR ORGANIZATION (4" x 6" film) PERSONAL NAME OR OR! AT
and paper copy b reproduction ! ORGANIZATION
@®v2" x 11%) AS APPROPRIATE| only AS APPROPRIATE]

reproduction

TO THE EDUCATIONAL RESOURCES
INFGRMATION CENTER (ERIC).”

TO THE EDUCATIONAL RESOURCES
QNFORMATION CENTER (ERIC)™ )

SIGN
HERE

g
D 1ts witl be pl d as indi d provided reproduction quality permits. If permission to reproduce is granted. but neither box (s

checked, documents will be pr d in both microfi and paper copy.

*t hereby grant to the Educati f 1 Center {ERIC) ' i to duce this d as ind| d above.
Reproduction from the ERIC microfiche by persons other than ERIC employees and its sysmn qui ion from the copynght holder.
Exception is made for non-profit d of fiche by ib and other service sgencies to satisty int, 1 needs of ed n (08P to
discrete inquines.”

Sig Printed Name*

Organization. ——

Position
Address Tel. No. R
—— ip Code.

DOCUMENT AVAILABILITY INFORMATION (Non-ERIC Source)

If permission to reproduce is not granted to ERIC. or, if you wish ERIC to cite the availability of the document from
another source, please p'.vide the following information regarding the availability of the document. (ERIC will not an-
nounce a document unless it is pubiicly available, and a dependable source can be specified. Contrnibutors should also be
Egarse that ERIC selection critenia are significantly more stringent for documents which cannot be made available through

RS.)

Publisher/Distributor:
Address:

Price Per Copy: Quantity Price:

REFERRAL TO COPYRIGHT/REPRODUCTION RIGHTS HOLDER

If the right to grant reproduction retease Is held by someone other than the addressee, please provide the appropriate
name and address:

EFF-57 (Rov. 1/81)

FTGURE IV-13(B): REPRODUCTION RELEASE FORM (BLANKET)

ERIC

Aruitoxt provided by Eic:
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"PERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY

TO THE EDUCATIONAL RESQURCES
INFORMATION CENTER (ERIC)."

FIGURE IV-14(A): REPRODUCTION RELEASE LABEL
LEVEL 1 (MICROFICHE AND PAPER COPY)

s
"PERMISSION TO REPRODUCE THIS L\
MATERIAL IN MICROFICHE ONLY
HAS BEEN GRANTED BY

TO THE EDUCATI(ONAL RESOURCES
. INFORMATION CENTER (ERIC)."

FIGURE IV-14(B): REPRODUCTION RELEASE LABEL
LEVEL 2 (MICROFICHE ONLY)

U.S. DEPARTMENT OF EDUCATION
NATIONAL INSTITUTE OF EDUCATION
EDUCATIONAL RESOURCES INFORMATION
CENTER (ERIC)

[) This document has been reproduced as
recerved from the person of organizaton
onginang it.

UCMmol changes have been mads to improve
reproduction quality.

® Points of view of gpinons stated in this docu-
ment do not necessanly ropresent offictat NIE
positon of policy.

FIGURE 1V-16: NIE POLICY DISCLAIMER LABEL
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“PERMISSION TO REPRODUCE THIS

MATERIAL HAS BEEN GRANTED By
E &assm;ller

TO THE EDUCATIONAL RESOURCES

SCOPE OF INTEREST NOTICE
The ERILC Facility has assgned

‘:nmmtﬁwc%

10 our judgement, the document
152190 OF 1nterest 10 the Clasring-

CcS

pownts of view,

INFORMATION CENTER (ERIC)."

US OEPARTMENT OF HNEALTH.
EOUCATION A WELFARE
" NATIONAL INSTITUTE OF
EQUCATION
TriS DOCUMENT HAS REEN WEPHO.
DUCED EXACTLY AS RECEIVED ¢ HOM
THE PERSON DR DRGANIZATION ORIGIN.

ATING 1T PDINT. OF VIEW DR DPINIONS
STATED DO NOT NECESSARILY RE PRE.
SENTOF 5 tCIAL NATIONAL INSTITUTE OF
EDUCATION POSITION DR POLICY

Technical Report No. 544

Interim Report:
The Refinement of the Test
Battery to Assess Word

Identlflcatlon Skills

by Dale D Johnson, Susan D. Pittelman,
Judy Schwenker, and Linda E Shriberg

July 1980

- ED123456
Z ,
|
i
5
ii
Hi
@

TMgoo 7p ¢

Wisconsin Research and Development
1 Center for Individualized Schooling

2

!

FIGURE IV-15: TITLE PAGE (SHOWING POSITIONS OF CLEARINGHOUSE .
ACCESSION NUMBER, NIE POLICY DISCLAIMER LABEL,

REPRODUCTION RELEASE LABEL, AND SCOPE OVERLAP LABEL)

Aruitoxt provided by Eic:
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Clearinghouses receive documents from the Facility with Reply
Cards attached to them, they should only detach and mail the self-
addressed card if the document is rejected (citing the reason for
rejection is optional). If the document is selected for RIE, the
card should simply be left on the document. The Facility will
mail the card to the contributor later, after the ED number has
been assigned and recorded on the card.

Clearinghouses may make use of similar cards, if they wish,
simply by affixing them to the covers of documents. The cards
should be fully addressed, postage supplied, titles supplied on
the back, and stapled (back side up) at the top center of the
document cover. The Facility will handle such Clearinghouse-affixed
cards in the same way that it handles its own.

NOTE: Care should be taken not to automatically send
such routine "thank you" notes to inappropriate
sources, e.g., a state governor's office.

PRIORITY Document Handling (By Clearinghouses)

Most documents received at the Clearinghouses from the ERIC
Facility are not accompanied by any special forms and are ROUTINE,
meaning that they can be treated like any other documents that
arrive as candidates for RIE.

However, a few documents are classified (usually by Central
ERIC) as PRIORITY. Selection of these items for RIE is still up
to the discretion of the Clearinghouses; however, they should be
evaluated immediately and, if selected, processed as quickly as
possible. The PRIORITY Form (see Figure IV-5) should be left
attached to the document throughout processing, to ensure its
continued quick handling at all stages. A1l regular processing
steps are observed, but are expedited. The Form indicates the
issue of RIE in which the document should be included. Usually
this is the very next issue still open to accessions. The speed
that is necessary in processing can be determined from the ERIC
Master Schedule, copies of which are sent to each Clearinghouse
at the beginning of the year. Normally this will involve returning
the document to the Facility in the next working week following
receipt; however, in extreme cases, 24-hour turnaround may be
necessary to make the deadline. If for any reason, this specified

schedule cannot be met, the Clearinghouse should notify the Facility.

When the PRIORITY document is shipped to the Facility, it
must be mailed separately on a separate Log Sheet.

S
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From time to time, Clearinghouses have their own PRIORITY
documents that they wish to expedite by moving the document up
to the next issue of RIE still open to accessions. When such
a document is processed, it should also be shipped separately on
a separate Log Sheet with a notice plainly identifying the
document as requiring PRIORITY handling.

Clearinghouse Accession Numbers

Since the final and permanent ED accession number is assigned
late in the processing cycle, it becomes necessary to generate
a preliminary accession number in order to identify each document
while it is in-process.

The time at which a Clearinghouse assigrns a Clearinghouse Number
varies somewhat from Clearinghouse to Clearinghouse but all must have
a number assigned when the document is listed on the ADR form.

Each Clearinghouse in the ERIC system is identified by a
two-letter alpha prefix, e.g., CE, FL, UD, etc. (see Figure I-4
for a complete 1ist). This prefix, together with a six-digit
number, forms a preliminary Clearinghouse Accession Number. Up
to the time they are announced in RIE, all documents (and associated
paperwork) are identified and referred to by this number. Since
RIE announcements are grouped by Clearinghouse, this number becomes,
in effect, the "sort key" for each RIE issue.

Each Clearinghouse should maintain a 1og so as to keep track of
numbers assigned and to avoid assigning the same number twice.
However, Clearinghouses do not have to use every number in
sequence. Numbers may ve skipped or used out of sequence if
necessary. When assigned to a document, the Clearinghouse
Accession Number should be stamped or written in the lower left
hand corner of the document cover (or first sheet to be filmed).

Documents consisting of several separate parts or volumes
which can be processed at the same time should ideally be arranged
numerically and assigned consecutive Clearinghouse numbers (e.9.,
Vol. 1 (IR 101209);Vol.2 (IR 101210), Vol.3 (IR 101211), etc.)
in order to keep them together throughout processing and subsequent
announcement.

Similarly, documents that are legal-size (8%" to 10" x 14")
that can be filmed in one frame only if EDRS employs a time-
consuming lens change (e.g., 29X) should also, whenever possible,
be grouped and assigned consecutive accession numbers.

Each issue of RIE contains a "Clearinghouse Number to ED
Number Cross-Reference List" for that issue. In addition, each_
December the Facility produces a cumulated version of this )
listing for the entire RIE file to date.
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Scope Overlap Label (Figure IV-2)

When the Facility is faced with a document whose subject
matter overlaps the scope of two or more Clearinghouses, it must
decide which Clearinghouse best seems to match the major thrust
and emphasis of the document. The document is assigned for process-
ing to this "prime" Clearinghouse. However, affixed to the cover
is a label that informs the prime Clearinghouse of the other
Clearinghouses that might feel they have a claim on the document.
Reproduced copies of the title page bearing the label are sent
by the Facility to these alternative Clearinghouses. In this way.
the alternative Clearinghouses are informed of a document that
deals with their subject area and that they might even be in the
process of requesting or using. If they question the assignment
decision, they can call the "prime" Clearir;house and negotiate
the matter. The Clearinghouse actually receiving the document is
likewise alerted that it should take into account the retrieval
viewpoints of the other Clearinghouses during the indexing process.
The ERIC Clearinghouse Scope of Interest Guide (Appendix A) is
the principal tool used in determining these viewpoints.

Comp] imentary Microfiche (to Contributors)

Each month the Facility transmits to each Clearinghouse the
segment of that month's ERIC microfiche collection that was input
by that Clearinghouse. These microfiche are to be sent to authors
or contributors as a complimentary "thank you" for submitting
their documents to ERIC. The text of the letter or note accompanying
the microfiche to the contributors is at the discretion of the
Clearinghouses. This practice is mandatory.

dequisitions Data Report (ADR)

Because of the decentralized nature of the ERIC system, it
is necessary to devise some way for each of the Clearinghouses to
be ahle to check on which documents are being processed by the
other Clearinghouses. The differing subject specializaticns of
each Clearinghouse are not enough to avoid potential duplicate
effort. Document topics have a way of overlapping Clearinghouses,
and it is not unusual for two or more Clearinghouses to feel
equally justified in processing a given document.

The dequisitions Data Report (ADR) is intended to accomplish
this coordination. It is a composite 1ist incorporating the
previous month's selections of all the Clearinghouses. Only

Jcuments selected for announcement in RIE should be included in

‘@ ADR. It should not include any rejects, referrals, material

‘ained solely for local files, or material not yet evaluated/
solected. It is produced monthly by the Facility on the basis of
input received from the Clearinghouses. The current format is a
six-month running cumulation (e.qg.: January-dJune, February-July,
March-August, etc.), with entries made by title. See Figure IV-17
for a sample ADR page.
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ERIC CLEARINGHOUSE ACQUISITIONS CATA nov 80 ‘Page 62

TIILE ACCESS N0 PAGES FUBR.DATE DISP ENT.DATZ
INSTEUCTICNIL MATERIALS ON APRICA POR PRIMARY GKADES. AN INS S0012684 34 JUL78 07-80 ‘
INSTRUCTICNAL HEDIA, ATTITUDE FORMATION AND CHANG2: A CHKITIC IR00B930 €2 22APRBO 1 16-80
INSTIRUCTICNAL HEDIA FBRCGFANS IN TEE STATE LIBRARY METHORK. A IR008777 10 80 1 CE-¢0
INSTRUCTICHAL MODEL OF TBE CCHPOSING SITUATICN. €S205902 37 J0KB0 1 11-80
INSTROCTICNAL MOCEL ON MEXICAN COLTURE 50012838 46 79 *10-80
INSTRUCTICNAL MCDEL C§ MEXICAN CULTURE PLOV11542 &6 79 *(6-80
INSTRUCTIONAL RESOURCES MCNCGEAPH SERIES: ACTIVATELD SE0327¢0 1€6 J0L80 1 09-80
INSTRUCTICKAL VARIABLES AND STUDENI ACHIEBVEMENT TMB00305 39 HAL78 1 *05-80
INSTRUCTIONAL VARIABLES AND STUDENT ACHIEVEMENT IN RE25ING A SP015232 39 MAY78 *12-79
INSTRUCTICN IN STUDENTI-GENERATEL QUESTICNING TECHNIQUES. €s005508 12 APRBO 1 07v-80
INSTEUCTION MANUAL FOR CUPL (THE CORMELL UMIVERSITY SE031518 152 67 2 08-80
INSTRUCTIONS POR ADMINISTIRATION OP THE MATERNAL INTERACTION TH¥BJ0667 20 76 1 11-80
INSTRUCICR®*S HANDBOOK: NCRTH CARCLINA OUTWARD EOYNL SCHO RC011809 NP 73 1 =02-80
INSTFUCTOR'S NANUAL: CEVELOPMENT OP HIGHER LEVEL THINKING AB SP016185 300 AUG79 07-80
IKSTEUCTCR®S MANGAL: ECOCATICN POR SOCIAL WORK FRACTICE WITB RC012047 RP 79 1 C6-80
INSTRUCICR®'S EANUAL PCR TEACHING THE ERACTICAL COURSES SE033155 L)) JUN79 1 11-80
INSTRUCTORS® FANUAL FOR TRAINING VOCATIONAL TEACHERS T0 PREP CE025140 68 HAY78 1 ¢7-80
ISSTRUCT OTEERS TO SET-UP ANC OPERATE A VIDEO SYSTEM. EROPES CB026544 58 80 1 10-80
INSTRUMENTAI ANALYSIS CP THE VOICING CONTRAST IN WORL-INI PL011802 1 05-80
INSIRUMENTATICN IN BIO-MEDICAL RESEABCH. FUBLICATION SE03183¢ I DECS56 2 09-80
IN SUFFCRT CF LARGE SCALE COLLEGE ATHIETICS. SP0161 7 i1 12APRBO 07-80
INTEGRATED STUDENT DIAGNUSIS AND INSTROCTIONAL MODEL: A SUP  JCBOO4S0 36 11J0N880 1 CE~B0
INT"SRATING ACADEMIC FUANNING ANC EUCGETING IN A RAPILLY CHA HE013135 A37 80 10-80
INTLGRATING ALULT CEVELOPMENT THEORY WITH HIGHER EDUCATION F HE013220 27 80 11-80
INTEGRATING CONMUNICATION RESEARCH: TBHEORY OR “INPULSIVE BREC (5502999 21 HMAYB0 1 0¢-80
INTEGRATING CCHMEETENCY TESTING WITH VCCATIONAL~TECHNICAL PRO CE026841 a0 79 1 11-80
INTEGRATING CCURSE WORK WITH PIELD WCRK PLACEMENTS IN UNDERG CGOI4605 8 26MRRBO 1 08-89
INTEGPATING CULTURAL DIVERSITY INTO MNCN-SEX-BIASED CUBEICULU 0D020946 129 29MARBO 1 05-80
INTEGRATING ELUCATICN IN LYEFARIANSHIF AND INPORMATION SCIEN 1IR00B650 8 APR78 1 *(7-80
INTEGRATING ECOCATION IN LIBRARIANSHIP AND INPORMATION SCIEN 1IR008687 9 APR78 1 *07-80
INTEGBATING FIELL ANC LAEORATORY INVESTIGATIONS OP IELEVISEL PS011691 19 SEP30 1 05-80
INTEGRATING INTERPERSCNAL ANL SMALL GFOUF ORAL COMMUNICATION CS502968 26 HAYBO 1 Ce-e0
INTEGRATING QUANTITATIVE AND ETHNCGRAFHIC METHCDS TO CESCRIE EA012940 NP APRBO 1 - 09-80
IKTEGRATING THE TECHNICAL ANL THE POLITICAL: TJE CASE CP AN  HE012B62 15 APRBO 07-80
INTE2GRATION CP BURNOUT INTO A STRESS MODEL. CGO14586 37 80 1 C7-80
INTEGRATION CF CCURSE CCIIENI, TECHNCLOGY AND SE031234 N DEC70 2 *07-80
INTEGRATION CF ENPLOYMENT ANC FANILY ROLES ANONG WOMEN I CE025172 20 PEB77 1 06-80
INTEGRATICN CP POQULATICH ECOCATION IN DEVELOPMENT PROGRANME S0012586 12 79 . 06-80
INTEGRATICN CP RESEARCH FINLCINGS FROM INVESTIGATIONS OF P IR00BYS5S 27 PEBBO 1 *04-80 ‘
INTEGRATION CF RESEARCH FINDINGS PROM INVESTIGATIONS OP P SP015602 26 80 *02-80
INTEGRATION CP SCHOOL AND PAMILY NEELCS BY WOMEN RETURNIN CEO24241 8 FEEBO 1 C6-80
INTEGRATICE CP SEEECH THERAPY TECHNICUES WITH THOSE OF M0 EC131389 8 APRBO 11-80
INTEGRATICN CF WOMEN CADETS INTO THE AIR PORCE ACADEMY HE012912 9 SEP79 07-80
INTEGEATIVE MODEL FOR TEACHING READIMNG AND WRITING BASED 5205596 12 MARBO 1 06-80
INTELLECTUAL AND BEHAVIOFAL STATUS OF CHILDREN BORN TO ADOLE ECI24510 15 SEP79 07-80
INTELLECTUAX EFREEDOM IN THE PUBLIC SCEOOLS: AN ASSESSHENT OP EA0129%9 199 SEPBO 1 09-80
INTELLIGENCE ANL NONENTRENCHMENT THB00650 49 APR30 1 11-80
INITLLIGENC® TESTING 1928-1978 TNB00599 28 79 1 1C-80
INTELLIGENT SUPPORT SYSTEN POF ENEEGY RESOURCES Id THE US IR008667 9 APRBO 1 07-80
INTENSIVE HCME-EASEL TREATMENI INTERVENTIONS WITH MENIALLY R EC130837 19 MARBO 10-80
INTERACTION AND ROLE STRAYN: CNE-PAREMNT VERSUS IWO-PARENT SI CGO14667 15 14A0G79 1 0¢-80
INTERACTION: A TEACHER-TSAINING SIBUIATICN CONCERNEL WITH SE031957 8 74 2 05-80
INTEEACTICN EETWEEN CONCEPTUAL LEVEL AND TRAINING METHOD IN  IR00B232 21 79 1 *02-80
INTERACTICN EETWEEN CONCEPTUAL LEVEL AND TRAINING METHCD IN  SP015516 19 79 *02~80
INTERACTICN EETWEEN CCNCEPTUAL LEVEL AND TRAINING METHOD IN  HE012243 19 79 *01-80
INTERACTICN EETWEEN SEX REFERENTS IN IEST ITENS AND READ €5005608 12 78 1 10-80
INTERACTICN CP PUBLIC ASSISTANCE AND STUDENT PINANCIAL A HE013168 19 SEPBO 10-80
INTERACTICN CP SELP-CCNCEPT, TELEVISICN, AND LEISURE ACTIVIT PS011749 9 JuNBo 1 10-80
INTERACTICNE BETWEEN XITEN CONTENT AND GROUP MENEERSHIP ON AC TNBO06S9 19 APR79 1 11-80
INTEFACTICNS CF STUDENIS® XKNOWLEDGE WITH THEIR COMPEEHENSION SE031435 88 APRBO 2 *08-80
INTEBACTICNS OF STUDENTS® KNOWLEDGE WITH THEIR CONPEEHENSION SB0314B2 90 APRBO 1 *CE-80
INTERACTIVE ACTIVATICS M(DEBL FC TEEF EFFECT OP CONTEXT IN CS005644 104 JULBO 1 10-80
INTERACTIVE ACTIVATION MODEL CP TEE EFPECT OF COMNTEXT IN 5005543 95 HAYBO 1 08-80
INTEEACTIYE COMPUTER ACMINISTRATICN CF A SPATIAL THB00516 2 APRBO 1 09-80
INTERACTIVE CCMPUTER-EASEL AEPROACH TC AXD GROUP PROBLEM €s502981 16 JANBO 1 0¢-80
INTERACTIVE EPPECTS CP CCLOB ANLC CCGMITIVE STYLE ON A P IR008917 33 23APRBO 1 10-80 ,
INTEEACTIVE INCONGRUITY HUMOR THEORY DEPICTED IN SOCIAL-NORM SP016152 NP ND 06-80 ‘
INTERACTIVE NCDEL OP RESEARCH AND CEVELOPHMENT IN TEACHING SP016863 23 ND 1 11-80
INTERAGENCY COUPERATICN AND AGREEMENTIS. POLICY PAPEZE SERIES: CE027004 75 HAYBO 1 11-80
INTEB ASSCCIATION CHILL CARE CONFERENCE. CONPERENCE PROCEEDI CGO1464B 149 79 1 08-80
INTERCULTURAL EDUCATION. PASIEACK 142, 50012610 38 80 06-80
INTERDISCIPIINARITY IN GENZRAI ELUCATICN: PROBLEMS IN CURRIC HE012945 20 HAYBO 07-80
INTEFCISCIPLINARY APPROACH FUR SEBRVICE DELIVERY IN A RURM EC1245€8 21 0C179 08-80
INTERDISCIFLINARY CO-OPRRATICN. PL011897 78 1 *10-80
INTERDISCIPIINAFY CCCEERATICN PANEL FLANNING CCMMITTEE SE029906 70 SEP65 2 *02-80
TNTEFCISCIPLINARY GRALUATE PRCGRAM IN PCLICY ANALYSIS. SE030887 N 0Cc173 2 06-80
INTERCISCIELINAFY STUDENI/TEACHER MATERIALS IN ENEEGY, IHE SE029974 g0 KAY79 2 *02-80 .

FIGURE IV-17: ACQUISITIONS DATA REPORT—SAMPLE PAGE
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The ADR is intended as a supplement to the cumulated T<tle
Index. The Title Index incorporates all items having an ED number;
the ADR incorporates all items in process during the previous six
months, but not yet assigned ED numbers.

At the time a Clearinghouse decides to assign a Clearinghouse
Accession Number to a document, the accession should be recorded
on the ADR Input Form (Figure IV-18), These forms are available
from the ERIC Facility. On the last working day of every month
the Clearinghouse should send to the Facility (separately and via
Certified Mail) the ADR Input Forms containing records for all the
documents accessioned during that month. The Facility waits
until it has received input from all Clearinghouses (about one
week), then keys the data, enters it into the special Acquisitions
Data File, produces the ADR report, prints the report, and
distributes copies to all Clearinghouses. The ADR containing a
given month's data is available approximately three (3) weeks after
the cut-off (or about the 21st of the next month).

The instructions for completing the ADR Input Form are as
follows:

o C(Clearinghouse Accession Number

Enter the Clearinghouse Accession Number in Columns 1-8,
e.g., "CE123456."

e Pagination

Enter the number of pages right-justified in Columns 9-12,
e.g., 1357. This figure can be the last numbered page in
the document and need not be an exact count. Unpaginated
documents greater than ten (10) pages in length may be
described here as "NP," i.e., not paginated. Pagination

is intended as an additional discriminator to assist editors
in differentiating items with similar titles.

o Publication Date

Enter the publication date right-justified in Columns
13-19, e.g., "15May77," or "May77," or "77." Like
pagination, publication date can help editors in telling
1ike items apart.

e Disposition

Enter the code for "Disposition" in Column 20. The sole
permissible codes are as follows:
1 = Selected for RIE, ready for immediate processing.

2 = Selected for RIE, on hold awaiting release, legible
copy, etc.




3 = Selected for RIE, but for v.rious reasons could not
-be processed.

Completion of this field is mandatory. Transters, rejects,
and items retained solely for local files should not be
reported.

If the ¢isposition of a document is changed, its ADR record
should be changed accordingly at the next opportunity.

o Title

Enter the title in Column 21-80. Record the title
exactly as it appears on the document, including initial
articles and initial punctuation marks or special characters.
This simple rule will facilitate both the original making
of entries and the later comparison of titles during
duplicate checking. Truncate the title if necessary, but
do not abbreviate words in the title. Documents with
titles that are the same throughout their length (or

for at least 60 characters of their length) should be
differentiated from one another by the addition of some
distinguishing data, e.g., Vol. 1, Vol. 2, etc.

The month to which the data pertain should be recorded in. the
upper left corner of the ADR in the space provided. Since several
sheets will normally be required to report one Clearinghouse's
accessions, the sheets should be numbered in the upper right hand
corner, e.g., Sheet 1 of 3, 2 of 3, 3 of 3, etc. Space is also
provided for the date completed and the preparer's name.

Since keying is done directly from the forms, entries should
either be typed or written neatly in unambiguous block capitals.
When writing, the space marks on the form should be observed in
order to ensure clarity. When typing, the space marks on the
form can be ignored. Punctuation and special characters may be
used only in the title field. The following conventions should
be used when writing:

Alpha Character Number
p (oh) 0 (zero)
I (eye) 1 (one)
Z (zee) 2 (two)

Please note that the ADR Input Form is not an OCR form and
it is not necessary to use an OCR typewriter or to follow the OCR
input conventions when keying this form.
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MONTH (NUMERIC) DATE COMPLETED PREPARER SHEET OF
ERIC CLEARINGHOUSE — ACQUISITIONS DATA REPORT FORM
CLEARINGHOUSE PUBLICATION O New Records
PAGES TITLE H
ACCESSION NO. DATE O cha Exi Records
s Crom) {4 Chars.) (7 Chars) {60 Chars.} D Dotei to xatng Recor
1 8lls 12}113 19 21 30 40 50 60 70 80

=
w
w
datory):* 1 = Selacted for RIE=Immediats Processing Posssivh
. 2 = Selected.for RIE=Processing Delaved, Must Be Heid for Relesse or Other Reason
3 = Selected for RIE = Processing Could Not Be Completed (For Reason Consult Clearinghouss)
FIGURE IV-18: ACQUISITIONS DATA REPORT— INPUT FORM
Page 1 of 2
Q
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OATE COMPLETEO PREPARER oF
ERIC CLEARINGHOUSE — ACQUISITIONS DATA REPORT FORM

FUBLICATION e
SAMPLE (7 Chens) 160 Chans 1
ENTRIES:

13 19 21 0 - 40 50 [ 70

LSMAYDIRNEEDERAL TEXTROOK 0N O, T iXENSH[.Pe OUR LCONSTIITLON. AND, VO Lo

SLOCK PRINTED —o

I | L1t 2 = lAII]lllllllllllllllLlllllltllllllllllllllllllIlllllllllll

it 2 1 111 3 2 e S I T U N S N Y N TS SN T SNV INT N A A A AN N A A S A B O A A AT AT A AT A 11 11 2 11 8

ASSBTESe JUNT _2/CROSS-CULTURAL APPROACHES: READINGS IN LINGUISTICS

1 1.2t 8 ¢t 2 4 3 2t 4 3 it 1t 1.1 1

13 ¢ 2 ' lllilIllljllllllllllllllll]llllllllltlltlll 1t 11 1t 2

L1 2 ¢ I 1\ 1t 2 ! 2 2.t ¢t 2 t 3 9 3 ¢ 2 0 9 0§ % g 3 o+ o2 ¢ ¢+ & 2 2 2t s 2 2 2 ¢t t 2 2 3

112 2 P 1 1 2 1 ¢ 2 2 ¢t & 8t 0 2. & & 3t 8 ¢ %+ 4 9 % 3 s+ s+ o2 4 2 21 1 3 2 ¢ 3 8 2 4 ¢

RULES FOR - Data may be block lettered or typed. When lettering, follow the indicated spacing for clarity. When typing, the space marks may be ignored.

ENTRY OF . Observe the maxi ber of ch indicated in the column heading for each of the fixed length fields (cofums 1 - 20).

. Punctuation and special characters may be used only in the title field.

+ Pagination nesd mot be exact, but may be the number given on the last ssquentially-numbered page of the d Unpaginated d
should be described as “NP** {not peginated), if over 10 pages. Pagination here is intended only to provide a basis for comparison between two or
more potential duplicates.

- Recording of a “Disposition Code" is optional. Clearinghouses should use the ADR for ail RIE candidstes, but may use it for other accessions as well.

. Enter the title ly s¢ it appears on the d induding initial articles, pu ion, and special ch {eg.. q ion marks, p heses)
This simple rule will facilitate buth the original making of entries and the later compatison of titles. A i of 60 ch ers of the title will be
recorded. If you should type iaore than 60 characters on the form, the excess ch will be defeted. D with titles that ace the same for
their sntire length, or for more than 60 characters, should be distinguished from one her by title ion and the addition of some distinguishing
dsts, e.g., Vol. 1, Vol. 2, etc. .

FIGURE IV-18: ACQUISITIONS DATA REPORT— INPUT FORM
Page 2 of 2
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Each monthly ADR will display in alphabetic sequence all title
records gathered from the ADR Input Form during the previous six months
and all potential duplicates gatherea during the previous year.
Potential duplicates will be flagged by printing an asterisk adjacent
to the entry date column. Additio1ly, each Clearinghouse will receive

monthly one copy of a customized Activity/Exception Report for that
month.

Potential duplicates will be adjudged to be records that have the
same title for as long as the shorter of the titles. This convention
1s necessary due to the variable practices in recording subtitles,

series titles, etc. For example, suppose the following two titles
have been entered into the system.

Title 1: Motorcycle Safety Education
Title 2: Motorcycle Safety Education. A Curriculum Guide.

The computer will flag these two titles as duplicates, leaving it

to human editing to discern if they truly are duplicates. For the
purposes of sorting and checking for potential duplicates, the leading
articles and all special characters except the left parenthesis will

be ignored. (However, these same characters will print in the ADR as
part of the title, as recorded by the Clearinghouses.) The slightest
difference in the remaining characters will cause the titles to be
considered unique (e.g., misspelled words or using a number spelled out
vs. a numeric will cause otherwise duplicate titles to be considered
unique). Duplicate checking is done only by title. For these reasons,
title input to the ADR must be done accurately, and the tool must be
used carefully, with full knowledge of its limitations.

The individual "Clearinghouse Activity/Exception Report" will
1ist alphabetically by title all available information for each of
the following categories:

(1) Newly Added Records

Within this group, records that contain a valid Clearinghouse
prefix, but that do not have six numeric characters immediately
following it, will be flagged with a pound sign (#) adjacent to
the Clearinghouse number when added to the system, but will also
appear in the ADR as entered.

(2) Records Flagged as First Time Duplicates

The first time that a record is detected as a potential
duplicate it will appear in this report. This will occur when
a new record is entered if it is a potential duplicate to any
record then in the file or being added at the same time.
Records also appear in this report if a newiy entered record
appears to be a potential duplicate to an old record and the
old record had not been previously considered to be a potential
duplicate.
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(3)

(4)

(5)

Records Changed

Ry is-possible to change the data in the Pagination,
Publication Date, and Disposition fields of an existing record.
Records to be changed should be recorded on a separate ADR
Input Form and identified as changes rather than new input.
When this occurs, the changed record appears in this report
(as well as in the ADR).

Records Dropped (Routinely)

Records are dropped from the file after a oné year retention
period, at which time they appear in this report.

Records Purged by Request

It is possible, by special request, to remove a record
from the system. This is the only way, for example, to remove
an incorrectly entered title. Records removed in this manner
appear in this report. Contact the Acquisitions Department
at the ERIC Facility if it is necessary to remove records. A
purge request for a record that is not found in the system
at the time the request is received, will be noted in a separate
report.

Any of the above reports which do not have any entries for a

given month will not be printed.

NOTE: If a document is entered into the ADR but then retained

SHIPPING

without further processing by the Clearinghouse for longer
than 6 months, it should be re-entered into the ADR as a
courtesy to other Clearinghouses who may acquire the
document after its first ADR listing has "expired."
Documents awaiting a release or a legible replacement copy
may fall into this category.

The following procedures cover the logging, packing, wrapping, labeling,
and shipping of materials from the ERIC Clearinghouses to the ERIC Facility
and from the Facility to the Clearinghouses and other components of the systen.
Special instructions concerning the shipment of materials from the Clearing-
houses to the CIJE Contractor are also provided.

1. (Clearinghouse Shipments to the Facility

a. Documents, Log Sheets, and OCR Forms, etc.

The principal materials sent from the Clearinghouses to the

Facility are the accessioned documents intended for RIE announcement,
ERIC Resume OCR Forms for each document, Log Sheets for each

package, and Vocabulary Development Forms (VDF's) for each new
Descriptor being recommended.
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The OCR Forms should be shipped protestively, but will
survive in normal Jiffy bags, with protective cardboard sheets
top and bottom. Clearinghouses should group in one package the
documents, resumes, and log sheets. VDF's should be mailed
separately and marked "Attn: Lexicographer." Because Level 3
documents are not available from EDRS and are not sent to the
Facility, the OCR Forms and reproduced copies of the Title Page
and Contents Page (if one exists) for such accessions must be
sent to provide the editors something to check against.

b. Information Analysis Products, Newsletters, Other
Clearinghouse Publications

In addition to RIE-related material, the Clearinghouses must
send the Facility (Attn: Reference Librarian) one copy of every
Information Analysis Product (IAP), newsletter, or other
Clearinghouse publication, for inclusion in the archival
collection of Clearinghouse products maintained by the Facility.

c. Clearinghouse Input to the ERIC Administrative Bulletin (EAB)

Each month, Clearinghouses are asked to send any news item
or announcements for the ERIC Administrative Bulletin to their
contract Monitors. This information is compiled by Central ERIC
and forwarded to the ERIC Facility by the 10th of the month
for the next issue of the EAB.

Facility Shipments to Clearinghouses

The Facility distributes a wide variety of materials to the
Clearinghouses:

a. Documents acquired through the Facility's Acquisitions Program.

b. Reproduced title pages of documents overlapping the scope of
two or more Clearinghouses and bearing a Scope Cverlap label.

c. Duplicates, rejects, and other types of documents removed from
a Clearinghouse's RIE shipment for one reason or another.

d. Vocabulary Status Reports, showing lexicographic action on VDF's.
e. Labels Necessary to Process Actions.

o Reproduction Release Labels (Level 1 and Level 2)
(EFF-62 and 63)

e NIE Policy Disclaimer Labels
(EFF-61)

Revised August 1983
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f. Forms

ERIC Resume OCR Form (EFF-66)

Vocabulary Development Form (EFF-73)

Clearinghouse Accession Log Sheets (EFF-38)

Acquisitions Data Report—Inn;t Form (EFF-15)
Reproduction Release (Individual, Blanket) (EFF-53 and 57)
Document Transfer Form (EFF-70)

NIE Document—Selection Report (EFF-71)

g. Support Publications

Title Index

Acquisitions Data Report (ADR)

Thesaurus (Working Copy)

Source Directory

Contract/Grant Number Index

Clearinghouse to ED Number Cross-Reference List
Report Number Index

Source Postings and Statistics

ERIC Acquisitions Arrangements List

Identifier Authority List (IAL)

h. Brochures (Typical)

How to Use ERIC .
How to Start an ERIC Collection
Submitting Documents to ERIC

RIE and CIJE Subscription Blanks
IAP Flyer

i. Single-Frame Resumes to Clearinghouses
J. Miscellaneous Distributions

RIE (Complimentary)

CIJE (Complimentary)

Interchange

ERIC Information Analysis Products (annual bibliography)
ERIC Processing Manual (Revisions)

ERIC Adminietrative Bulletin (EAB)

Complimentary ERIC microfiche (for authors)

NIE Formal publications

Supplies of forms, labels, and brochures should be requested
in specific quantities from the Facility's Document Control Department.

The frequency and number of copies of support publications
is determined by Central ERIC. For information on the number of
copies distributed to Clearinghouses and/or frequency of distribution,
contact the Document Control Department.

In addition to the above, correspondence with the Clearinghouses
on various matters is regular and voluminous.

Revised QOctober 1982
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Clearinghouse Accession Log Sheet Instructions

Every shipment of documents/resumes for RIE from the Clearinghouses
to the Facility must be accompanied by a completed "Clearinghouse
Accession Log Sheet" (Figure IV-8). Entries must be made in accessicn
number sequence and the documents must be packed in the same sequence
as logged. Clearinghouses must complete all parts of the form down
to and including the box marked "Total (this page)":

Clearinghouse Name;

Date Logged;

Signature of Logger;

Total Accessions Logged on the Sheet and for each accession;
Clearinghouse Accession Number;

Brief Identification; Usually Author Surname, Sometimes Title;
Level (i.e., 1, 2, or 3)

Any Special Comments (Justification for Brief Document, IAP, etc.)

If only one Log Sheet is required for the shipment, indicate
Page 1 of 1. If more than one is required, indicate the sheet
number and the total sheets, e.g., Page 1 of 3, Page 2 of 3, Page 3
of 3. If more than one box is required for the shipment, the Log
Sheets should be included -in the first box and the boxes marked
1 of n, 2 0of n, etc.

Upon receipt at the Facility, the shipment and Log Sheet are
checked against one another. If both are correct, the documents/
resumes go forward for pagination. Copies of the Log Sheets are
retained at the Facility for about three months for possible use in
reconciliation in case of a discrepancy.

Shipping Instructions

a. Packing

Containers or boxes used for shipping should conform to
regulations and limitations recommended or imposed by the Postal
Service. The following limitations on the dimensions and weight
of packages are cited for reference, with the reminder that they
are subject to change:

Dimensions: Not over 100 inches (length plus girth)
Weight: Seventy (70) pounds maximum

Containers should be strong enough to withstand normal
handling. They should be water resistant to the extent that
rain, spillage, and other such frequent occurrences will not
damage the contents or undo the package. Tightly packed documents
are their own best protection, so each container should be tightly
packed, without using individual wrappings or envelopes on the
documents. Empty space which cannot be avoided can be most
economically filled with tightly packed crumpled newspaper. The
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b.

box used should not be overly large, but rather just large
enought for' the shipment.

Wrapping

Wrapping should be accomplished in accordance with Postal
Service requirements. Paper packing tape should be used to
adequately seal the package and avoid openings and interstices
where other pieces of mail might lodge. Cellulose tape, wax,
or other sealers should be avoided wherever postmark impressions
are made (e.g., stamp area, flap intersections in the case of
registered mail, etc.). If string or twine are used, they should
be strong enough to do the job.

Labeling and Addressing

A11 packages must bear the complete names and addresses,
including Zip Codes, of both sender and addressee. For the
latest addresses of all network components, see the ERIC Direectory.
Labels should be securely affixed. Pre-printed labels may be
used for consistency and convenience.

In the case of RIE material being shipped from a Clearinghouse
to the Facility, the designation "ERIC MATERIAL" should appear
on the label and on the left-hand corner of the labeled side of
the package. If the shipment is composed of more than one box,
each box should be marked to designate the proper sequence
(e.g., 1 of 3, 2 of 3, 3 of 3).

Shipping Method

ERIC materials shipped from the Clearinghouses to the Facility
via the Postal Service should be sent CERTIFIED mail unless
otherwise directed. Commercial delivery services (such as United
Parcel Service) may be used as long as the route involved is
regularly served by the company. If a commercial service is used,
the mode of transportation and handling most equivalent to
CERTIFIED Mail should be selected.

Shipping Schedules

Shipping schedules for accessioned documents intended for
RIE are established by Central ERIC and announced in the ERIC
Master Schedule which is distributed annually by the ERIC Facility.
The current Clearinghouse practice is to ship to the Facility
every Friday whatever has been completed during the week. The
Clearinghouses should make every effort to ship weekly in order
to shorten the elapsed time between acquisition and announcement
and to keep the workflow everi throughout the system. There are
occasionally extenuating circumstances which will prevent weekly
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E. CIJE Input
1.

shipment, therefore, weekly shipment is not absolutely mandatory.
If the Facility fails tu "~ceive a shipment from a Clearinghouse
for two weeks in succession, however, it contacts the Clearinghouse
to determine the cause of the abstention.

f. Miscellaneous

(1) EDRS Disposition of Original Documents

The disposition of original documents depends on the
reproduction technique utilized by the ERIC Document
Reproductior Service (EDRS). If paper copy reproduction
is done via the microfiche, the original documents are not
needed. However, if paper copy reproduction is done via the
original document, then they must be retained by EDRS.

Beginning with the April 1971 RIE issue, ERIC microfiche
were converted to the COSATI 98-frame standard from the
earlier 60-frame standard. Paper copy reproduction prior
to that issue is performed via the 60-frame microfiche; paper
copy reproduction after that issue is currently done using
the 98-frame microfiche. Under this system, original
document retention in an archival "Case File," as was once
required, is no longer necessary. Alternate dispositions,
such as return to the Clearinghouses, are therefore possible.
If a Clearinghouse should wish a specific accession to be
returned, it should attach a note to this effect (addressed
to EDRS) to the front of the document, and after filming,
the document (with spine generally removed) will be returned
to them by EDRS. Such requests should be the exception and
not the rule; it is not intended that all documents should
be returned in this way.

At the present time, EDRS stores the original documents
for a 4-month period in case the microfiche quality control
check discovers a document requiring re-filming. After 4
months the documents are discarded.

Handling

The success of CIJE depends largely on quick announcement. To
achieve this objective, the processing of the articles in a particular
journal and the forwarding of the completed resumes to the Facility
should take place as rapidly as possible. Three weeks is to be
considered the maximum acceptable elapsed time under normal circumstances.

- Consistent with this schedule is rapid follow-up on late-
arriving issues. However, since publication schedules are often
erratic, e.g., many educational journals cease publication during
the summer months, such follow-up should be done with advance knowledge
of the particular journal's publishing pattern.
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Each Clearinghouse is responsible for keeping the necessary
serial records in order to ensure that all issues of a given journal
for which they have responsibility are received and processed. If
the records are adequate they will obviously prevent double

processing.

Responsibility for the duplicate checking of "one-shot"
articles rests with the CIJE Contractor.

If a journal should cease publication, notification should be
sent to the CIJE Contractor so that the name of the journal can be

removed from the “"Source Journal Index" in each issue.

Similarly,

any change in the title of a journal should be forwarded to the CIJE
Contractor so that the "Source Journal Index" can be corrected.

Articles selected for announcement in CIJE are accessioned
using a unique identifying number, with alphabetic prefixes already

established for each Clearinghouse, as follows:

ALPHA | NUMERIC
PREFIX] SERIES CLEARINGHOUSE/PROCESSOR NOTE
AA* 500 000 |} CIJE Contractor 1969-1971 ERIC Facility
1972- CIJE Contractor
AC 500 000 | Adult Education Merged into CE in 1973
AL 500 000 | Linguistics Merged into FL in 1971
CE 500 00C | Career Education
CG 500 000 | Counseling & Personnel
Services
CS 700 000 | Reading and Communication
Skills
EA 500 000 | Educational Management
EC 500 000 | Handicapped and
Gifted Children
EF 500 000 | Educational Facilities Merged into EA in 1970
EM 500 000 | Educational Media & Merged into IR in 1974
Technology
FL 500 000 | Languages and Linguistics
HE 500 000 | Higher Education

~Continued-




ALPHA | NUMERIC
PREFIX | SERIES CLEARINGHOUSE/PROCESSOR NOTE
IR 500 000 jInformation Resources
Je 500 000 {Junior Colleges
LI 500 000 |Library and Information Merged into IR in 1974
Sciences
PS 500 000 |Early Childhood Education
RC 500 000 {Rural Education and
Small Schools
RE 500 000 |Reading Merged into CS in 1972
SE 500 000 }Science, Mathematics, and
Environmental Education
SO 500 000 }Social Science/Social
Studies Education
SP 500 000 |Teacher Education
TE 200 000 |Teaching of English Merged into CS in 1972
700 000
™ 500 000 {Tests, Measurement,
and Evaluation
up 500 000 {Disadvantaged
VT 500 000 |Vocational and Merged into CE in 1973
Technical Education
*AA = encompasses all journals that cannot be assigned to
particular Clearinghouses.

Each Clearinghouse is responsible for keeping appropriate
log records to prevent the use of any one Clearinghouse
accession number more than once.
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2.

Shipping

CIJE materials should be shipped from the Clearinghouse to ‘the

Facility on a "journal-by-journal" basis. Fach shipment must include:

a. Journal Article OCR Form (EFF-66) (Rev. 12/79) (same form
used for RIE resumes). Original copies should be sent.

b. Clearinghouse Accession Log Sheet (EFF-38). Each journal issue
should begin a new Log Sheet. This form is identical to that
used for RIE input (see Figure IV-8). Care should be taken to
fill in the "Journal Citation (CIJE Only)" block.

NOTE: The actual journal articles are not shipped.

A1 shipments of CIJE materials are to be labeled “ERIC Materials"
and are tc be transmitted via Certified Mail, or equivalent commercial
carrier service when shipment size warrants. The OCR forms and Log
Sheets should be shipped protectively, in normal Jiffy bags, with
protective cardboard sheets top and bottom. If desirable, the Jiffy

bag may be included with the weekly RIE shipment, making sure the
bag is clearly marked "CIJE."

Facility Handling and Shipping

The Document Control Clerk records the date of receipt and
the number of items received in each shipment.

The Facility scans the forms and then sends Oryx the resultant
magnetic tape together with the forms for proofing purposes.

EJ Accession Number

The f i@l EJ accession number is assigned to articles by the CIJE
Contractor just prior to publication. It consists of the two-letter
alpha prefix EJ, followed by six numerics. e.g., EJ 000 123.

————o
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REFERENCE TOOLS USED IN THE CATALOGING PROCESS

The publications 1isted below are the primary reference tools of use in
the cataloging process. The cataloging guidelines assume that Clearinghouse
catalogers have both knowledge of and access to these publications. Because
the introductory material appearing in each publication describes fully its
frequency, format, and method of use, that information is not repeated here.

e ERIC Processing Manual (EPM)

¢ ERIC OCR Keying Manual

¢ Thesaurus of ERIC Descriptors (Working Copy), and Supplements

o Identifier Authority List (IAL), and Supplements

o Source Directory

~—Truncated Edition (Names Active Across Last 5 Years)
—Monthly Cumulative Supplements
—Archival Edition (A1l Names)

¢ Contract/Grant Number Index

o Report Number Index

¢ Clearinghouse Number to ED Number Cross-Reference List

o GPO Style Manual

¢ A Manual of Style (University of Chicago Press)

¢ Anglo-American Cataloguing Rules (AACR-2)

¢ COSATI (Guidelines for Descriptive Cataloging of Reports (PB-277 951)




CATALOGING

SUMMARY OF SIGNIFICANT RULES

The following rules apply to the cataloging of all data elements. The
specific rules that apply uniquely to a given data element are provided in the
individual section on that data element.

1. Catalog from the document in hand. (However, if the document is
Level 3, research into sources of availability may be essential.)

The principal authorities that should be consulted to answer
cataloging questions not covered by these guidelines are the
following:

® Guidelines for Deseriptive Cataloging of Reports.
A Revision of COSATI Standard for Deseriptive Cataloging
of Government: Seientific and Teehnical Reports.
(PB-277 951)

® Anglo-American Cataloguing Rules. Second edition.

Tne principal authorities that should be consulted to answer questions
of grammatical style and English usage not covered by these guidelines
are the following:

® (PO Style Manual

® A Manual of Style (University of Chicago Press)
Do not hyphenate, slash, or dash at the end of a line.
The text of all fields should be entered in upper and lower case, as

appropriate.” Use only the 88 characters available in the ERIC
Character Set, but do not use the Underline ( _ ).

The Semicolon is used only as a subfield delimiter (to separate multiple
De

Authors, Institutions, Descriptors, Report Numbers, etc., and to
separate logical segments of certain fields, e.g., Journal name from
volume/number data) in all fields except Title, Descriptive Note,
Ava;lability, and Abstract, where it can be used as a normal punctuation
mark.

Certain data elements are mandatory and others are opticnal (i.e.,
conditional on their appearing in the document or journal article).
Mandatory data elements must be cataloged for every record entered
in the system.




8. Different volumes or parts of the same document should be

accessioned in proper sequence and, if at all possible, should
be input to the same issue of RIE.




A. INTRODUCTION
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V. CATALOGING

A. Introduction

1.

General

These guidelines for descriptive cataloging are intended for
use by the ERIC Clearinghouses in preparing bibliographic data for
the ERIC data base. They will also be of interest to users of the
ERIC data base in that they describe various matters knowledge of
which is essential in retrieval operations, e.g., the definition
of each data element, where in the record certain information is

stored, when each data element was initiated, how the data are
structured, etc.

Cataloging is a complex function and thé guidelines presented
hare are necessarily limited. For cataloging problems not detailed
nerein, catalogers should consult the following principal references
(on which the ERIC guidelines are based):

® Guidelines for Deseriptive Cataloging of Reports.
A Revision of COSATI Standard for Deseriptive
Cataloging of Government Seientifie and Technical
Reports. Washington, D.C., Committee on Information
Hang-ups, March 1978. 72p. (PB-277 951).

® Anglo-American Cataloguing Rules. Second Edition.
Chicago, American Library Association, 1978. 620p.

For questions of general grammatical style and English usage,
the cataloger should consult principally the latest editions of the
GPO Style Manual and the University of Chicago Press' A Mamual of
Style.

The objective of descriptive cataloging is to provide a unique
description for the document in hand, which will serve to distinguish
it from all other documents. Since ERIC is a computerized system,
the cataloging function simultaneously provides tags for the data
the system collects. These tags later serve essential roles in various
computerized operations s.th as the production of indexes, generation
of abstract journals, cainputer searching, etc.

Traditional library cataloging deals primarily with monographs
(books) and serials (journals)—the standard open literature
production of the commercial publishing community. ERIC cataloging
deals primarily with technical reports, conference papers, and similar
fugitive, limited-distribution, non-commercial materials. The
ERIC data elements have been selected to fit the literature it
processes and they therefore include elements that are not normally
treated by libraries, e.g., Report Numbers, Contract Numbers,
Sponsoring Agencies, etc. For this reason, the ERIC cataloging
guidelines were originally based on guidelines developed specifically
for the report literature.




Because of the ccmplexity of the report literature and the fact
that it has always been regarded as having a limited 1ife span, one
of the fundamental rules of report cataloging has always been to
catalog from the document in hand. Extensive investigation to find
information not contained in the document, sometimes Justified in the
cataloging done by large research libraries, has rarely been seen as
Justified for the report literature. Information that may accompany
the document (e.g., in the form cf letters of transmittal) should,
of course, be used if available (and kept with the document for the
benefit of later editors). Also, if a document is obviously one of
a series, of which other members have been entered in the system, it
is appropriate to check the other members to ensure consistent
treatment within the set. However, in general, the rule is to catalog
from the document and to consider each field of data as a distinct
entity, attempting to characteérize that particular aspect of the
document as best it can be on the bzsis of the information immediately
available.

2. Data Entry

a. Transmitting Bibliographic Data from Clearinghouse to Facility

At one time, all cataloging data were prepared by the ERIC
Clearinghouses on a single paper form and mailed to the ERIC
Facility for keying, editing, and subsequent computer processing. ‘
As technology has advanced, the methods employed for the
transmission of cataloging data have become more varied, e.g.:

o transmission on forms {OCR forms) that can be
optically scanned (forms mailed)

o transmission from communicating word processor to
communicating word processor {across telephone lines)

o transmission from minicomputer to word processor
(or computer) (across telephone lines)

e transmission from microcomputer to word ‘processor
(or computer) (across telephone Tines)

o transmission via computer-compatible magnetic tape
(tapes mailed)

The data entry technology used by each ERIC Clearinghouse
depends on the equipment available at that particuiar
Clearinghouse. The ERIC Facility attempts to take advantage
of new equipment as it is acquired by the Clearinghouses. In
this environment, not all Clearinghouses follow exactly the
same cataloging procedures. Some may be typing Optical
Character Recognition (OCR) forms (on the basic of handwritten ‘
original forms?; others may be entering cataloging data directly
into their word processor for later direct telephonic
transmission. With such differing data entry methodologies
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all going on simultaneously, it is difficult to prepare a single
unified set of data entry instructions. For this reason,

Section IX of the EPM on "Data Entry" has been temporarily

deferred as ERIC evolves toward a single data entry technique.
Meanwhile, a separate document entitled the OCR Keying Marual

remains the principal instructional manual in this area. Clearing-
houses keying data for transmission via methodologies other than the
OCR approach should still follow this manual in tagging and otherwise
structuring their data for input to the Facility.

Similarly, no matter what the data entry methodology
employed, the cataloging rules described in this section for the
individual data elements remain the same.

Rules for Keying Bibliographic Data

The current ERIC Resume OCR Form (EFF-66) (Figure V-1)
is an 81" x 11" blank form designed for ease of use with optical
scanners. It has a border within which all data must reside.
It has a "starting position" in which the very first data element,
the Clearinghouse Accession Number, should begin and on which
the scanner initiates its reading of the form. On the back of
the form is a summary set of cataloging instructions together with
typical examples of each data element. The ERIC Resume OCR Form
must be typed using a Selectric typewriter set for five lines to
the inch (vertically) and ten characters to the inch (horizontally)
i.e., ten pitch. The standard OCR-A typing element must be used
to ensure that the scanner can recognize the characters.
Corrections can be made in a variety of ways including the
Selectric's self-correcting mechanism, use of the character-
erase ("blob"), use of the character-deletion/word deletion/
line-deletion capabilities ("hooks"), and the ability to replace
any given line or field with correction data discovered after the
initial keying. These matters are covered in detail in the ERIC
OCR Keying Manual. If non-OCR data entry is being used (e.g., a
word processor) then the instructions that pertain uniquely to OCR
do not, of course, apply. However, the following rules would apply
to all types of keying.

o Begin data entry immediately after the keyword/tag.
Do not leave blank spaces between keyword/tag and the
actual data. Begin each new data element on a
separate line.

e Use only characters available in the ERIC character
set (Figure V-2).

e Do not hyphenate, slash, or dash at the end of a line.
The computer system identifies words by the occurrence
of a space, and it automatically inserts a space after
the last character in each line (i.e., a carriage
return generates a space), so if "re-" ends a line
and "trieve" begins the next, the data appears in
the record as "re- trieve."




o Keep all data inside the border.

o Use the semicolon (;) only as a delimiter (i.e.,
subfield separater) in all fields except Title,
Availability, Descriptive Note, and Abstract.
Within these four fields, the semicolon may be used
in normal fashion.

Figure V-3 is a sample of completed ERIC OCR Forms, one each

" for RIE and CIJE.

Mandatory vs Optional Data Elements

Certain data elements are mandatory, and records are not
permitted to enter the ERIC Master Files unless they exhibit these
data elements. Other data elements are "optional® or "conditional®
in that they should be cataloged when available on the docusent, but
they are not always available. There are some differences between
RIE and CIJE in this regard. For example, the Title field is mandatory
for both RIE and CIJE, but the Journal Citation field is mandatory
solely for CIJE.

Figure V-4 Tists all of the data elements currently cataloged
by ERIC and indicates for each whether it is an RIE or CIJE element,
mandatory or optional, Clearinghouse input or central Facility input.
Catalogers may wish to use this figure as a checklist to ensure
completeness of cataloging.

Data Elements Data Elements
Mandatory for RIE Mandatory for CIJE
Clearinghouse Accession Number Clearinghouse Accession Number

Publication Date
Level of Availability (at EDRS)

Pagination
Title Title
Publication Type Publication Type
Language Language

Journal Citation
Descriptors Descriptors
Abstract

Clearinghouse Input vs ERIC Facility (or CIJE Publisher) Input

Most of the cataloging data is generated by the Clearinghouses
and simply edited by the ERIC Facility (or CIJE Publisher). However,
of the 24 total data elements currently cataloged, four are the
responsibility of the central support contractors for RIE and CIJE:




4 Date " O NEW RESUME

] EHIC Resume OCR Form : ORIE OCNE
. . Prepared By D CORRECTIONSONLY PAGE__OF __

Keywords ALIGN FIRST CHARACTER IN BOX l: Typewriter 1D No.
]

CH
PDAT
LEVEL
PAGE
AUTH
TITLE
INST
SPON
CONT
GR
REPNO
PUBTYPE
NOTE
AVAIL
JNL
LANG
GEO
Gov
DESC
IDEN
ABST

Substitution
Characters

ERIC oCR
«
3
??

.GT.

oL Te

{
by
o

. . DO NOT TYPE BELOW THIS LINE

EFF—08 (Rev. 3/80)

| = —~AV ==~

FIGURE V-1: ERIC RESUME OCR FORM (BLANK)
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. ERI!

SIRTIIA i Text rovided by ERIC

FIELD NAME

ERIC Accession Number

Clearinghouse Accession
Number

Publication Date

Level of Availability
(At EDRS)

Pagination

Author(s)

Title

Institution Code (Cotporate
Source)

Institution Name

Sponsoring Agency Code
Sponsoring Agency Name

Contract Number
Grant Number

Report Number
Publication Type

Descriptive Note

Avarlability

Jouraal Cration

Language of Document

Geographic Source of
Document

Governmentat Status of

Document
Descriptors

Identifiers

Abstract/Annotation

NOTE:

KEYWORD

CH:
PDAT:

LEVEL:

PAGE:
AUTH::
TITLE:

INST::

SPON::

CONT::
GR:
REPNO:
PUBTYPE::

NOTE::
AVAIL:
INL:

LANG::
GEO:;

GOV::

DESC::

ABST:

FIGURE V-1

8{FL)

8{FL)
7
1(FL)

10
50
500
8(FL)
200

8(FL)
200

25"
25
40

300
300
50

100
300

150

50
50

1400

ERIC RESUME OCR FORM (BLANK) (PAGE 2)

ERIC RESUME
Summary Instructions

MAX. CHAR,.
PER ENTRY

Mandatory for RIE: CH, PDAT, LEVEL, PAGE, TITLE, PUBTYPE, LANG, DESC, ABST
Mandatory for CIJE: CH, TITLE, PUBTYPE, LANG, JNL, DESC, ABST (i.e. Annotation)

MAX.
ENTRIES

&

w e DN

TYPICAL ENTRY(IES)

ED065432

T™M015432
14May73

1

10

Smith, John J.. Doe. R R
Jones. B W.. And Others
Indians in Maine

BBB08456

Heunstcs. Inc , Dedham.
Mass

BBB05495

Army Library. Washington,
pC

400-76-0045

NIE-G-74-0025

PB-178 441, OE-12047

090: 160

For related documents see...

Harper & Rowe. 49 E. 33rd St.
NY 10016 ($850)

Science, v27 n12 p122-137
May 1979

English. French

US. indiana

Federal

*Gifted. Grade 7

‘Sesame Street

The teaching of a dialect
modification

NOTES

No entry. Supplied by Facifity.

Assigned by Clearinghouse.

Use ONLY following formats:
14May73, May73. 73, or {73)

Level 1 - MF & PC

Level 2 - MF Only;

Level 3 - Not available EDRS

No Entry (Except for Level 3

Items) Supptlied by Facifity

One or two authors,

Three or more authors.

Include subtitte, transiated title,

etc

See Source Ditectory
See Source Directory

See Source Directory
See Source Direclory

See ERIC Processing Manuat
for Codes. 080 supplied
automatically for all EJ's.

OTHER than EDRS DO NOT
enter “‘Available from ., etc

Semicolon after Journa! Name

No entry when only English.

See ERIC Processing Manual
for Geographic Names

See ERIC Processing Manua!
for Governmentat Names

5 1o 10 terms recommended.
Astensk (*) 1 to 6 major
terms for printed index.

0 to 5 terms recommended. No
more than two (2) astensked
(*) for RIE Index.

RIE: About 200 words

CUNE: About 50 words

Note: Fixed length d‘m fields are indicated by (FL); all other fieids are variable in length. The maxima cited above fof variable length tieids are practical limits in accordance with the
ERIC Processing Manual cataloging rules, NOT necessarily thoss of the computer system, which frequently includes targe satety tactors.

.
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ALL ALPHABETICS - A-Z (UpPER CASE)
ALL ALPHABETICS - A-Z (Lower CASE)
NUMERICS - 0-9
| SPECIAL CHARACTERS - (LISTED BELOW)
AMPERSAND > GREATER THAN
APOSTROPHE < LESS THAN
ASTERISK - HYPHEN
_BLANK SPACE - ( _PARENTHESIS (LEFT)
BRACKET (LEFT) ) PARENTHESIS (RIGHT)
BRACKET (RIGHT) # PERCENT
COLON . PERIOD
COMMA + PLUS SIGN
DASH (TWO HYPHENS) # POUND SIGN
DOLLAR SIGN ? QUESTION MARK
EQUALS “  QUOTATION MARK
- EXCLAMATION POINT 5 SEMICOLON

/  SLASH, VIRGULE

FIGURE V-2: ERIC CHARACTER SET




Keywords

CH
PDAT
LEVEL
PAGE
AUTH
TITLE
INST
SPON
CONT
GR
REPNO
PUBTYPE
NOTE
AVAIL
JNL
LANG
GEO
Gov
DESCG
IDEN
ABST

Substitution
Characters

ERIC OCR
«
I}
?2?

«GT.

.LT.

{
}
A

| Fp~"=~AV = ——

O NEW RESUME
DRIE OCHE

O CORRECTIONS ONLY

® Date

ERIC| Resume OCR Form

Prepared By
ALIGN FIRST CHARACTER IN BOX | 1 L

PAGE_OF___

] Typewriter 1D No.

-1 Education {3rd. Chicagoa IL. January 13-15. 1982}.

[H::AABS5Y432)
TITLE::Career Education for Women. Final Report- 1981-1982
AUTH::Smith. John D.. dr.3 Jones Mary Jane
INST::BBBA8?b5=Central Univ.. Chicagos IL.

SPON: :=National Research Foundation- Washington. DC.
PDAT::1l4yNMay8e

LEVEL::3

PAGE::1Y

LANG::English3y Spanish

PUBTYPE::1435 110

REPNO::CU-TR-82-5

CONT: :NRF-C-001-049bY

GEO::U.S.5 Illinois

6OV::Federal

AVAIL: :Superintendent of Documentsa Washington. DC 20402
{¢$b.50}.

NOTE: :Paper. presented at the National Conference on Career

DESC::Career Guidances Career Plannings Careerss *Demand
Occupationss *Employment Opportunitiess Femaless Labor
Forces Labor Market: *Labor Needs: Occupational Aspiration
Occupationss *Working Women

IDEN::Consortium of States: *National Occupational
Competency Testing Institute

ABST::Women's opportunities for employment will be direct]
related to their level of skill and experience but also tg
the labor market demands through the remainder of the decs
The number of workers needed for all major occupational
categories is expected to increase by about one-fifth bet#
1980 and 1990+ but the growth rate will vary by occupation
group. Professional and technical workers are expected to
have the highest predicted rate {39%}+ followed by servicé
workers {357}, clerical workers {2bZ%}. sales workers {2475
craft workers and supervisors {202}, managers and
administrators {15%}. and operatives {11%}. This
publication contains a brief discussion and employment
information concerning occupations for professional and
technical workers. managers and administrators. skilled
trades. sales workers. clerical workers. and service
workers. {Author/SB}
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Keywords
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PDAT
LEVEL
PAGE
AUTH
TITLE
INST
SPON
CONT
GR
REPNO
PUBTYPE
NOTE
AVAIL
JNL
LANG
GEO
GOV
DESC
IDEN
ABST

Substitution
Characters

ERIC oCR

o
b24
??
6T
oL Te
{

}

d

| fp~= AV =———

> Date O NEW RESUME
ERIC | Resume OCR Form 1 ORIE OCUE

Prepared By
ALIGN FIRST CHARACTER IN BOX

O CORRECTIONSONLY PAGE__OF___

I:l Typewriter 1D No.

[H: :AA987LSY

TITLE::Snow Survival Strategies of the Plains Indians.
AUTH::Brown. John A.

LANG::English3y French

PUBTYPE: :0LOY 171

AVATIL::UNMI

JNL::Indian History: {Native American Survival Techniques?}
v? n2 p3-11 Dec 1982

DESC::*American Indians: *Foods Instructions Medicine:
*¥Outdoor "Educations *Plant Identificaticon: xSafety
IDEN::Firess Snow3s *Survival Skills {0utdocr}

ABST::A basic review of the following techniques: {1} buil
a shelters {2} making a fire: {3} finding and keeping food
{4} safety and medicines {5} orientation to directions: an
{bk} aids in traveling in the country. {RTS}
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® ERIC Accession Number (ED/EJ Number)

o Issue (of Abstract Journal)

® EDRS Price Code (RIE only)

o Pagination (Level 1 and 2 Documents) (RIE only)

Figure V-4, which is a total 1ist of data elements,
includes these four and designates the responsible unit in
each case.

5. Organization of Data Element Descriptions

Each data element is described and its guidelines
established in a standard format consisting of five parts:
Profile, Typical Entry, Text, Summary of Significant Rules,
Examples.

Profile: Provides a quick capsule of basic information
about the data element: its official name;
the tag used during dat2 entry to identify the
data to the computer program; the decimal number
identifying the field on tapes containing this
data; whether the field contains alphabetic,
numeric, or special character data; whether the
field is mandatory or optional; whether the
data can be subfielded (i.e., whether it can
have multiple entries, as with authors,
Descriptors, etc.); field length information
(to provide the cataloger with useful information
pertaining to actual field maximum/minimum/
average lengths); what files (RIE or CIJE) the
data element is used in.

Typical Entry: Provides an example of the data element as it
should be keyed for entry.

Text: Provides a narrative text treating the cataloging
of the data element in complete detail. A1l
explanations and justifications that can only
be handled by a narrative are provided here.

Summary of A11 the rules explicit or implicit in the text

§i?n1?icant or the examples are itemized in list form.
Rules:

o t————

Examples: Examples are provided of all the significant
variant ferms the data element can take. Each
form is labeled. This section is designed for
rapid ready reference. In many cases, a
cataloger faced with a problem, can solve that
problem by referring to an example without
bothering to read all the text explaining or
Jjustifying the approach.
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® ® ®

Responaslibility RIE CIJE
Clesringhouse | Central | Mandatory | Optionsl | Mandatory | Optional
(CH) Facliity
1 ERIC Accession Number (ED/EJ) X X X
2 Issue (of Abstract Journal) X X X
3 g § g EDRS Price D X X NA-
4 £ | |
A Level 1 and 2 Documents X X NA-
| |
B Level 3 Documents X X NA.
5 ¥ | Clearinghouse Accession No. X X X
8 Publication Date X X x®
7 Level of Avallablity X X -NA-
8 Tive X X X
9 Joumal Citation X X X
10 | E8 |ianguege 197 X XEnghehl @ X X
n I Publication Type (1974- ) X X {080) ® X X
12 | 82 |Descriptors X X X
< 134 Abstract X X
[ ]
Py 8 — Annotation X X
T Personal Author X X X
15 institution X X -NA-
16 .. | Sponeoring Agency X X -NA-
7 g Report Number X X & -NA-
18 E Contract Number X X -NA-
19 3 § Grant Number X X -NA-
0 |3 Descriptive Note X X x® ]
21 =E§ | Avaltabiity X X x®
2 § Geographic Source (1978- ) X X -NA-
2 23 1 Governmentsl Status (1979- ) X X NA.
24 | .ZE3 |uentitiers X X | x
‘73 25 Target Audience (1984- ) X X -NlA- '
<
(723
g. FIGURE V-4: ERIC DATA ELEMENTS
g (Showing Responsibility for Each » File in Which Used, and Mandatory/Optional Status)
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¥861 Auenuagey pasiaay

()EDRs Price Code
@Poglnatlon

®)Publication Date (C1JE)
@hnguago {English)
Publlcatlon Type (080)

Avanabm:y (CIJE)

@Doscdptlvo Note

NOTES

— Generated by computer system automatically based on data in Level and Pagination
fields.

— Clearinghouses provida pagination only for Level 3 documents (where no actual docu-
ment is sent to the Facility). Facility performs centralized pagination function on all
Level 1 and 2 documents.

— Derived by CIJE computer system automatically from Journal Citation field (last com-
ponent),

~ "English” inserted by computer system as defauit option when no language entered.
Data element initiated in 1979,

— Journal Article (PUBTYPE 000) inserted by CIJE computer system automatically in all
CWJE records. Data element initiated in 1974.

— “UMI” expanded by CIJE computer system automatically to “Reprint: UMI*,

— CIJE use of this data element initiated January 1984,

FIGURE V-4: ERIC DATA ELEMENTS (Continued)




B.

RULES FOR SPECIFIC DATA
ELEMENTS/FIZLDS
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ERIC ACCESSION NUMBER

- ERIC ACCESSION NUMBER v.B.1
ot | Data Element/Field - ERIC Accession Number
Data Entry Tag - ACC::
Field ID Number (Tape) - 16
PROFILE Character Set - Alphabetic, Numeric
Mandatony/Op;ional - Mandatory
Subfields Permitted - No
Field Length - 8 (fixed length)
Files - RIE and CIJE
TYPICAL .o

3 TYPICAL B
‘ ENTRY (CIJE) ACC: : EJ654321

The ERIC Accession Number (ED or EJ) is computer-assigned during final
processing at the ERIC Facility (or the CIJE Publisher) and only after all
duplicates, rejects, and other removals have been accomplished. This ensures
an unbroken "gapless" sequence of accession numbers in the final product.

For this reason, this field should be left blank on all records transmitted
to the ERIC Facility.

The ERIC Accession Number serves several purposes:

® an address tag for computer storage and retrieval.

® a physical location address for shelf storage of documents and microfiche.
® an index-to-resume connector for use in the indexes of announcement media.

® an order number for acquiring microfiche or paper copies of documents
from EDRS (ED-only) or reprints from UMI (Ed-only).

The Accession Number prefix for RIE is an "ED," standing for "ERIC Document"
; or "Educational Document." The Accession Number prefix for CIJE is an "EJ,"
‘“ standing for "ERIC Journal."

A complete 1ist of all ERIC Accession Numbers assigned to date, organized by
publication by month, appears as Appendix D in the ERIC Tape Documentation.
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ERIC ACCESSION NUMBER

SUMMARY OF SIGNIFICANT RULES

The ERIC Accession Number is assigned to the document or journal article
by the ERIC Facility (or CIJE publisher) as one of the last steps in
computer processing and after all duplicates, rejects, and other
removals-have been made. This ensures a "gapless" sequence of numbers.
‘This number is not assigned by the Clearinghouses.

The ERIC:Accession Number is entered in the computer file in packed
form (e.g., "ED123456"). However, the customary way of printing
the number for ease of human use, is as follows: “ED 123 456" (as

used in RIE citations) or "ED-123456" (as often used in bibliographies).

RIE Accession Numbers are prefixed with an "ED." CIJE Accession
Numbers are prefixed with an "EJ."

ED Accession Numbers are assigned sequentially and without gaps.

If, after publication, a given accession is found to be a duplicate
of a prior accession, or if a valid request is made to withdraw the
accession from circulation, the record is not completely expunged from
the file, but is instead "skeletonized" to a record containing only
title and explanatory note (see EPM, Section X).

V-20




ISSUE (OF ABSTRACT JOURNAL)

V.B.2
, . ISSUE (OF ABSTRACT JOURNAL)
Data Element/Field - Issue (of Abstract Journal)
Data Entry Tag - ISS::
Field ID Number (Tape) - 43
Character Set - Alphabetic, Numeric
PROFILE Mandatory/Optional - Mandatory
Subfields Permitted - No
Field Length - 8 (fixed length)
Files - RIE and CIJE
TYPICAL - ..
ENTRY (RIE) ISS"R{EJANBZ
TYPICAL ..

NOTE - Thie data element i8 not cataloged by the ERIC Clearinghouses. It is
wnserted into the RIE and CIJE records by the ERIC Facility and CIJE
Publisher, respectively.

This field contains data identifying the RIE or CIJE journal issue in
which the record was originally announced.

The field is fixed in length at 8 characters and has traditionally been
constructed in Journal (3) - Month (3) - Year (2) format, as shown in the
"Typical Entries."
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EDRS PRICE CODE

EDRS PRICE CopE

v.B.3

Data Element -
Data Entry Tag -

EDRS Price Code

None (Generated by computer
from Level and Pagination data)

Field ID Number (Tape) - 37

Character Set - Alphabetic, Numeric, Special
PROFILE Mandatory/Optional - RIE (Mandatory)

CIJE (Not Used)

Subfields Permitted - No

Field Length (Experience) - 33 (Min.); 62 (Max.); 38 (Av.)

Files - RIE only

Level 1 EDRS Price - MFO1/PCO3 Plus Postage.
TYPICAL Level 2 | EDRS Price - MFO1 Plus Postage. PC Not Available
ENTRIES from EDRS.
(RIE Only) Level 3 | Document Not Available from EDRS.
NOTE: This data element is not cataloged by

the ERIC Clearinghouses.

The EDRS Price Code field is not entered by either
the ERIC Clearinghouses or the ERIC Facility. The
contents of this field are generated by the computer
system on the basis of data contained in the Level
and Pagination fields. The Level determines the
format of the statement (as shown in the "typical
entries"). The Pagination determines the specific
code(s) (e.g., MFO1, PCO3, etc.) inserted into the
statement. The codes increase with increases in
document size, according to the graduated table shown
opposite. The meaning of the codes (in dollars
and cents), and hence the table, changes whenever
EDRS announces a price change. However, the codes
themselves do not change and the data on the
magnetic tape Master File therefore remain valid.

ERIC

PRICE CODES
PAPER COPY
CODE PAGINATION PACE
PCOY............ 1- 5. 200
pCO2............ 2. 0. 365
PCOI.....uunnn. 51 B, 530
PCOS............ -100............ 095
PCOS............ 100 -125........... 50
PCOB............ 126 - 150.....0euiene 1025
PCOT............ 155 150
PCOB............ 176 - 200............ 1358
PCOI............ 01-25............ 1820
PC10............ 26 . 25............ 1605
ADD $1.85 FOR EACH ADDITIONAL 25 PAGES
OR FRACTION THEREOF
MICROFICHE
CODE  PAGINATION  FICHE  PRICE
MFOY1 ....... 1400 ...... L L J ”
MFO2 ........ 481.576........ L IR 110
MFO3 ........ ST7.672........ LA 129
MFOL........ 613-768........ ... X
MFOS ........ 769-864........ TSN 107
MFOS ........ 865.960....... 10 ... 1.
ADD $0.19 FGR EACH ADDITIONAL

MICROFICHE (198 PAGES)

FIGURE V-5:
ERIC PRICE CODES
(CONVERSION TABLE)
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PAGINATION

PAGINATION v.B.4
r
Data Element/Field - Pagination
Data Entry Tag " - PAGE::
Field ID Number (Tape) - 39
Character Set - Numeric
Mandatory/Optional - RIE (Mandatory)
PROFILE ' Level 1 & 2 - ERIC Facility
Level 3 - Clearinghouses
CIJE (Not Used)
Subfields Permitted - No
Field Length (Experience) - 1 (Min.); 10 (Max.)
Files - RIE only
TYPICAL
ENTRY PAGE: :1542
(RIE ONLY)

Pagination in RIE is not calculated according to normal library rules, but
is instead equivalent to the number of microfiche frames required to film the
document. The pagination number is used by the RIE computer system to determine
how many microfiche will be produced for each document. Since the total number
of fiche for each accession is indicated on every fiche (e.g., "Card 1 of 5,"
etc.) and the number of total microfiche frames determines the EDRS microfiche
and paper copy prices, accuracy in page counting is essential.

In order to achieve the needed accuracy and consistency, the pagination
of Level 1 and Level 2 documents (i.e., those available from EDRS) has been
centralized at the ERIC Facility. The detailed instructions that follow for
Level 1 and 2 documents are, therefore, of two kinds:

(1) instructions for the Clearinghouses as to how to arrange and
prepare documents for pagination and filming;

(2) instructions for the ERIC Facility as to how to number stamp the
various kinds of pages it receives from the Clearinghouses.

Clearinghouses are responsible for document preparation (see also Section v.C),
but _should subsequently forward Level 1 and 2 documents to the ERIC Facility
without cataloging the Pagination data element.
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PAGINATION

However, in the case of Level 3 documents (i.e., those not available from
EDRS), where the Clearinghouses do not normally send a document to the ERIC
Facility, it is essential that the Clearinghouse catalog the document's
pagination, Pagination for Level 3 documents can be determined in accordance
with normal cataloging rules. Level 3 documents are not microfilmed and sold
by EDRS and hence the pagination need not equate exactly with the number of
microfiche frames required to film the item.

Detailed Procedures for Arranging and Paginating Level 1 and 2 Documents

Pagination for Level 1 and 2 documents is not simply the number of sheets
of paper or sides with printing. It is, instead, defined as the number of
microfiche frames required to photograph the entire document, which is frequently

another number entirely. Therefore, special procedures must be followed to
determine pagination, as follows:

¢ Number Stamping (ERIC Facility Function)

A1l pages, or portions of pages which will become microfilm images,
will be sequentially number-stamped, using a Bates Numbering Stamp,
Style E, or equivalent device. The numbering machine should have
numerals approximately one-quarter inch (3") high, and should have

a capacity of at least 4 digits. If all pages of the document are

834" x 11" or smaller, each page will be number-stamped once, preferably
at the bottom center of the page.

¢ Single Frame Resume Allowance (ERIC Facility Function)

Since the first page of a microfiched document is always the Single
Frame Resume produced at the ERIC Facility, stamping will begin by
numbering the first filmable page of the document (title page or cover
with the number 2. With this procedure, the number of the iast page
stamped on the document will then be the number of actual microfiche
frames that will be required of EDRS.

¢ Valid Pages vs Invalid Pages (Clearinghouse Function)

A1l printed pages, including covers, prefaces, title pages, frontispieces,
indexes, pocket materials, etc., are to be arranged in the sequence in
which they are to be number-stamped and microfilmed. Covers and/or
title pages are the first pages of a document to be filmed. Where these
two pages are identical to one another, as sometimes occurs, one should
be considered unnecessary and deleted. In the cases of pages that bear
some small amount of printed material (e.g., a logo, a heading, a tab,
etc.), but that are essentially blank, a Judgment must be rendered as

to whether the fragmentary material on the page is useful for the user
or whether it is inconsequential. A page must, in other words, be
classed as "printed" or "blank." Only the former is filmed.
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PAGINATION

Blank Pages (Clearinghouse Function)

Blank pages, occurring occasionally in documents where the pages are
normally printed front and back, are not to be number-stamped or filmed
(even if numbered in the original document). On each blank page, the
following legend should be added in letters approximately one-quarter
inch (i"g high:

BLANK PAGE
DO NOT FILM

In order to avoid bleedthrough, do not use felt markers for adding
this legend. A rubber stamp, or a sticker, with the Tetters in a color
other than black is recommended.

Note that this instruction does not apply to documents that through
their entire length are printed on one side of the page only. The
page -number stamping process will suffice in such patterned cases to
comunicate filming instructions to EDRS.

Missing or Deleted Pages (Clearinghouse Function)

If one or more pages are missing from the document as submitted (and

as selected), either because the missing page(s) is (are) unobtainable,
or because they are copyrighted, the Clearinghouse should insert in

the document, at each point in the document where a gap occurs, a sheet
carrying a legend in the following format:

PAGE(S) WAS (WERE) MISSING
(REMOVED) FROM THIS DOCUMENT PRIOR TO
ITS BEING SUBMITTED TO THE ERIC DOCUMENT
REPRODUCTION SERVICE.

This action will usually be taken for groups of pages containing
matters of substance, the absence of which should be brought to the
attention of the user.

Wrong-Reading Pages (Text Parallel to the Long Dimension)
(ERIC Facility Function)

Generally, documents are made up of pages designed to be "right-reading"
for th2 user; in the sense that they can be read immediately as the
document opens, without adjustment of the orientation of the page.




PAGINATION

In most cases, the text of such right-reading pages is parallel to the
short dimension. Such a page is filmed in the same orientation as it
is bound and, therefore, becomes right-reading in the microfiche also.

Occasionally a document contains pages with text oriented at variance
with the regular pages; this text is usually parallel to the Tong
dimensiori and is "wrong-reading" in the document in the sense that the
reader must turn the document 90 degrees to properly read the text.
Wrong-reading frames on a microfiche are difficult for the user in that
most standard equipment does not permit the platen holding the fiche

to be turned 90 degrees.

ERIC's filming policy is that all pages will be made right-reading

on the ERIC microfiche, as a convenience to microfiche users (so that
they don't have te tilt their heads sideways to read the resultant
image). In those cases where a page becomes oversize, e.g., 11" x 83"
when turned for filming, the paginator must follow the instructions
for "Oversize Pages."

Oversize Pages

An "Oversize Page" is defined as any page over 834" in width or 11" in
height. There are four possible techniques for handling oversize
pades and the document preparer must select and use one of the
following techniques in order to make the document ready for filming.
The techniques are 1isted roughly in order of preference.

—Document 'Pieparation (Note: This is a Clearinghouse function)

In many cases, a page that is oversize can be reduced, re-mounted,
trimmed, cut, re-typed, or otherwise prepared so that the text

it contains is shifted to one or more 83" x 11" pages. Where

this can be accomplished, it is the preferred solution in that it
permits the filmer to proceed at maximum speed and results in
perfectly standard fiche which are easiest for the user to read.
Document preparation of this type, which is a responsibility of the
ERIC Clearinghouses, can involva a lot of work and is usually best
resorted to for individual problem pages rather than entire documents.
A document in which all or many pages present a problem is usually
amenable to one of the other techniques.

—Increased Reduction Ratio (Up to 29X)

Legal-size documents (83" x 14", and others up tc 10" x 14"),

which are right-reading, can be filmed.in one frame by EDRS by
resorting to a lens with a greater reduction ratio (29X is

used for this purpose). Therefore, documents of this size do not
geed to be paginated any differently from normal-sized (83" x 11")
ocuments.
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This reduction ratio change is done only for entire documents;
it is not done for isolated legal size pages contained in regular-
size_documents (in which case one of the other techniques must be

used).

In addition, it should be noted that small type (e.g., 6 point)

may, at 29X, be reduced beyond the point of readability on regular
microfiche readers and in paper copy reproductions. The combination
of very small type and legal size miy, therefore, prevent filming

at the greater reduction ratio, compelling the document preparer to
resort to other teckniques.

—Doubie-Framing

A1l document pages oriented in a "wrong-reading" position in the

document itself, will be filmed in a "right-reading" position on

the ERIC microfiche. In order to accomplish this, the page will

be filmed so as to occupy a combination of one full frame, the

border area normally between frames, and part of a second frame.

The maximum page size that can be handled in this fashion is normally
17" (width) x 11" (height), with a standard 24X reduction. Should
the entire document be "wrong-reading" and oversize, so that a
combination of 29X reduction and double-framing is possible, the
maximum document size that could be handled is theoretically 17"
(width) x 14" (height). These would be unusual dimensions for an
entire document. Double-framing affects the page-stamping operation
in the following way. Wrong-reading pages will have to be stamped
with two page numbers in order to indicate that they occupy two frames.
To avoid confusion, these numbers should, if possible, be stamped on
the bottom left and right corners of the page, respectively, as shown
in the diagram that follows (Figure V-5).

Please note that the double-framing technique can also be used

to film documents that are simply odd-sized, i.e., the document

is produced intentionally with its width exceeding its height

(and 83"). Note that a page must only be double-framed on microfiche
when the text (not the paper) exceeds 83" in width.

EDRS turns any double-framed pages to their original orientation
(i.e., "wrong-reading") when making reproduced paper copies. This
means the resulting copy is oriented the same way as the original
document was when issued and therefore blowbacks can be read with no
difficulty. Consequently, documents with significant numbers of
"wro?g-reading“ or wide (> 81") pages may still be entered at

Level 1.
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—0Overlapping Images

If an oversize page cannot be "prepared" so as to fit on one or
more independent normal-sized 83" x 11" pages, if it cannot be
encompassed via the double-framing technique (up to 17" wide by
14" high), and if it is not part of an entire legal-size document
(up to 10" x 14"), then the only technique remaining is to film
the page via a series- of overlapping images.

—Tall Pages

Pages (right-reading) on which the printed copy exceeds 11"

in height, and which are isolated and not part of a consistently
legal-sized document, must be fiimed as a series of two or

more overlapping pages, and should be number-stamped as shown

in Figure V-7(A), with the number preferably centered at the

top and bottom of each frame.

—Wideé Pages

Pages (both right- and wrong-reading in original document) over
17" in width, which cannot be filmed as one intact double-framed
page, must be filmed as a series of overlapping pages. They
should be number-stamped as shown in Figure V-7(B), with the page
numbers roughly centered at the base of each frame.

—Foldouts (Both Tall and Wide At Same Time)

Foldouts which exceed 17" in width and 11" in height simultaneously,
and which cannot be converted, via document preparation, ints two
or more independent frames of the 83" x 11*, 17" x 83", or 17" x 11*
variety, must be filmea as a matrix of overlapping pages, as shown
in Figures V-7(C) and (D).

Number-stamping should proceed ieft to right in accordance with
Figure V-7(D), with the numbers for the top row of images in the
top margin, approximately centered in the image areas, and those
for the bottom row in the bottom margin, in similar fashion. In
the middle row(s), the page numbers of the extreme left and right
images should be placed in their respective margins, as shown in
Figure V-7(D). Since such foldouts are usually drawings or flow
charts, it is usually possible to find a place for the number,

in each interior image area, in a location which does not interfere
with the information on the page. Almost anywhere in the image
area is acceptable, except that the overlap areas should be
avoided in order to minimize the chance of confusion if the same
number is filmed twice. If space cannot be found for image
numbers in interior frames, they may be omitted, provided that the
correct numbers for the first and last images in each row appear
in their respective margins.
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. DOCUMENT ORIENTATION FILMING ORIENTATION
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CLEARINGHOUSE INPUT
(MANDATORY DATA ELEMENTS/FIELDS)
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CLEARINGHOUSE ACCESSION NUMBER

CLEARINGHOUSE ACCESSION MNUMBER V.B.5

Data Element/Field Clearinghouse Accession Number
Data Entry Tag CH::
Field ID Number (Tape) 17
Character Set Alphabetic, Numeric
PROFILE Mandatory/Optional Mandatory
. Subfields Permitted - No
Field Length (Experience) - 8 (fixed length)
Files - = RIE and CIJE

TYPICAL CH::TM123456
ENTRY (RIE)

TYPICAL B

The Clearinghouse Accession Number is assigned by the ERIC Clearinghouses
during their input processing (see Section IV.C.1.j), using the two-character
alphabetic prefixes which identify each Clearinghouse, followed by six numeric
characters. (See Figure V-8 for a complete 1ist of Clearinghouse prefix
assignments.)

The Clearinghouse Accession Number is a temporary accession number that
provides identification by Clearinghouse for each record and an in-process
control number for use in all technical processes up until the final ED or EJ
Accession Number is assigned. The Clearinghouse Accession Number is entered
in packed form and without spaces, as shown in the typical entries.

The Clearinghouse Accession Number must be present on a record in order
for it to be entered into the ERIC computer system. It is the one element that
distinguishes one set of data from another. Data being processed without a
Clearinghouse Accession Number or with one in an incorrect format (e.g., error in
prefix, too few digits, etc.) will simply be treated as part of the immediately
preceding record. Data being processed with a Clearinghouse Accession Number
that duplicates a previous number will simply overlay the previous record.
For this reason, Clearinghouse Accession Numbers must be unique, sequentially-
assigned numbers, and two documents may not be assigned the same number.




CLEARINGHOUSE ACCESSION NUMBER

RC -
RE -
SE -
SO -
SP -

ERIC Facility (series discontinued temporarily March 1973—April 1979)

CIJE Pubtisher
Adult Education (merged into CE in 1973)
Linguistics (merged into FL in 1971)

Career Education

Counseling and Personnel Services (CG = Counseling and Guidance)

Reading and Communication Skills

Educational Management (EA = Educational Administration)
Handicapped and Gifted Children (EC = Exceptional Children)
Educational Facilities (merged into EA in 1970)

Educational Media and Technology (merged into IR in 1974)
Languages and Linguistics (FL = Foreign Languages)

Higher Education

Information Resources

Junior Colleges

Library and Information Sciences (merged into IR in 1974)
Elementary and Early Childhood Education (PS = Pre School)
Rural Education and Small Schools

Reading (merged into CS in 1972)

Science, Mathematics, and Environmental Education

Social Studies/Social Science Education

Teacher Education (SP =.§phool Personnel)

TE - Teaching of English (merged into CS in 1972)

™ -
up -
VT -

Tests, Measurement, and Evaluation
Urban Education (formerly'fgrban.gisadvantaged")

Vocational and Technical Education (merged into CE in 1973)

FIGURE V-8: CLEARINGHOUSE PREFIX ASSIGNMENTS

Revised July 1982




CLEARINGHOUSE ACCESSION NUMBER |

SUMMARY OF SIGNIFICANT RULES

1. Clearinghouse Accession Numbers are made up of the standard two-character
prefix* identifying each Clearinghouse, followed by six numeric characters,
all in packgd form, e.g., "TM123456".

2. Clearinghouse Accession Numbers are unique, sequentially-assigned numbers
and two documents may not be assigned the same number.

3. Documents appearing in a sequential series or in multipie volumes should be
assigned similarly sequential Clearinghouse Accession Numbers, e.g.,
Vol. 1 = AA001234, Vol. 2 = AAD01235, Vol. 3 = AA001236.

4. When referred to within other ERIC records, Clearinghouse Accession Numbers
are cited in the format “AA 001 234."

*The prefixes are established by Central ERIC and historically have
remained stable despite later name changes. Only major consolidations
have brought about prefix changes.

Revised July 1982
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PUBLICATION DATE

‘ PUBLICATION DATE V.B.6 @
o '
) Data Element/Field - Publication Date

Data Entry Tag - PDAT::
Field ID Number (Tape) - 23
Character Set - Alphabetic, Numeric
Mandatory/Opt ional - RIE (Mandatory, as of 1982)
. CIJE (Mandatory, but generated
PROFILE by computer from date
information in Journal
Citation field)
Subfields Permitted - No
Field Length (Experience) - 2 (Min.); 7 (Max.); 5 (Av.)
Files - RIE and CIJE
PDAT : : 3May82
TYPICAL
PDAT::14May82
ENTRIES (RIE) PDAT+ :May8?
PDAT::83
‘ PDAT::[82]

TYPICAL

ENTRY (CIJE)

The Publication Date of the document should be entered with as much
precision as the information in the document permits.
as such, appears on the Title Page or elsewhere in the
may be used, in order of preference:

None required of cataloger - derived by computer from journal
citation and inserted into record in above format.

Date Work Completed.
Date Report Submitted.
Date Paper Presented.
Copyright Date (Latest).

Date provided by external documentation

(e.g., Letter of Transmittal, Reproduction Release, etc.).

Date estimated from internal evidence
(e.g., latest entries in bibliography).

If no Publication Date,
document, the following
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PUBLICATION DATE

Publication Date is entered in one of the following formats only:

® 3May82
® 14May82
® May82
() 82

Note that only the last two digits of the year of publication are used on

throughout their outputs, expand this data element back to its original four
characters.

If the Publication Date is determined by the cataloger by inference, or
from information not in the document, enclose the supplied date in square
brackets, e.g., [14May82].*

Do not Teave blanks in the Publication Date field or supply zeroes for
missing characters.

Use only the standard three-character abbreviations for the months of
the year: Jan, Feb, Mar, Apr, May, Jun, Jul, Aug, Sep, Oct, Nov, Dec. Do
Not use entries such as: 1973, Win73, Spr73, etc.

Publications which are later editions of originals that were published
earlier should be assigned the date of the later edition and not the date
of the original.

Importance of Publication Date Field and Its Current Mandatory Stoius

Publication Date should appear ¢n every document and journal article
processed for the ERIC files by the Clearinghouses. Publication Date can be
a crucial piece of information to the user attempting to restrict or to
evaluate search output. Restricting search output to items prepared in a
given time period is the most common and easiest way to "partition" the
file and to thereby 1imit output. When searches employ Publication Date as
an element in the search logic, the absence of a date can prevent an
otherwise legitimate retrieval from occurring.

Documents generally carry dates on their covers or title pages, or they
carry them in their front matter, or the dates can be inferred from internal
evidence (including bibliography entries). In addition, contacts with
authors or sources via telephone or correspondence can also often reveal
dates. With these avenues open to the cataloger, an "educated guess"”
concerning Publication Date should always be possible in those rare cases
where the document is not explicit on the point.

* Depending on the data input method being employed, square brackets may be
represented by themselves or by some characters that by convention are later
converted to square brackets. For example, the ERIC OCR system, operating
under the restrictions imposed by the OCR-A typing element, utilizes double
braces ¢t 1 to achieve square brackets [J on the tape and in the RIE
announcements.

the ERIC files. Some of the online retrieval systems, for the sake of consistency
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PUBLICATION DATE

. ‘ Publication Date was an optional data element until the 1982 edition
of the EPM. However, it was present on over 99% of all records. Beginning
with this edition of the EPM, Publication Date is made a mandatory data
element.
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PUBLICATION DATE

SUMMARY OF SIGNIFICANT RULES

Publication Date is a mandatory data element for all RIE and CIJE records.

The cataloger must enter Publication Date for all RIE records. Invariably,
it either appears explicitly on the document or can be inferred (to at
least the year) from internal evidence.

The format of data in this field is restricted to

2 numeric (Day)

3 alpha gMonth)
2 numeric (Year)

put together without blank spaces, e.g., 14MAY82.

Publication Dates supplied by the catalogers on the basis of information
not in the document, or on the basis of non-explicit "clues" contained in
the document, should be enclosed in square brackets.

In CIJE, the Publication Date field is generated automatically by the

computer from the trailing data (i.e., year only) cataloged in the
Journal Citation field.
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PUBLICATION DATE

EXAMPLES

DAY, MONTH, YEAR PDAT: : 3May82

PDAT: : 14May82

MONTH, YEAR - PDAT::May82
YEAR ONLY - PDAT::82
DATE SUPPLIED BY CATALOGER - PDAT::[82]
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LEVEL OF AVAILABILITY (AT EDRS)

' LEVEL OF AVAILABILITY (AT EDRS) V.B.7
Data Element/Field - Level of Availability (at EDRS)
Data Entry Tag - LEVEL::
Field ID Number (Tape) - 40
Character Set - Numeric (1, 2, or 3)
PROFILE Mandatory/Optional - RIE (Mandatory)
' CIJE (Not Used)
Subfields Permitted - No
Field Length - 1 (fixed Tength)
Files - RIE only "
Eﬁ;égAL LEVEL::2
(RIE ONLY)
‘ Documents are entered into the ERIC data base and announced in RIE at one
of three levels of availability, which determine whether and to what extent they

can be reproduced by the ERIC Document Reproduction Service (EDRS). (These
levels, in turn, are based on the copyright status of the document, the
legibility/reproducibility of the document, and the kind of release granted
ERIC by the copyright holder.)

Level Definition
1 Available from EDRS in both microfiche (MF) and paper copy (PC).
2 Available from EDRS in microfiche (MF) only.
3 - Not available from EDRS.

Material pertaining to copyright and reproduction release appears in detail
elsehwere in the EPM (II.E.8; III.E.; IV.C.1.f) and will not be repeated in
its entirety here.

Level 1 Documents (Availabie from EDRS in both MF and PC)

Documents announced at Level 1 fall into one of three subclasses, as
described below:
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LEVEL OF AVAILABILITY (AT EDRS)

o Document Not Copyrighted

These are documents that:

(1) have been produced or sponsored by the Federal Government (and
hence are in the public domain), or

(2) specifically waive copyright or reproduction rights, or

(3) were produced before January 1978 (the effective date of the new
copyright law) and do not carry a copyright notice or other restriction
on reproduction.

o Document Copyrighted: Full Release Obtained

These are documents that carry a copyright notice, or that were
produced after January 1978 (when the new copyright law took effect), and
for which the Clearinghouse has on file a release from - ie copyright
holder granting permission for ERIC to reproduce the ducument in both
microfiche and paper copy. Such documents must have a release statement,
includ%ngﬁthe copyright holder's name, affixed to the title page or cover,
as ftollows:

"PERMISS!ON TO REPRODUCE THIS “PERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY MATERIAL HAS BEEN GRANTED BY
Jane Doe New York Times Co.
TO THE EDUCATIONAL RESOQURCES TO THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC).” INFORMATION CENTER (ERIC).”

NOTE: Blank stickers ave supplied by the ERIC Facility on request.
Details on their use are covered in EPM Section IV.C.1.f.

o Government Printing Office (P0) Documents

These documents are announced at Level 1 to ensure continued
availability after they go out of print at GPO. GPO is cited in the
Availability field as an alternative availability, when appropriate.

Level 2 Documents (Available from EDRS in MF Only)

Documents announced at Level 2 fall into one of three subclasses, as
described in the following paragraphs. When possible, a source for original
copies or paper copy reproductions should always be cited for Level 2 documents.
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LEVEL OF AVAILABILITY (AT EDRS)

‘ o Document Copyrighted; Limited Release Obtained

These are documents that either carry a copyright notice, or that
have been produced after January 1978, and for which the Clearinghouse
-has on file a release from the copyright holder granting permission for
ERIC to reproduce the document in microfiche only. Such documents must
have a release statement, including the copyright holder's name, affixed
to the title page or cover, as follows:

“PERMISSION TO REPRODUCE THIS “PERMISSION TO REPRODUCE THIS
MATERIAL IN MICROFICHE ONLY MATERIAL IN MICROFICHE ONLY
HAS BEEN GRANTED BY HAS BEEN GRANTED BY
Richard Roe Pegasus Press Inc.
TO THE EDUCATIONAL RESOURCES TO THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC)." INFORMATION CENTER (ERIC)."

NOTE: Blank stickers are supplied by the ERIC Facility on request.
» ‘ Details on their use are covered in EPM Section IV.C.1.f.

¢ Documents of Marginal (But Acceptable) Reproduction Quality

Documents of marginal legibility may also be documents that, for
various reasons, it is nevertheless desirable to accession into the ERIC
system. Level 2 input may often be the best solution in such cases, and
the Clearinghouses should not hesitate to use this Level, where appropriate,
even if the document was released at Level 1. A microfiche achieves
preservation of a basic and important record at relatively low cost whereas
the much higher cost (to the user) of a paper copy reproduction requires a
correspondingly higher level of legibility in order to be publicly acceptable
as a commercial product. Examples of items in this category might be:

(1) PRIORITY documents received from the ERIC Facility bearing the stamp
"Best copy available";

(2) ROUTINE documents of marginal physical quality, but classed by
the selection criteria as mandatory input, e.g., Clearinghouse
"Information Analysis Products";

(3) ROUTINE documents judged to be superior in overall content, but
! also with legibility/reproducibility defects that would impact
| paper copy reproductions, e.g., Congressional Hearings.
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LEVEL OF AVAILABILITY (AT EDRS)

In all such cases, an explanatory note relating to the unavailability .
of paper copy should be added to the NOTE field.

e Special Arrangements (with Document Processors)

ERIC has arranged blanket releases for Level 2 processing
with certain organizations engaged in selling their own publications.
For example, all NEA publications (which are sold by NEA in
original copies) may be announced at Level 2. These organizations
.are persuaded that there is a benefit to them in their documents
being in the ERIC data base and that entry at Level 2 (microfiche
only) will not interfere with their own sales efforts. A1l such
organizations must be cited as sources of availability for paper
copy and to this end a 1ist of them appears as Figure V-15.

Historical Note:

Wide pages (4i.e., text wider than 83") are §ifmed by EDRS as
one undistonted .image extending across two microfiche frames.
This double-framing technique improves microfiche usability
(all pages are night-reading), but can produce split pages in
paper copy bLowback rom microfiche on some machines. An
appreciable number of split pages nenders a document difficult
2o nead on neconstruct in paper copy. To avoid this disservice

1o usens, the ERIC Document Reproduction Service (EDRS) now .
employs a blowback technique that neproduces a double-framed page
on only one page and that does not create split pages. It was
gormerly advisable to process such documents at Level 2 in onden
Zo avoid user dissatisfaction (and this explains many earlier
Level 2 assignments), but this is no Longer the case.

Level 3 Documents (Not Available from EDRS)

Level 3 documents are copyrighted documents (or documents whose reproduction
has otherwise been limited or controlled) for which no reproduction release has
been obtained. If a document is announced at Level 3, an alternative source
must be cited in the Availability field. Level 3 input to the ERIC data base
s Timited in order to keep the resultant "holes" in the ERIC microfiche
collection to a minimum. At the present time, Level 3 input to ERIC amounts
to less than 5% of total input.

e Treatment of Analytics

When a document is given “"analytic" treatment (that is, when
both the entire document and individual sections of it are entered
into the system separately), the sections that are separately analyzed
should be entered at Level 3. If the basic "parent" document is
available from EDRS, a note to that effect should be entered, for
%he benefit 3f users, in the Availability field of the analyzed part. .
See V.B.21.

AVAIL::Not available separately, see CE 123 456.




LEVEL OF AVAILABILITY (AT EDRS)

The "Parent" document should likewise carry a Note identifying any
of the parts that have been separately analyzed. (See V.B.20).

NOTE::For individual papers, see TM 002 448-496.

NTIS Documents

Documents available from the National Technical Information Service (NTIS)
are processed at either Level 1 or Level 3, depending upon the form of the
document in hand for processing.

Original Copy (Level 1)

If the Clearinghouse has an original printed copy of the document, as
issued by the originating organization, it should be processed at Level 1.
The NTI§ availability should be cited in the Availability field. (See
V.B.21.

Microfiche or Reproduced Paper Cupy (Level 3)

If the Clearinghouse has only a microfiche or reproduced paper
copy of an NTIS document, it should be processed at Level 3, and the NTIS
availablility cited. (See V.B.21).

Document with Copyrighted Segments

In general, documents should be Teft intact whenever possible, for the
benefit of the user. If a document has copyrighted segments, the conditions
under which these segments may be left incorporated in the document are
discussed in EPM Section II.E.8.k. If these conditions do not apply and it is
still judged important to include the document in the data base, this may be
done, provided:

o The copyrighted pages are removed and excluded from the pagination
count.

o The utility of the document is not seriously diminished by the removal
of the copyrighted pages.

® A note explaining the deletion is entered in the Note field. (See V.B.20.)
At the discretion of the cataloger, a note may also be placed
in the document at the point of deletion. (See v.B.4.)

Use of Level and Pagination Fields to Generate EDRS Price Field

The EDRS Price Field is not cataloged by either the Clearinghouses or
the Facility, but is automatically generated by the computer system on the
basis of data found in the Level and Pagination fields.
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LEVEL OF AVAILABILITY (AT EDRS)

tach of the three "Levels" generates a different type of statement, as
shown below:

Level 1 - MFO1/PCO1 Plus Postage.

Level 2 - MFO1 Plus Postage. PC Not Available from EDRS.

Level 3 - Document Not Available from EDRS.

The MF and PC codes inserted into the statement are based on the pagination

and increase according to a graduated scale as shown in Figure V-5, reprinted
below:

ERIC| PRICE CODES

PAPER COPYI

CODE PAGINATION PRICE
2C00 L. 1« B.iiiinnees 200
pCo2. TR JCHE < I 368
PC3Y .. ... 8 . MW 33
PCOS L6100, (1.3
°Cos, x 01 125,.......00.00e 880
PCS L1286 - 10 . 1023
PCO?. e 1B 5L 1190
PCO8 T 1L 2. I 1385
PCCY . ... .. 01 - 25,0000t 1520
PC10... ... 20 -20............ 1605
ADD $1.85 FOR EACH ADDITIONAL 28 PAGES
OR FRACTION THEREOF
MICROFICHE
CODE PAGINATION  FICHE PRICE
MFOY ... 1.480 ...... 1% ... 9
MF 92 .. 881.876........ | S 110
MF 03 v 877872, kT 129
MF 04 873768, ... 8 ...t 148
MFO5 . . ..769-884........ [ 167
MF 05 . 868:960,...... 10 .0000ant 185
ADD $0.19 FOR EACH ADDITIONAL

MICROFICHE (196 PAGES)




LEVEL OF AVAILABILITY (AT EDRS)

SUMMARY OF SIGNIFICANT RULES

1. A]; documents entered into RIE must be assigned a Level of Availability
code.

® Level 1 - Available from EDRS in both microfiche
(MF) and paper copy (PC).

® Level 2 - Available from EDRS in microfiche (MF) only.
e Level 3 - Not available from EDRS.

2. The Level assigned to a document can be no higher than that given in the
Reproduction Release label affixed to the front of the document.
(Generally the two will agree, but occasionally a document released at
Level 1 must nevertheless be assigned Level 2 because of legibility
problems. )

3. GPO documents are to be assigned Level 1 (unless legibility problems
dictate Level 2).

4, DocuTents of marginal paper copy reproduction quality should be assigned
. Level 2.

5. Level 2 documents should have, if possible, a statement concerning paper
copy availability added to the Availability field.

6. Level 3 documents must cite a source of availability of paper and/or
microfiche copies (in the Availability field).

7. Analytics not filmed separately should be assigned Level 3 (and should
have a Note referring back to the “"Parent” document for availability
purposes).

8. The Level cited on the input form, the shipping log, and the release
sticker on the document should be consistent (unless document legibility
problems lead to a Level 2 re-assignment where permission was granted
originally for Level 1).
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TITLE

TITLE v.B.8

Data Element/Field - Title

Data Entry Tag - TITLE::

Field ID Number (Tape) - 26

Character Set - Alphabetic, Numeric, Special
PROFILE Mandatory/Optional - Mandatory

Subfields Permitted - No

Field Length (Experience) - 4 (Min.); 500 (Max.); 83 (Av.)

Files - RIE and CIJE
TYPICAL TITLE: :Critical Events Shaping Woman's Idgn@ity. A.Handbook
ENTRY for the Helping Professions. Preliminary Edition.

The Title field should contain the complete title of the document, including
alternative title, subtitle, parallel title, English translation of non-English
title, series title, "Report covering the period..." statement, edition statement,
and other associated descriptive matter usually found on the title page preceding
the author and imprint information.

Main Title/Title Proper

The complete document title, as found on the title page, is entered. If
the title page of the document is lacking, the cover title must be used as a
second choice. In the case of the somewhat informal report literature, the
cover and title page are frequently the same piece of paper, in which case
there is no problem. However, it also happens on occasion (because of this same
informality) that the title appearing inside the document (for example, at the
top of the first page of textg varies from the title appearing on the outside
cover of the document. In these cases, the cataloger must decide whether the
outside cover should in fact be considered the official title page. This will
usually depend on the extent of other bibliographic data presented on the page,
e.dg., Author, Institution, Date of Publication, etc. If the cover does include
most of the important bibliographic data, and is obviously the determiner of the
way the document is 1ikely to be known and identified, then there is no problem.
However, if the cover is merely a brief non-substantive eye-catcher, at variance
with an internal fully descriptive title, then the standard library practice of
relying on inside title page over cover should be follcwed. This question of
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cover vs title page is not an easy one, and guidelines are difficult because
of the large number of troublesome variations that can be met with. A helpful
discussion of Title-selection problems can be found in the Anglo-American
Cataloguing Rules (Section 1.1).

The general rule for the recording of a Title, as given by the Anglo-
American Cataloguing Rules is "Transcribe the title proper exactly as to wording,
order, and spelling, but not necessarily as to punctuation and capitalization."
(For more on punctuation and capitalization, see the last part of this section.)

Note that this rule implies that initial articles in the title are to be
recorded and are not to be dropped. For purposes of printed index production,
however, the ERIC computer system prints but ignores initial articles in any
sorting/filing done by title.

Alternative Titles

An alternative title is the second part of a title that consists of two
parts, each of which is a title in itself. An alternative title should be
cataloged as if it were part of the main title, e.g.:

TITLE: :The Tempest, or, The Enchanted Island. ’

Note, however, that the first word of an alternative title should be
capitalized.

Parallel Titles

A parallel title is the main title repeated on the document in another

language. Standard 1ibrary practice is to place an equals (=) sign between
such titles, e.g.:

TITLE::Road Map of Switzerland = Carte routiere de 1a Suisse.

Fabricated Titles/Supplied Titles

If no title can be found, one must be fabricated on the basis of an
examination of the document. The table of contents, chapter headings, and
conclusions can be helpful in supplying a title. When a title is fabricated,
all the text that is supplied must be enclosed in square brackets, e.g.:

TITLE: : [NUEA Correspondence Study. A Survey Questionnaire and
Summary of Replies.]

TITLE::1980 [Chancellor's Report].
Subtitles

The subtitle is considered a part of the title and is transcribed in the
same manner as the title proper. A subtitle preceding the title on the title
page is transposed to follow the main title. Title may be separated from
subtitle by a semicolon, comma, colon, period, question mark, or exclamation
mark. The first choice is to follow the actual punctuation used on the document.
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Where the document provides no explicit guidance, punctuation of the title/
subtitle combination will be necessarily subjective and will depend on how the
cataloger reads and interprets the title.
NOTE: Standard library practice, following the International Standard
Bibliographic Description (ISBD) and the Anglo-American Cataloguing
Rules, is to separate major units of title information by a colon,
e.g.: :
TITLE::SPSS Primer: Statistical Package for the Social Sciences Primer.
ERIC has not incorporated ISBD guidelines into its cataloging practice as yet
and therefore the punctuation between title and subtitle in ERIC records will
vary.
Some examples of title/subtitle combinations follow:
TITLE: :Everybody's Business. A Book about School Discipline.
TITLE: :Analyzing Media: Metaphors as Methodologies.
TITLE: :What Are the Impacts? A Report on Homemaking Education.
TITLE: :How Dare You! The Art of Bluffing.
TITLE::1980 [Chancellor's Report].

TITLE: : Winterthur, an Adventure.in the Past.

TITLE::"Kilroy Was Here." An Analysis of a World War II Myth.

o Report Statements (as Subtitles)

Information relating to the type of report and period covered by
the report, is considered part of the title and is entered in the
subtitle position, as shown in the following examples:

TITLE::Mexican-American Study Project. Revised Prospectus. -

TITLE::Essex County College Cost Fact Finding Committee.
Final Report.

TITLE::Focus on Refugees. Draft.
TITLE: :The Hispanic Female Head-of-Household. Interim Report.
TITLE::Families in Turmoil. Transcript.

TITLE::The Urban Education Network. Progress Report for the
Period May 1981 - April 1982.

TITLE: :Federal-State Environmental Programs. Report to the
Congress by the Comptroller General of the United States.
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TITLE

A report statement preceding in title proper on the title page
is transposed to the subtitle position.

Non-distinct Report Numbers, and those that cannot be reduced
to a form suitable for the Report Number field (i.e., that do not
have an alphabetic prefix), are cataloged as Report Statements, e.g.:

TITLE::Store Management Guide. Information Leaflet No. 224.

TITLE::Vocational Assessment. Policy Document 6.

TITLE::Computer-Aided Research in Machine Translation.
Reports 10 and 11.

The words "Number," "Numbers," "No.," "Nos." are normally transcribed
as they appear on the title page, and are not arbitrarily added
in cases where they are missing.

Edition Statements (as Subtitles)

Information relating to the edition, revision status, volume,
nart, etc., of the document is considered part of the title and is
entered as shown in the following examples:

TITLE::Focus on Refugees. Second Edition

TITLE::Focus on Refugees. Revised Edition.

TITLE::Focus on Refugees. New Edition.

TITLE: :Focus on Refugees. Partly Revised.

TITLE::Focus on Refugees. New Edition Revised and Enlarged.

TITLE: :Focus on Refugees. Volume 3.

TITLE::Focus on Refugees. Volume IX.

TITLE::Focus on Refugees. Part V.

Series Titles (as Subtitles)

A series is a number of separate works issued ir succession,
and related to one another by the fact that each bears a collective title
(generally appearing at the head of the title page). They are normally
issued by the same publisher or institution, in a uniform style, and
are frequently in a numerical sequence. A document issued in several
parts or volumes with the same title is not considered a series.

The series title should be entered following the specific title
of the document. The series statement incliudes: the distinctive
collective title; and, in a numbered series, the number of the
particular document, as in the examples below:
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TITLE

TITLE::A Report on the Low Ability Student at Miracosta College.
Student Personnel Studies, Section G.

TITLE::Facilitating Learning and Individual Development,
Toward a Theory for Elementary Guidance. Minnesota
Guidance Series. e

TITLE::Teaching Rhythm. Music for Today, Series 2, No. 8.

TITLE::The London Times. Great Newspapers Reprinted No. III.

Non-English Titles

If a document is in a language other than English, enter the Main
Title in the language of the document. Follow this with the English trans-
lation in parentheses, as in the following example:

TITLE: :Lecciones de Quechua. Primer Nivel, Segurdo Nivel (Quechua
Lessons. First Level, Second Level).

If a document is in Cyrillic (Russian) characters, transliterate the
title into Roman characters in accordance with 739.24 System for the
Romanization of Slavie Cyrillie Characters. Additional 739 transliteration
standards exist per: Japanese, Arabic, Hebrew, Lao/Khmer/Pali, and Armenian.

If a document cites its title in both the language of the document and
in English, this would be considered a parallel title and should be entered
according to the rules for parallel title, e.q.:

TITLE: :Wood Cree = Les Cris de forets.

Titles in English, containing a reference to a non-English phrase or
word, need not translate the non-English component.

Multi-Volume Documents

If a document is issued in several volumes or parts under one title,
enter the main title and add the volume or part number (and the distinctive
title of the particular volume, if any), as in the examples below:

TITLE::A Potpourri of Ideas for Teachers of the Mentally Retarded.
Volume II, The Practical Arts.

TITLE::Curriculum for Early Childhood Education. Parts 1-5,
TITLE::The Changing Academic Market. Volumes 1 and 2.

NOTE: It is not necessary to bracket supplied connectives,
1ike "and" above.

TITLE::NASA's Role in Aeronautics. Volume VI, Aeronautical Research.
Volume VII, Background Papers.

TITLE::Resources for Schools: 8. A Review of Statewide Assessment
Findings.
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Conference Proceedings Titles

When the entire proceedings of a conference, workshop, seminar, or other
meeting, are entered, the title should be taken verbatim from the title page,
except that the number of a conference appearing in the title should be
removed from its position and placed in parentheses after the title, as shown
in the following example:

TITLE::Summary of the Proceedings of the Working Conference on
Language Development in Disadvantaged Children (3rd).

When the date and/or place of the conference also appear in the title,
or are clearly indicated on the title page or elsewhere in the document,
they should also be moved and included in the parentheses in standard form
in the order: number; place; date, as shown in the following example:

TITLE: :The Future of Language Education. Proceedings of the Annual
Foreign %anguage Conference (31st, Columbus, Ohio, November
13, 1965).

Street addresses and the names of particular hotels at which conferences
are held are not cataloged.

NOTE: When individual papers or speeches (as opposed to complete
conference proceedings) are entered into the system, they are
cataloged under their individual title and all descriptive ‘
information relating to the conference or meeting at which the
paper or speech was presented is entered in the Descriptive
Note field (see V.B.20).

Congressional Hearing Titles

Hearings of the Senate and House of Representatives of the U.S. Congress
and their various Committees should include in the Title field information as
to the number and session of the Congress, as shown in the following example:

Subject-orniented Title Administrative Subtitle (Optional)

\ / Congness /Committee Information

TITLE:: Sex Discrimination Regulations. Review of Regulations
to Implement Title IX of Public Law 92-318. Conducted

| Pursuant to Sec. 431 of the General Education

| Provisions Act. Hearings Before the Subcommittee

on Postsecondary Education of the Committee on

Education and Labor. House of Representatives,

Ninety~Fourth Congress, First Session (June 17, 20,

23-26, 1975).
"\\“Date 0§ Hearings 'II'
(May be omitied grom title if it is
only a single day and is same as day
used for Publication Date.)




TITLE

. NOTE: The vast majority of hearings are held in Washington, DC. The
geographic location of hearings should be recorded as part of
the title only when they are not held in Washington, DC.

Journal "Theme Issues" Titles

If an entire journal issue devoted to a single topic is being cataloged
as if it were a monograph, the journal name goes as usual in the Journal
Citation field (see V.B.9) and the "Theme" title should be used as the
title of the "monograph," e.g.,

TITLE::Education in South America.
JNL::American Education; v24 n3 Jul 1982

Duplicate Titles

o Different Documents

Different documents with duplicate titles do occur. Sometimes
they are produced by different preparers out of sheer coincidence.
Other times they occur simply because the preparer did not vary
the title of a preliminary report from that of a final report.
Sometimes they occur unnecessarily because a cataloger did not
catalog a truly complete title statement, or because the cataloger
incorrectly cited the series title (common to many items) before
' the unique main title.

It is always helpful to the user if such items can be differentiated
from one another. This is best done if the titles themselves can be
made to vary in some legitimate way. Sometimes this can be done
by the addition to the title of such distinguishing information as:

Volume 1, Volume 2

Final Report, Interim Report
Preliminary edition, Final edition
January 1977, February 1977

#1, #2

1975, 1976

Sixth edition, Seventh edition

Supplement, Second Supplement

Where this can legitimately be done without doing violence to the
rules of cataloging, it should be done. When the titles can be
varied in some informative way, the user is benefited in a number
of instances: Title Index entries, microfiche headers, abbreviated
online search output, etc. In all these cases, duplicate titles
are troublesome to the user because accessions become hard to tell
apart without additional research. A small variation at the end

of the title, placed there by a helpful cataloger, can sometimes
bypass such problems altogether.
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o Duplicate Documents

In the above situation, the probiem is that two different
documents may not be distinguishable if they end up with the same
title. There are other instances where the danger is that two
duplicate documents may not be detected because their titles are
cataloged differently. This usually occurs because of variations
in recording subtitles. The following examples are of some
situations to be guarded against, where duplicate titles or subtitles
were recorded differently by different catalogers, thereby creating,
as far as the computer is concerned, different items:

[Subtitle]. Phase I of...
[Subtitle]. Phase 1 of...

[Main Title]. Awards and Prizes.
[Main Title]. Awards & Prizes.

[Subtitle]. Fastback Series No. 64.
[Subtitle]. Fastback Series 64.

[Subtitle]. Final Report 1974-75.
[Subtitle]. Final Report.

[Main Title]. Are They Helping Children?
[Main Title]. Are They Helping Children? A Report.

[Subtitle]. Evaluation Report, FY73.
[Subtitle]. FY73 Evaluation Report.

Long Titles

The size Timitation on the Title field is 500 characters. The vast
majority of document titles do not approach this size and can be recorded
in their entirety without any problem. On rare occasions, however, a
title page is so communicative that it becomes necessary to truncate an
excessively long title at a logical break point.

The following title is an actual example that exceeds 500 characters
in its natural state. One possible truncation is shown in the example:

TITLE Assessment of the school career and health record for
(Over 500 children attending school abroad. 2nd part. Consisting
characters) of appendices to the preliminary report on national

experience acquired in the use of the school career and
health record: i. Questionnaire sent to national
administrations; ii. Request for further information
on the record (CD 15); iii. "The use of the school
career and health record as proposed by the Council

of Europe - An evaluation survey." Preliminary report
for the European Commission.

Revised October 1982
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ACCEPTABLE Assessment of the School Career and Health Record for
TRUNCATION Children Attending School Abroad. 2nd Part. Consisting
BY CATALOGER of Appendices to the Preliminary Report on National

Experience Acquired in the Use of the School Career and
Health Record:...Preliminary Report for the European
Commission.

Punctuation and Capitalization of Titles

Initial articles, prepositions, and conjunctions are retained znd
are capitalized.

A1l words in English titles are written with initial capitals
except for articles, prepositions, and conjunctions (e.g., the, to,
in, and, but, as, etc.) that are not first words. (For other
exceptions see sections on Alternative Titles, Parallel Titles, and
Non-English Titles.) However, "to" is capitalized when used as the
first element of an infinitive.

A1l special characters in the ERIC Character Set may be recorded as
used on the document, including the question mark and exclamation
mark.

Words in the title are not abbreviated unless abbreviated on the
document; at the same time, abbreviations appearing in the title
are not gratuitously spelled out.

Titles may include numbers in any position. Care should be
taken not to key the lower case "1" (el) instead of a genuine "1"
(one) and not to key an "0" (oh) instead of a genuine "0" (zero).

Punctuation between Main Title and Subtitle may be a comma,
semicolon, colon, dash, period, question mark, or exclamation mark,
depending on the usage of the document or the judgment of the
cataloger as to the appropriate punctuation. In the Title field
the semicolon does not function as a subfield delimiter.

Parallel titles are separated by an equal sign ( = ).
Fabricated or supplied titles are enclosed in square brackets.

A1l titles should normally end with a period. There are three
exceptions: (1) supplied title, in which case title and
concluding period are enclosed in square brackets; (2) title ends
with a quotation mark, in which case the GPO Style Manual calls

for the period to come inside the quotation mark; (3) title ends in
question mark or exclamation mark.

a
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10.

SUMMARY OF SIGNIFICANT RULES

The title proper should be transcribed exactly as to wording, order,
and spelling, but not necessarily as to punctuation and capitalization.

Titles should be recorded as on the document and should not be changed
arbitrarily, e.g., (1) to make a "maverick" title conform to the
others in a related group, or (2) to change state names to the two-
character postal abbreviation. However, conference proceedings data
(number, place, date) are standardized and placed in parentheses.

Phrases designating a "Final Report" or "Progress Report" should be .
placed in the subtitle position (along with the period covered). Series
titles should be placed in the subtitle position and should generally
not precede the distinctive specific title for the document in hand.

.~ Non-English titles.must be translated for the benefit of ERIC users.

If the ERIC document processor provides the English translation, it is
appended in parentheses to the real title. If, however, the document

provides its own translated title, it should be treated as a "parallel
title" (q.v.), without parentheses.

When complete conference proceedings volumes are being entered as single
accessions, it is appropriate to put the complete Conference information

in the Title field. However, when single papers from conferences are

being entered, each paper will have its own title and the conference
information will then descend to the Descriptive Note field. (See V.B.20.)

"Theme issues" of journals being entered as single accessions on single
subjects (i.e., as monographs) should have their titles cataloged as the
“theme title" (and not the journal title). The journal title will, of
course, be cataloged in the Journal Citation field.

Wherever feasible, documents with duplicate titles should have those
titles differentiated by the addition of some distinguishing feature,
e.g., Final/Interim; #1/#2; 1975/1976; Sixth edition/Seventh edition;
Supplement; Volume 1/Volume 23 Preliminary/Final; etc.

Titles are limited to 500 characters. Titles exceeding that limit should
generally be truncated by the cataloger at some logical break. If this
is not done, the computer system will simply stop the title at 500 characters

If no title exists, one must be supplied. Fabricated/supplied titles
must be enclosed in square brackets.

In the area of punctuation and capitalization: initial articles are
retained; words in the title are not abbreviated or spelled out

unless abbreviated or spelled out on the document; words in the title
are written with initiai capitals except for articles, prepositions, and
conjunctions that are not the first word in a title; titles normally
close with a period. The semicolon does not function in this field as a
subfield delimiter and may be used as a normal element of punctuation.
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11.

The title entered on the preliminary duplicate checking tool, the
Acquisitions Data Report (ADR), and the title ultimately selected for
final cataloging, may not always agree. The ADR Title, which may be
recorded by non-cataloging staff, should, in general, adhere to EPM
conventions when possible, but the final cataloged title should never
be "forced" to match the preliminary ADR title when the ADR Title is
clearly incorrect or inaccurate.

Revised August 1983
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ROUT INE
TITLE

TITLE WITH
SUBTITLE

ALTERNATIVE
TITLE

PARALLEL TITLE
SUPPLIED TITLE

TITLE WITH
REPORT
STATEMENT

TITLE WITH
EDITION
STATEMENT

TITLE WITH
SERIES TITLE

NON-ENGL ISH
LANGUAGE TITLE

TITLE OF ONE
VOLUME OF
MULTI-VOLUME
DOCUMENT

TITLE CF ONE
DOCUMENT 1IN
MULTI-VOLUMES

TITLE OF
CONFERENCE
PROCEEDINGS

TITLE OF
CONGRESSIONAL
HEARINGS

TITLE:

TITLE:

TITLE:

TITLE:
TITLE:
TITLE:

TITLE:

TITLE:

TITLE:

TITLE:

TITLE:

TITLE:
TITLE:

TITLE:

EXAMPLES

:Critical Events Shaping Woman's Identity.

:Critical Events Shaping Woman's Identity. A Handbook

for the Helping Professions.

:The Tempest, or, The Enchanted Island.

:Road Map of Switzerland = Carte routiere de la Suisse.
:[NUEA Correspondence Study.]

:The Urban Education Network. Progress Report for

the Period May 1981-April 1982.

:Focus on Refugees. Second Edition.

:Facilitating Learning. Minnesota Guidance Series

No. 5.

:Lecciones de Quechua (Quechua Lessons).

:Teaching the Mentally Retarded. Volume II, The

Practical Arts.

:NASA's Role in Aeronautics. Volume VI, Aeronautical

Research. Volume VII, Background Papers.

:The Changing Academic Market. Volumes 1 and 2.

:Proceedings of the Annual Foreign Language Conference

(31st, Columbus, Ohio, November 13, 1965).

:Sex Discrimination Regulations. Hearings before the

Subcommittee on Postsecondary Education of the
Committee on Education and Labor. House of
Representatives, Ninety-Fourth Congress, ~irst Session
(June 17, 20, 23-26, 1975).
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JOURNAL CITATION

JOURNAL CITATION V.B.9

Data Element/Field
Data Entry Tag

Field ID Number (Tape)
Character Set

PROFILE Mandatory/Optional

Journal Citation

JNL::

50

Alphabetic, Numeric, Special

CIJE (Mandatory)
RIE (Optional)

Yes (Normal Entry Requires 2)

RIE : 49 (Av.): 138 (Max.)
CIJE: 41 (Av.); 252 (Max.)

Subfields Permitted
Field Length (Experience)

Files - RIE and CIJE
EE?;gAL JNL: :Agricultural Education Magazine; v42 n7 pl1-14 Jan 1982
' Journal Articles in RIE

Articles from journals (and serials of all types) normally appear in
Current Index to Journals in Education (CIJE). Journal articles may not
be announced in RIE if they have been or will be announced in CIJE. However,
journal articles or entire journal jssues may occasionally be entered into
Resources in Education (RIE), in lieu of CIJE, if they meet certain criteria,
e.g.:

o a theme issue of a journal (in which all articles deal with a unified
subject) which can legitimately be treated as if it were a renort or
monograph on the theme subject.

® an older article, not covered by CIJE at the time of original
publication; no Tonger eligible for CIJE because of its age, but
highly relevant to ERIC and a desirable addition to the data base.

e an article reprinted as a technical report (or as part of a report)
for which a reproduction release has been obtained; not previously
covered by CIJE or containing additional material in its new form.

o a significant article (for which a reproduction release has been
obtained) appearing in a journal or serial not covered by CIJE and
sufficiently obscure that it could not be expected to be found in
conventional Tibrary systems.

. e a complete "run" (e.g., a year's worth) of a sigrificant and relevant
serial dealing with a unified subject matter (e.g., a newsletter) and
for which a reproduction release has been obtained so that it may be
put on microfiche for preservation purposes.
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JOURNAL CITATION
Citation Format

The format for data in the Journal Citation field should be: Journal Title
(unabbreviated) in the first subfield, followed by the identification for the
jourral issue and the article location in the second subfield. Usually the
second subfield will consist of volume number, issue number, inclusive pagination,
and date of publication, in that order; however, journal issues identify
themselves in a great variety of ways and the second subfield should express
that identification in whatever terms are necessary. (See the Examples for some
non-routine forms.) The second subfield should always end with the year of
publication. In CIJE, in order to avoid redundant cataloging, this data is used
by the computer program to automatically censtruct a Publication Date (PDAT)
field. (See V.B.6.)

The Journal Title should be entered in full unabbreviated form, with the
exception of initial articles (e.g., "The"), which are dropped*. The CIJE
Publisher provides a master list (Source Journal Indexz) of regularly covered
Jjournals citing the approved journal titles. For Jjournals not on this list,
consult Ulrich's Guide to Periodicals. The Journal Title subfield must always
be followed by a semicolon (the standard subfield delimiter).

The theme titles of theme issues of Journals are unique to that particular
issue and should therefore not be treated as journal titles, but should instead
be treated in the main TITLE field (if the entire issue is the accession, as it
generally is in RIE) or the NOTE field (if an article in the theme issue is the
accession).

Exception: Current CIJE practice is to put the theme title in parentheses
after the journal title in the Journal Citation field.
See Examples.

Abbreviations and Conversions

The journal article location data in the second subfield should appear as
shown in the Examples. The common abbreviations used are as follows:

v = volume pt = part Spr = Spring Aut = Autumn
n = number  suppl = supplement Sum = Summer Win = Winter
p = pages spec iss = special issue Fall = Fall

There should not be any space between the vV, n, p abbreviations and the
numbers to which they apply.

Months of the year should be abbreviated to the standard 3-character
representations: Jan, Feb, Mar, Apr, May, Jun, Jul, Aug, Sep, Oct, Nov, Dec

Volume and issue informaiion expressed in Roman numerals should be converted
to Arabic in the citation.

Note that the inclusive pagination statement must, in certain situations,
drop initial repetitive digits in the figure for the last page. This is done for
reasons of space economy, but is avoided below "100" and whenever the article

*Through 1970 (the first four years of RIE; the first two years of CIJE) journal
titles were abbreviated according to ANSI Standard 739.5 "Periodical Title
Abbreviations." Subsequently, the full journal title was utilized.
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JOURNAL CITATION

spans from any given hundred range to the next. Inclusive pagination is
eatered in "packed" format, without spaces after the commas. The conventions
to be observed are illustrated in the following examples:

p5

pi-10

pl1-14,72-73
p111-14,172-73,401-06
p111-210

p1120-22

pA98-A99

p102s-03s

When the item being entered is an entire issue of a serial, it is not

Necessary to specify inclusive pagination, as is appropriate for a single
article.

Exception: Current CIJE practice is to specify inclusive pagination
. for all records, including entire issues. See Examples.

Special Procedure for "Oneshot" Articles in CIJE

The CIJE Publisher needs to be able to identify "oneshot" items as distinct
from jtems coming from reguiarly covered journals. This facilitates the process
‘ of validating input against the Source Journal Authority File and of constructing
. the "Source Journal Index." Only the Clearinghouses know which items are "one-
shots" and this information must therefore be recorded at input time. The
information is, however, not useful to end users and can be eliminated from the
C{JE announcement and from the CIJE Master File. The form fer entering this

information is as follows: /‘
JNL::Wisconsin Law Review; v1980 né p1105-19 Feb 1980; oneshot

The word "oneshot" in the third subfield of the example above is used for

internal processing purposes, but is deleted prior to Master File update and
publication.
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JOURNAL CITATION

®

2.

SUMMARY OF SIGNIFICANT RULES

1. If the item being cataloged is a journal article or an issue of a serial

publication, the Journal Citation field should always be completed.

An entry in the Journal Citation field of RIE requires the cataloger to
make a corresponding entry of code 080 (Journal Article) or 022 (Serial
Issue) in the Publication Type field (See V.B.11.) However, in CIJE
processing the computer automatically assigns Publication Type code 080
to all CIJE records.

Journal Title should be entered in unabbreviated form, with the exception
that initial articles are dropped (e.g., The Atlantic Monthly = Atlantic
Monthly). Use the Source Journal Index as the authority for all approved
journal names. (If in doubt about the correct way to cite a new Journal
Title, use the standard periodical reference Ulrich's Guide to Periodicals.)
Journal Titles are entered in the first subfield of the field.

Information concerning the location of the article within the journal is
entered in the second subfield. Certain abbreviations are permitted in
this subfield for standard words such as Volume, Number, Pages, etc., and
for inclusive paginations containing repetitive digits.

The standard format for article location information is "v12 n34 p56-78
Jan 1989." For variations on this basic format caused by complex journal

_publishing patterns, see the Examples.

When the item being entered is an entire issue of a serial, it is not

neces?ary to specify inclusive pagination, as is appropriate for a single
article.

Exception: CIJE treats inclusive pagination as mandatory.

"Theme" titles applicable only to unique single issues of journals should not
be considered Journal Titles, but should be cataloged in the Title field (if
the entire issue is the accession) or the NOTE field (if an article in the
theme issue is the accession).

"Oneshot" journal articles should be identified by having the word "oneshot"
entered in the third subfield. It will be used for internal processing needs,
but will Tater be deleted from the journal announcement and from the Master
Files.

With rare exceptions, articles from journals and other serials are to be -
announced only in CIJE. Multiple announcement in both CIJE and RIE is not
permitted.

Revised February 1984
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EXAMPLES

Day of Month Given

Journal of Health & Human Behavior; v7 n3 p1221-34 Sep 5 1966
Issue Covers Multiple Months

Journal of the American Society for Information Science; v23 n5
p292-98 Sep-Oct 1972

Volume Only, No Number

Kentucky EngYish Bulletin; v16 p450-65 Fall 1966

Supplement
Counselor's Information Service; v33 n2 suppl 2 p20-25 May 1978

Special Issue (in 1ieu of volume/number)

Connections; spec iss 2 p7-9 Sep 1981
Multiple Numbers Assigned to One Issue

Remedial Reading Review; v14 n5-6 p32-35 Nov-Dec 1981
(NOTE: The form "Nov-Dec" must be used in lieu of "Nov/Dec")

Year Given as Span of Years

Adolescence; v6 n2 pl0-15 1981-82
(NOTE: The form "1981-82" must be used in lieu of "1961-1982")

Oneshot Article (CIJE Only)

Life; v82 n3 p24-30 Mar 19823 oneshot
Number Only, No Volume, Date Spans Months and Years

PRISE Newsletter; nll pl125-50 Sep-May 1979-80
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Series Designation in Lieu of Volume

Current Population Reports; Series P-27 n52 p7-9 Sep 1979

Part in Lieu of Number

British Journal of Educational Psychology; v50 pt5 p26-32 Feb 1980
Journal Title in A1l Capitals
CAUSE/EFFECT; v3 n3 p20-21 May 1980

Non-English Journal Title

Francais dans le Monde; v152 p32-33 Apr 1980

Continuing Pagination

Creative Computing; v7 n9 pl18,20,22,26-27,30,34-36 Sep 1981

Unusual Journal Title

onComputing; v2 n2 pl8-19 Sum 1980
Journal Title/Subtitle Combination

Alternative Higher Education: The Journal of Nontraditional Studies;
v4 nd p274-82 Sum 1980

Acronymic Journal Title

ADE Bulletin; n63 pl-9 Feb 1980
No Month in Date

Social Behavior and Personality; v7 nl p17-27 1979
Distinguishing Two Journals with Identical Titles

Adult Education
Adult Education (Londcn)
Theme Issue (with Theme Title "South iwerica Today")

RIE
NOTE::Theme issue with title "South America Today."

CIJE

JNL: :Reading Research Quarterly; (South America Today) v7 n2 pl-134

Apr 1982
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Entire Issue Entered as One Accession*

Nurse Educator; v17 v2 Jul 1982

Year Run of Serial Combined (by Clearinghouse) into One Accession*

Connect; v3 nl-4 Jan-Dec 1978

Scattered Issues Combined (by Clearinghouse) into One Accession*

Higher Education Review; v12 n1,3,7 Jan,Mar,dul 1980

Scattered Issues (Spanning Years) Combined (by Clearinghouse)
into One Accession*

Higher Education Review; v12 nl,3 Jan,Mar 1980 v13 62,7 Feb,Jul 1981

Exception: CIJE treats inclusive pagination as mandatory and
would incorporate total journal pagination in all
four of the above examples.

*Entire issues of serial publications (e.g., theme issues), or several issues
groups together (e.g., newsletter run), as one accession, are usually
restricted to RIE. Entries in CIJE tend to be for individual journal
articles, not entire issues or groups of issues.
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LANGUAGE OF DOCUMENT V.B.10
Data Element/Field - Language of Document
Data Entry Tag - LANG::
Field ID Number (Tape) - 76
Character Set - Alphabetic
Mandatory/Optional - Mandatory (if left blank and no
PROFILE language entered, computer program
inserts "English")
Subfields Permitted - Yes (Up to 5)
Field Length (Experience) - 5 (Min.); 46 (Max.); 7 (Av.)
Files - RIE (since January 1979, ED-157 988)
) CIJE (since January 1979, ED-186 218)
YRLCAL LANG: : English; French

This data element was added to the file beginning with the January 1979
issues of Resources in Education (RIE) (ED-157 988) and Current Index to Journals
in Education (CIJE) (EJ-186 218). Prior to that time the language of the
document was noted in unstructured, narrative form in the NOTE field, a
practice that has been discontinued. The purpose of this field is to permit
sea;chers to restrict their output to materials in the language(s) they can
utilize.

The language of the document is to be entered in the form of the full text of
the name of the language. An authority 1ist of the principal language names to be
employed is displayed in Figure V-9. These names correspond in format to those
appearing in the ERIC Thesaurus or Identifier Authority List, both of which may
also, therefore, be used as authority lists for this data element.

If the document is entirely in the English language, however, this field
should be left blank. The computer program will automatically write "English"
in this field if it is left blank and no foreign language is entered. The
purpose of this "default to English" is to save the Clearinghouses data entry
time, since the vast majority of ERIC accessions are English-language documents.
If the document is in English and one or more other languages, "English" must be
added to the field along with the other language(s).

Non-English documents carrying English abstracts (or abstracts in any
language other than the text) should not be considered to be English language
(or abstract language) documents. An abstract alone should not be used to
determine the language of the document.
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Documents that are instructional texts in one or mcre languages present a
special problem. Typically such documents are basically in English, but many
contain large amounts of material in the language being taught (usually in the
form of examples or passages to be read). Such a document should be cataloged
as in the language that its basic instructional text is in. The examples or
illustrative passages in a language-teaching document are not the basic
instructional text of the document and do not contain jts “message." They
would be meaningless without the accompanying text. As a rule, therefore,
language-teaching documents should not be cataloged as if they were actually in
the language being taught. The language being taught will rather be indexed
as the subject of the document.

The language of a document is its vehicle of communication and should not
be confused with a language that is a subject of a document. A language
being treated as a subject is indexed in the Descriptor field or Identifier field.
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Afrikaans
Akan
Albanian
Aleut
Amharic
Apache
Arabic
Armenian
Athapascan
Aymara
Azerbai jani
Baluchi
Basaa
Bashkir
Basque
Bemba
Bengali
Bielorussian
Bikol

Bini
Bulgarian
Buriat
Burmese
Burushaski
Cakchiquel
Cambodian
Cantonese
Cebuano
Chamorro
Cheremis
Cherokee
Chiluba
Chinese
Chinyanja
Choctaw
Chuvash
Cree
Czech
Dagur
Danish
Dusun

Dutch
Dyula
English
Esperanto
Estonian
Ewe
Finnish.
Foochow
French
Fulani

Ga

Ganda
Gbaya
German
Greek
Guarani
Gujarati
Gullah
Haida
Haitian Creole
Hausa
Hawaiian
Hebrew
Hindi
Hopi
Hualapai
Hungarian
Ibo

lgbo
}1ocano
Indonesian
Interlingua
Inupiagq
ltalian
Japanese
Javanese
Kabyle
Kannada
Kashmiri
Kinyaruanda
Kirghiz
Kirundi
Kituba

Korean

Kurdish

Lao

Latin

Latvian
Lingala
Lithuanian

Luo

Malagasy

Malay
Malayalam
Manchu
Mandarin Chinese
Mandingo
Maranao
Marathi
Mauritian Creole
Mende

Middle English
Mongolian
Mossi

Navajo

Nembe

Nepali
Norwegian
Ojibwa
Okinawan

01d English
Ossetic

. Ostyak

Panjabi
Papago
Pashto
Persian
Polish
Pomo
Portuguese
Quechua
Quiche
Riff
Rumanian
Russian

FIGURE V-9: LANGUAGE AUTHORITY LIST

Salish
Samoan
Sango
Sanskrit
Sara
Serbocroatian
Shona
Sierra Leone Creole
Singhalese
Siswati
Slovak
Slovenian
Somali
Spanish
Susu
Swahili
Swedish
Tagalog
Tajik
Tami 1
Tatar
Telugu
Thai
Tibetan
Tlingit
Turkish
Tzeltal
Tzotzil
Ukrainian
Urdu
Uzbek
Vietnamese
Visayan
Vogul
Welsh
Wolof
Yakut
Yiddish
Yoruba
Yucatec
Yupik
Yurak




LANGUAGE OF DOCUMENT

SUMMARY OF SIGNIFICANT RULES

1. Documents -in non-English languages (or in English and non-English
languages) must have the names of those languages entered in this
field (up to a limit of five).

2. If a document is entirely in the English language, this field should
be Teft blank. The computer will then insert the word "English" by
default.

3. Documents that are instructional texts in a given language should
generally not be described as in the language being taught.

4. The names of languages are entered in their full textual form and must
agree with the form of the name in the ERIC Thesaurus or Identifier
Authority List. {However, do not subdivide languages, e.g., Arabic
(Egyptian).)
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Document in English

Document in a Language
Other than English

Document in Multiple Languages
(one of which is English)
NOTE: Language names need
not be entered in any
particulaf order.

EXAMPLES
LANG: :
(NOTE: Field to be left blank
in cataloging)
LANG: :French

LANG: : English; French; German;
Russian; Spanish
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PUBLICATION TYPE V.B.11
Data Element/Field - Publication Type
Data Entry Tag - PUBTYPE::
Field ID Number (Tape) - 19
Character Set - Numeric
Mandatory/Optional - Mandatory
PROFILE Subfields Permitted - Yes (up to 3)
field Length (Experience) - 3 (Min.); 9 (Max.); (4 Av.)
Files - RIE (since September 1974,
ED-090 358)
CIJE (since August 1979;
EJ-199 007)
TYPICAL PUBTYPE::150; 143; 160
ENTRY

The Publication Type field is designed to carry up to three 3-digit numeric
codes, each designating a broad category or type of document or literature. It
is emphasized that the purpose of the field is to describe the form of the document
itself, not the subject of the document.

The numeric codes, and the categories they represent, are displayed in two
figures. Figure V-11 is a summary listing of the codes and their meanings. Figure
V-12 provides detailed Scope Notes and examples of documents in each type. In
addition, Figure V-13 is an alphabetic index leading the cataloger from various
types of publications to the most appropriate category (or categories).

This is a mandatory data element and is to be included in the cataloging
for both RIE and CIJE.

Basic Concept of Form Tagging

The Categories that appear in the Publication Type list are intended to
describe the organization or form of a document, as contrasted to the subject
content of a document. For example, a bibliography, a directory, a dissertation,

a regulation, a test, a teacher guide, are all particular ways in which information
on a topic may be arranged, organized, presented, displayed, otc., for the user.
‘ Knowing that an item is expressed in one of these forms may tell the user something
about the uses to which it can be put, but tells the user nothing about the
dis;ip]ine, science, research/problem area, or social concern that is being dealt
with.
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Some categories are more abstract than others. The categories "Books,"
"Journal Articles," and "Speeches" are virtually "empty containers" in which
anything might reside and in which any topic (or other form, for that matter)
can be found. The categories "Dissertations" and "Tests," on the other hand,
are not so "empty" and communicate much more information about the organization
and structure the user will find in such an item. Nonetheless, the information
communicated still pertains strictly to the ordanization/display/array/layout/
treatment/structure/form of the material and not to any subject matter that it
may address.

The different levels of form categories create a complex situation. A
given item may be a "Journal Article," but it may also be a "Research Report."
A "Book" may also be a compilation of "Statistical Data." In order to resolve
this problem, it is necessary to permit the cataloger to make multiple category
assignments. Up to three form assignments are permitted. However, most documents
will not require that many and can be categorized adequately with one or two codes.

It is crucial, however, for the cataloger to keep in mind that Publication/
Document Type deals with form and not content. To assign the category "Biblio-
graphies" is to say that an item is organized as a bibliography; it is not
necessarily about bibliographies. To assign an item the category "Reference
Materials" is to say that it is either wholly or substantially a reference
document; it is not necessarily about reference. :

Virtually all of the category names have the potential of referring to
content. For example, it is possible to conceive of a research report the subject
of which is the bibliometry of journal articles. For this reason, most of the
category names can also be found to exist as Descriptors in the ERIC Thesaurus ,
or as authorized Identifiers in the Ideniifier Authority List.

Application

The present Publication Type categorization scheme is designed to supplement
Descriptor indexing, not to replace it. Descriptors assigned to a document
identify a variety of useful information about the item (e.g., subject content,
educational Tevel dealt with, age level dealt with, validation status, research
methodology employed, tests utilized, form of document, etc.). However, the
exact function that each Descriptor is actually performing in this regard is
not noted in ERIC or for that matter in most Descriptor indexing systems (systems
employing "roles" are the exception).

Descriptors (keywords, index terms, subject headings, etc.) have become the
most common way of accessing the literature, and retrieval systems are generally
designed to rapidly manipulate these small units of language. Retrieval problems
can arise when the user wishes to distinguish documents about a topic, e.g.,
Tests, from those that actually are Tests. The Publication Type code is intended
to provide a means for the user to make this distinction, while at the same time
not interfering with the assignment of the useful word tags (i.e., Descriptors)
on which most retrieval operations are based.
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in cases of complex documents, up to three categories may be assigned. NOTE: The

The Publication Type categories provide for the partition of the file into 36
broad segments. Every document in RIE and every journal article in CIJE must be
assigned a PUBTYPE code. In many cases, one category will be sufficient; however,

computer system automatically assigns 080 (Journal Article) to all CIJE records.
No action is required by the cataloger to assign this code to CIJE records.

In most instances, a Descriptor (e.q., DIARIES) describing the form or type

of the document will be assigned to the Descr ptor field as a minor Descriptor.
However, certain specific exceptions to this rule have been establish-d: WFen.the
Descriptor is synonymous with or corresponds essentially to the Pubtype Category
(e.g., SPEECHES, BOOKS, DIRECTORIES), that Descriptor may not be assigned to the
Descriptor Field, unless the Descriptor also represents the subject of the document.
For example, a speech about preparing for college would be assigned Pubtype Code
150 (Paper presented at...) and perhaps a Descriptor 1ike COLLEGE BOUND STUDENTS;
but a2 speech about how to actually give speeches would be assigned Pubtype Ccde
150, and the Descriptor SPEECHES would then legitimately be assigned in the
Descriptor Field to describe the item's subject matter.

The Descriptors that correspond exactly to publication type categories, or
that are considered sufficiently parallel to Publication Type categories that
they should not be used as index terms unless they reflect subject matter, are
flagged in the ERIC Thesaurus and carry the followiny note in the Scope Note
area of the Thesaurus entry: "Note: Corresponds to PUBTYPE Code . Do not
use except as the subject of a document." There are 22 Descriptors that carry ]
the warning; they are listed below along with their corresponding PUBTYPE codes.

PUBTYPE

DESCRIPTOR CODE
AUDIOVISUAL AIDS 100
BIBLIOGRAPHIES 131
BOOKS 010
COMPUTER SOFTWARE 101 i
CONFERENCE PAPERS 150
CONFERENCE PROCEEDINGS 021
DICTIONARIES 134
DIRECTORIES 132
DOCTORAL DISSERTATIONS 041
GUIDES 050
MASTERS THESES 042
MULTILINGUAL MATERIALS 171
PRACTICUM PAPERS 043
REFERENCE MATERIALS 130
REPORTS 140
RESEARCH REPORTS 143
SERIALS 022
SPEECHES 150
STATISTICAL DATA 110
TESTS 160
THESES 040
VOCABULARY 134

FIGURE V-10: DESCRIPTORS CORRESPONDING WITH
PUBLICATION TYPE CATEGORIES

Revised February 1984
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1.

SUMMARY OF SIGNIFICANT RULES

Publication Type is a mandatory data element for all RIE and CIJE input.
At least one code must be assigned to each record; a maximum of three
may be assigned.

Publication Type codes designate the form of the document, not its
subject ma:ter.

Certain Descriptors (see Figure V-10) that are identical to the names of
Publication Type categories (e.g., Tests) should not be used at all in
indexing unless they clearly represent the subject matter of the document.
A1l other Descriptors that represent form (e.g., Diaries) should
generally be used in indexing as minor terms.

In CIJE, the Publication Type code 080 (Journal Articles) will be assigned
automatically by the computer system to all records.

Entire conference proceedings (code 021) should be distinguished from
individual conference papers (code 150). Entire issues of serials

gcode 022; should be distinguished from individual articles from serials
code 080). Either code 080 or 022 should be assigned to every record
containing an entry in the Journal Citation field.

A1l ERIC Clearinghouse Publications should be assigned Publication
Type 071.
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PUBLICATION TYPE

EXAMPLES

® A Bibliography

(NOTE: Code 131 = Reference Works - Bibliographies)

® A Script for.Use in a Dramatics Class

(NOTE: Code 030
Code 051

Creative Works
Instructional Materials)

o A Paper Presented at the Annual Meeting of the
X Soc1et¥, Reporting on Research and Containing
a Copy of a Survey Instrument Sent to 5,000
Scientists

(NOTE: Code 150 = Papers presented at...
Code 143 = Research Reports
Code 160 = Questionnaires)

I

® An ERIC Clearinghouse Publication
will have a Clearinghouse as either
nstitution or Sponsor)

PUBTYPE::131

PUBTYPE::030; 051

PUBTYPE::150; 143; 160

PUBTYPE: :071
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CODE PUBLICATION TYPES .
010 BOOKS
COLLECTED WORKS
020 ~General
073 —Conference Proceedings (See also 150)
02 —Serisis
030 CREATIVE WORKS (Literature, Drama, Fine Arts)
DISSERTATIONS/THESES
040 —Undetermined
041 —Doctoral Dissertations
042 —Masters Theses
043 —Practicum Papers
GUIDES
050 —General
~Classroom Use
051 —For Learner (Instructional Materials)
052 —For Teecher {Teaching Guides)
05S —Non-Classroom Use (For Administrative and Support Staff, Teachers, Parents, Clergy, Researchers)
080 HISTORICAL MATERIALS
070 INFORMATION ANALYSES (Literature Reviews, State-Of-The-Art Papers)
on = ERIC Clearinghouse Publications
080 JOURNAL ARTICLES (Assigned Automatically by Computer System to All CIJE Records)
090 LEGAL/LEGISLATIVE/REGULATORY MATERIALS
100 AUDIOVISUAL/NON-PRINT MATERIALS
101 = Computer Programs (Actual programs, in any form, including code listings)
110 STATISTICAL DATA {Numerical/Quantitativa)
120 VIEWPQINTS {Opinion Papers, Position Papers, Essays, etc.)
REFERENCE MATERIALS
130 —General
13 —Bibliographies
132 ~Directories/Catalogs
133 —Geographic Materials
14 —Vocabularies/ Classifications/ Dictionaries/Glossarias
REPORTS
140 —General
141 —Descriptive {Program/Project Descriptions)
142 ~Evaluative/Feasibility
143 ~Research/Technical
150 SPEECHES, CONFERENCE PAPERS (Individual) (See aiso 021)
160 TESTS, EVALUATION INSTRUMENTS
170 TRANSLATIONS
171 - Multilingual/Bilingual Materials
999 OTHER/MISCELLANEOUS (Not Classifiable Elsewhers)

(Avoid use of this category, if at all possible)

FIGURE V-11: PUBLICATION TYPES AN" CODES
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SCOPR/OEMNITION coot TYPRICATEGORY SCOPH/OLFNITION
Pure form or “emgty comminer.” 080 MSTORICAL ! roviews, b " oret
Should sise be cowgerised when pesslile MATERIALS histery primery e
" g documenmstion,
ool works, werke,
materisls of mined or diverse charecier of muhiple on INFORMATION Set-of-the-art summaries (comprohensive
focus. ANALYSES owel, trend “Whet
{Lisoroture roviews, roneerch 00vs . . .," “Whet we pressntly know in &
L of sute-of-the-ert ven sres.”
98, coloqui pepers) on
Workshaps, CONQresses, eic. findings and net simply on biblisgraphic Ciotens,
k oo 9 smvire 9 the of the and
condereness. Sheuirt slse be categorized slsewhers mmmmmmm
when possible. biblagraphiss.
‘ 1. vt - NOTE: See sise B1LIOGAAPHIES (131).
howspspers, collections of articies, sections of (4] - ERIC C» EN Pr by the ERIC Cleanngt
joumals. Publications {or any other of the ERIC 8
Does net inchude numbers in » monographic senes.
For indindual journel snicies uee JOURNAL NOTE: Sheuld siee be comgerieed sleswhere, when
ARTICLES t080Y opropriete.
Poowry, Kterecy works, sessys, novels, thort s100iee, oo JOURNAL Pure form or “empty coneiner.”
::uumc.mmm u-eo'-nt.h-v ARTICLES Should sise be cargericed sleowhere when possbie
children’s stones, fickon, proverbe, faceties, ) .
MMWMM NOTE: £or entire Joumnc” issuss use SERIALS (022).
Assigned Automatically by Computer System to of
Wm.mm scensnoe CUL Aecords.
mewes, SCNPLS, theatre Peces. muscal scores,
belets. 080 LEGAL/ L logisiath 98 oné voos
1 spocioh oy LEGISLATIVE/ lopisiotive repons, congromi phrediviod
sleo INSTRUCTIONAL ML TERIALS (081). ',L'fr‘&!"d&' Y acven, lebbying ”“:n popers.
DISSERTATIONS/ O theess, pepers. Court Cosss, COUrTOOm Sestimen ;. o(.Jrt JJecision,
THESES logel decinene, legel
000 | —Underermuned Rogui Puistery srmcy (o o
reguistion).
o =Docrorsl Codes, admmniswsive codes, codes of Sudent
Dweertatone behevior, sgreements, rulss, pelicy ststements,
mester Diars, (medel). collecty
042 | ~Moswrs Thesse 9roenamis, and other materisls geveming the
behevior of verious greups.
09 [ —Pracocum Peoen Stonderds (0.3.. ANS!, 180, FIVS). Soeoiicesons.
e | cuoes M oned for ana s by el s, !
—Generst other Student, 108Cher, SAMANELTAtvE OF SUPPOrt Exacutive Orders, Federal Roguater pronouncements.
personnel ) - 100 | AUDIOVISUAL, | Nonannt meda, sudavieus s, fims, o,
. nto those ntended for classroom use and those not mg - ho »
wiended for cleesroom use. photographs, posers, medels, fiig cherts, e pneering
Use the genersl categary only when the document drawings, flow chens, designs, plane, eec.
doss not fall ;n one of the subcaregones below.
081 -t Use. s " tots, Graphic/puctonsl ané other nen-print representstions,
M N Mlﬁmm Mw;n.uuifwnfm‘cwumw
(For Lesmen tesmng or colletersl mitenel 10 8 beasc printed decume..
et '::‘:;" of 10 = Computer Actust computer programs in sny (0rm, @.G.
o " lmhormrm. Programs Hoppv diska, tape casseties, code Hstings, eic.
'o'mmeamm;'mon
. <0 STATISTICAL N 3 dum, st
082 -C Use C QuIdes, course OUthnet, unts of study, DATA (Nu nencel, compistions, dets aggregetions, tebles.
Teschng Guides | lesson plene, tsachmg guides, leader guides, quantitatv), etc.} CAUTION 00 not overwes. Use unly when quent-
{For Teschent of behy i obyectiv dve dode & present m lerge epgre-
inciude R Guides even it e petons, a.9.. ss m NCES decuments. The
combmation of other types, ¢ g . Dwectones. 0uNe Presence of QuINNtve dele m
Sdbographiss. Reseerch Reports is net sufficient to
Matensls intended 86 Quides for the rescher— they cotegonze hece.
May contam instructional matensis, sample - .
examnetions, SuQYested leemmng actvites, etc. L :ginw:?urs w’”"‘"’:“'!""’m"""
mwmmmm"mw papers, . T ” and
oo ) s, etc) snower delogues, trarecrion.
085 —Non-C Toch 10r wupport 3nd sdmnetraton, e g . how Eseays. SNt $1pONROrY/ SDECUISIONY PODIrS, ““think™
Use (For (] teachyr w10 conch pleces, pleces, crith interpe
A 0 guides for o) odnorisls. Dros and cons.
Suppon Sut, | e, NOTE: T for oo be
:wmrm Monusie, , handdooks ~ ntendsd to cawgonzed under LEGAL/LEGISLATIVE/
orents. Clorgy, | peovide substantve wiarmabon On “What exists” or REGULATORY MATERIALS (080).
2"“""‘"’-"‘ “How 98 do " for the evicationsl support
. 10 RESENENCE 0 h use, 88
m Non-Clemroom | brochures, . notces MATERIALS materisls desgned for COver-to-cover reeding #nd
treatng Of expisenng vanous factudl matters within =Genersi study
the educancnel community, ¢ g.. types of 1obs {Contrved)
svaiable.
Gundes ntended for 1eachens, but not drectty related
10 mstruction ¢ g . bios for better pacent conferences

FIGURE V-12:

PUBLICATION TYPE CATEGORTES AND THEIR DEFINITIONS
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ERIC

Aruitoxt provided by Eic:

bﬂ TYPUCATEGORY SCOPLOEFINITION COOE TYPEICATEGORY SCOPE/OEFINITION
I 10 REFENENCE 1Contrved) Q2 - Evalatvey Studws evaluating . ot of
Cont ) § MATERIALS Fout specisl knds of reference matwnais have been in. Foasbity ACH0oN. Or the Mers of & PErICUISr proguct, DOCess,
- Genersl drvdudlly eotablehed a8 subcategores and shouild t2 Of progy Studws of feesdity of 8 gven course of
iCont ) ueet when 80propnete 8107, Svak of Toot A
Use the genersl category only when the document Stud d toward king and con-
d0es 1Ot foll i ONe Of the SVDCLEGONeS below corned with judgments rather (han genershiatons
Proter REPORTS — RESEARCH (143: of study contams
| -semp Sbopreotes. fimograches. decograptes. an. argeel research.
notated ibkographies. bosk catalogs, book ists,
0 fcom of). to 143 - Ressarch/ Ongmat 18308¢Ch, techrucal resesrch, reports, studws,
bibkograpiuc matenals, topcat hstmgs of vanous Techncal OmOrICal results, €10enMental-Statebesl studws,
mede matensie : Surveys, Case studws, theory testing, Systematic n.
inciude bidkog o90dys, | toyt: veshgations, seekmg 1acts and‘or genershzable pnn-
DUt of), Quides 10 or descnptions of the interature in & ciples. .
teid EMphase on kzng o formal
NOTE For ) tybing the sub dengn, but may mciude mformel reports and verbal
of the kterature use INFORMATION presentatons of such efforts,
ANALYSES 1070 or 0712 Inchude for dod h
22 = Drectones o] otp . etc
Caelogs Membersh ksts. Tables of Contents 150 SPEECHES. Add Lectures. Papers at
Include reference works deskng with orgemzations! CONFERENCE Pure 10rm of “"empty contamer ** Should slso be
nstnutions PAPERS gotized when o
Caratoge of products, luts and arrays of “things. NOTE: Reserved for sngie papers. For entwe CON-
8 g.. pesudonyms, job . s0urces, FERENCE PROCEEDINGS use 021,
2Cronyms. Zbbreviasons, Nc.
For bishograpiee catsiogs. use SIBLIOGRAPHIES 180 TESTS. Q tosts, . eveh and
" EVALUATION o tost |
Selacton crtens wit ekmnate most cataloge INSTRUMENTS of rents, pole { 3
tools, 9 b 1atng scales,
3 «Geographc Atioses, o geoy charts, canograp test manuais, etc.
Meterisis MaNnals. Meps. 20mng chans, school dutnct Maps CAUTION" Do not overuse Use oriy when entwe .
L t s oy "
1 Vi \ [+ buk 9Y.
Clagert ok th word term hsts. phwese books. m TRANSLATIONS To b0 sppied 1 any dosument Yeruiasd from is erigral
Oxctonanes T fased Puage "o ¢ sesend languag. The usual esse wit be o
eraistion ime Engligh Mem an ergingl nen-Engloh tet, It
10 AEPORTS Theoe spacrhic kinds of reporrs have been ndriduaity Y wensiston sluatens sise apply.
=General S512blshed 26 subrategones and thould be used
when P Avord mutt 9 wethin Should ales be when
thes Ca%egOry when possible
Use the general category only when the teport does m
b - el whese nalude o Nearequive-
rot faln one of the subcategones Bhnguel lont infernianen in WO or More langueges.
Marerials
10 «Descrdtve Propect . program d reports of
organuational actvites, “This is how we do st " Clasuly sioruiers whon pessbis.
"What 1 do i my class ~ Oescriptions of systams,
CAUTION: Op nat Manss. NInoquvalont conient in oo
Drocedures. Of Practices « actud! cases 0 Mere larnguopes (catvebens of & Soes o
0 of signel events, / Oforsnt ianguages. mast loregn lenguage letesks. o)
. | L of actuat Shouid be saciuded rem ¥ug comgery
and occurrences.
Descrnbve works of vanous types
999 OTHER items not classdiable nto the other categones, e g.,
Includis annual 1eports (of 0rgamzenons). yearbooks MISCELLANEOUS vitse, Duzries, elc
#:ater NEPORTS - RESEARCH (143) o study contans (Not Classifiable
ongnail esearch Elsewhaers)

FIGURE V-12

PUBLICATION TYPE CATEGORIES AND THEIR DEFINITIONS (CONTINUED)
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PUSTYPE CODE PUBTYPE CODE PUSTYPE CODE
MOST PUBLICATION TYPE MOST PUBLICATION TYPE MOST
PUBLICATION TYPE
APPUICABLE APPLICABLE APPLICABLE
' Adovecn 13t Fimographes 13t 1Phonogreoh Records 100
e Pamevetrone Gusbes 058 Fim 100 Protographs 100
Annosseed Shlegreshves 3 Fimtros 100 Postry 030
Annual Reports 4 Flow Chavts 100 Pomton Papers 120
Anower Koys 10 Forengn Language Boots 0101120 @ Practicum Papecs 043
Anower Shoos 10 Forspn Language Fims 100 11704 Program Descrotions 4
Amhologes a0 Foregn Language Peroasis 2 Program Evaluaton 2
[Archivel Cocuments) o0 Program Guides W
Atiesss 13 Games 999 or 05t Program Propossis W
Avsadec Recordngs 100 Glosanes ] {Programea Teats] 010 and 05t
Avétpe Aecordngs 10 Groem 100 Pusties =)
BAusevaue Ace 100 Guisenes 050 or 052 o7 088
Autobuagrophes o ® Guons 050 or 081 or 052 Questicinaves 19
or 085
.lm Mawnais | :37'1 Heanngs 0%0 Ranng Scaes ',g
Sographicsl Inventones 080 1132) [Hstoncel Reviews] 080 [Recommendations | o 080
Sogrestes o Records IForms) 100 or 110 o¢
(Bookimts] 13t Hustranons 100 Jrove
®800ke o Indeses 130 o 11 @ Reference Materals 130 101
Sook Revews o7 Iinformation Ansiyses: 070 or ON1 {Regulatons) %0
Sulers el Instructional Matenals 081 ®Reports 140
[Brlews! 030 Irtervews 120 or 160 Nessarch Methodology Guides! 058
ttem Brnks 160 Aesesrch Propossis Ll
Cartoons 100 (030} ®Ressarch Aeports 1
Case Recorde t41 or 143 or 140 1Journat Antcissi 080 R R {Pubk N 070
Case Stuses Wior 1o 140 1Joumes) @ Resource Matenats 030 or 081 or 052
Coviege id 1Judcial Motens: 0% or 055
Chaets 100 Scholary Journsts g
Check Lists 130 or 180 nescops Recordngs 100 T-hcol Newspapers
(Childrens 8ooksl 010, 030 X e Schowl Publications Document
Chidrens Literature 010. 030 Laboratoy Manuals 081 Dependent
Chronecies 080 (0200 (Language Guides| 051 00 10 (1700 Serots @0
Castion indenes il Large Type Matenals 08t ® Senshs 2
(Class Newspapers| 2 Leaders Guides 082 Short Stones 00
(Classroom Garmes) 051 1100} (Locture] 150 1051 Skdes 100
[Clessroom Matensks] 05t or 052 ILogal Analyss! 0%0 Specificatons 030
Codes of Ethcs 030 Legmistion 0 ®Speeches 150
Comucs (M. Ncztons) 030 Letson Plans o082 Standards 080
Compu:ter Ouiput Microtim 10 Letters (Correspondence) 00 State of the At Reviews (]
Computer Programs 101 (Lnarsture Gudes! m ®Statsncal Dats 110
(Concordances! - Uterature Reviews 131 10700 Student Publications Document
y ®Conferance Pagers 150 {Lobbywg Papsrs) 080 and 120 Oependent
@Conference Procesdngs ot Study Gurdes 081
(Conference Summanes! ! Magnetic Tape Cassettes 100 Surveys 180 o0 13
Contracts 030 Magnetc Tapes 100
Course Descrotions 052 or 050 or 05t (Manuals! 050 or 081 or 052 Tables (Data) 10
|Courtroom Transcnptsl 030 o 055 Tolng Books 100
(Creatrve Worksi 030 Maps 1B Tace Recordings 100
Cunculum Gundes 052 or 050 or DS Master Plans 80 {Taxonomyl ™
(Master Tapes audiol] 100 Teaching Guides 082
(Data Shests] 100110 ®Mastors Thoses o2 ITechmical Reports] I}
Disgrams 100 Matnces 100 Test Reviews 1]
Dunes 120 060 or 030) Microforms 100 oTests 180
#Dictionanes 134 Modets 100 or 143 Textdooks 010 and 051
{Dictronsry Catalogs! w ®Mutboguel Meterals ) Thessun 134
®Dret et Muscsl Matenaisi 030 @ Theses o0
(Dciine Codest %0 {Tranacrots (interveewi] 12
Oncogroohes R Negoneton Agresments 0% [Tranacrots (Legal} o
$0octoral Dusertatons o Newsietters 02 [Teanscriots (Orat Haatoryl 00
Documaentanes 100 L1413 Newspapers pons
Orame 00 Nonprnt Meds 100 Videodec Recordngs 100
Eortons w Opvons 12 —oraps Aecorinas ot
Encyclopedies 120 10rat Mistory Transcrpts! 080
IERIC 1APS] on
Eseoys 120 o 030 Pamphiets Oocument a:::;. ::
LEvaiustion Studwe] 2 Dependent Worneenns pi
(Parent Guides) 035
Facity Gudebnes 056 Patents 0%
Faculty Hendbooks 085 Panodicais o2 Yearbooks ez
Foanbiny Studes 14 Permuted Indeses 130 or 131
POOTNOTES: 1 Al terms not in brackets have been selected from the ERIC Thesaurus
2 Conventons A or B = one Or the Other Category «# approprate depending on item
A and B= two categones are approprate
A (BY = 2second category might be appropriate, depending on item
M = categary and 1erm are synony Mous. Term should be used in descrptor fald only when it denotes subject Matter
3 Thase terms hike ail other Descr ptors :dentfying the form or type of a8 document, should be used as magpor Descrigtors onty when thay
represent the subject of the document «n hand
FIGLRE V-13: GUIDE FOR ASSIGNING PUBTYPE CODES (A CROSS-REFERENCE FROM
SPECIFIC KINDS OF DOCUMENTS TO MOST APPLICABLE PUEBLICATION
TYPE CODE) {Bracketed terms a:e not Descriptors)
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DESCRIPTORS

DESCRIPTORS V.B.12

Data Element/Field Descriptors

Data Entry Tag - DESC::

Field ID Number (Tape) 35

Character Set Alphabetic, Numeric, Special

PROFILE (Parentheses only)
Mandatory/Optional - Mandatory (at least one Major)
Subfields Permitted - Yes
Field Length (Experience) - 10 (Min.); 699 (Max.); 218 (Av.)
Files - RIE and CIJE
DESC::*Reading Diagnosis; Reading Tests; *Beginning

TYPICAL Reading; Kindergarten; Grade 1; *Visual Discrimination;

ENTRY Reading Research; *Predictive Validity; Eye Hand
Coordination; Handwriting; Spelling; Primary Education

This field is reserved for the entry of valid Descriptors, which are defined
as indexable (Main) terms appearing in the Thesmurus of ERIC Descriptors. Other
terms that appear in the Thesaurus, such as Used For references (from Synonyms
to Main Terms) and Invalid Descriptors (former Descriptors that have been
discontinued and that have their "life span" indicated by beginning and ending
dates in parentheses), may not be used in this field. Subject indexing terms
that do not appear in any form in the ERIC Thesaurus may be entered in the
Identifier field (See V.B.24), provided they follow the guidelines in Section VIII,
Part 2 of this manual.

Instructions for Indexing appear in Section VII of this manual.

Instructions for introducing new Descriptors appear in Section VIII, Part 1
of this manual.

Indexing Depth

The depth of indexing given a document (i.e., number of terms assigned)
depends upon the significance of the document, its scope, its size, and, to a
lesser extent, the subject area, so it is not possible to ejther require a fixed
number of terms or to set any absolute maximum. However, as a general guide, the
average number of terms assigned each document in KIE is slightly more than
eleven (11), and this is a reasonable average. Some documents will require more
terms for adequate indexing, and many (if not most) will require fewer. Since
RIE documents are, on the average, considerably longer than articles in CIJE,
the number of terms assigred to documents is usually greater than the number
assigned to articles. Th: ave*age number of terms assigned an article in CIJE

V-89




S me Amtmamre tew s & T

DESCRIPTORS

g

is seven (7). Use of the most specific applicabfe Descriptors will generally
permit staying within limits.

Major Descriptors

Major Descriptors are those that indicate the major subjects of the
document/article. Major Descriptors are tagged with a preceding asterisk (*)
on the resume form (and in the computer record). A1l index terms not preceded
by an asterisk are automatically considered "Minor" for that document. Any
index term may be Major or Minor, depending on the document.

The purpose of tagging Major Descriptors is to:

¢ Identify those Descriptors that are to become entries in the RIE/CIJE
printed Subject Indexes. Since at least one Major Descriptor must be
assigned to each record, this ensures at least one subject route to
the record via the printed indexes. The rule restricting the total
number of major indexing terms is necessary in order to keep the printed
indexes from becoming excessively large.

¢ Identify the principal subject(s) in the document/article for usars
scanning resumes (in RIE/CIJE, on microfiche, or on computer terminals),
thereby providing information helpful in the evaluation and determination
of relevant references.

o Permit discrimination in computer searching between major and minor
subject indexing.

AT LEAST ONE MAJOR DESCRIPTOR MUST BE ASSIGNED. The guidelines allow
either of two situations.

1. a maximum of 6 Major Descriptors and 1 Major Identifier; or
2. a maximum of 5 Major Descriptors and 2 Major Identifiers.

AT NO TIME IS THE NUMBER OF MAJOR DESCRIPTORS TO EXCEED SIX (6), EVEN IF NO
MAJOR IDENTIFIERS ARE USED. The total number of all MAJOR indexing terms
(Descriptors and Identifiers together) may not exceed seven (7).

Educational Leveling Terms

A1 documents and articles must be tagged with Descriptors indicating the
educational level they deal with, if they deal with such a level. (See Section
VII, item I.3.a.(1) of this manuall)

Publication Type Terms

Descriptors that duplicate exactly the names of Publication Type categories,
should not be used as index terms (either Major or Minor) unless the.concept
is the subject of the document (and not just its form). The 22 Descriptors
SO IiTited are discussed in greater detail in Section VII, item I.3.d of this
manual.

Revised February 1984
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Format

Each Descriptor, except the last, is followed by a semicolon (the
standard subfield delimiter) and a space.

The only punctuation permitted in the Descriptor field (other than -

the subfield delimiter) are’parentheses, which are used to set off
parenthetica} qualifying phrases.

There is not requirement for any particular order or sequence of
Descriptors, and Major Descriptors do not have a precede Minor
Descriptors, or vice versa.

Descriptors are to be spelled exactly as they appear in the most
recent edition of the Thesamurus (Working Copy). Spacing of multi-
word Descriptors must conform precisely to that in the Thesaurus,
e.g. "Check Lists" not "Checklists"; "Programing (Broadcast)" not
“Programming (Broadcast)"; "Postsecondary Education” not

"Post Secondary Education.”

Descriptors are normally entered with the first letter of each word
capitalized. Articles, prepositions, and conjunctions are not
capitalized when used in Descriptors, unless they appear as the
first word, e.g., "Adjustment (to Environment)", "Food and Drug
Inspectors," "0ff the Job Training" (see Figure VII-10.)

The formally published edition of the Thesaurus is prepared in
upper and lower case. The internal computer-printed "Working

Copy" edition is, however, printed in all upper case and terms
must, therefore, be converted manually to upper/lower case format
by the indexer at the time of indexing. One should index from the
"Working Copy" since the formally published edition becomes rapidly
out-of-date.
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DESCRIPTORS

SUMMARY OF SIGNIFICANT RULES

The rules for the selection of Descriptors in the indexing process are

for the structuring of new Descriptors not yet in the Thesaurus are covered in
detail in Section VIII, Part 1 of the EPM, dealing with “Vocabulary Development

pertaining to the data entry of Descriptors.
1. Descriptors used in the indexirg process must be in the Thesaurus of ERIC
recent Working Copy edition 0f the Thesaurus.

2. Descriptors expressing the "major" subject matters of a document/article
must be preceded by an asterisk (*) in order to distinguish them from the

subject indexes.

3. At least one (1) major Descriptor must be assigned to each ERIC record; not
more than five (5) major Descriptors are permitted for each record (six if

the total number of Descriptors that can be used to index a given record;
the average for RIE is around eleven (11) per document.

‘ 4. Multiple Descriptors are separated by semicolons, followed by a space.

5. If a document is concerned with a particular educational (grade/academic)
level, the indexer must provide a Descriptor indexing the document to that

6. Descriptors are written with initial capital letters. Except when used as
the initial word, articles, prepositions, and conjunctions are not
capitalized in a Descriptor.

7. Descriptors are written without punctuation or special characters, with the
sole exception being parentheses (to enclose a qualifier).

8. Descriptors that duplicate exactly the names of Publication Type categories
should not be used as index terms (either Major or Minor) unless the
concept is the subject of the documen. (and not just its form). (The 22
Descriptors so limited are listed in Figure V-10.)

9. There is no requirement for Descriptors to be entered in any particular
order or sequence, i.e., Descriptors do not have to be entered in alphabetic
sequence and Major Descriptors do not have to precede Minor Descriptors,

" or vice versa.

covered in detail in Section VII of the EPM, dealing with “Indexing." The rules

and Maintenance." Therefore, the rules covered here have been restricted to those

Deseriptors and must be spelled and spaced exactly as they appear in the most

less substantial or "minor" topics, and to designate entries for the printed

only one or no major Identifier is used). There is, however, no upper 1imit on

Tevel. (See list of mandatory educational-level Descriptors in Figure VII-2).
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ABSTRACT/ANNOTATION

ABSTRACT/ANNOTATION V.8.13
Data Element/Fiel. - Abstract/Annotation
Data Entry Tag - ABST::
Field ID Number (Tape) - 44
Character Set - Alphabetic, Numeric, Special
Mandatory/Optional - RIE (Mandatory)
) CIJE §Optiona1{
PROFILE Subfields Permitted - No

Field Length (Experience) - RIE =21 (Min.); 3,045 (Max.);
1,011 (Av.)

CIJE—3(Min.); 720 (Max.);
235 (Av.)

Files - RIE and CIJE

ABST: :Negative preconceptions about the disadvantaged often

TYPICAL hinder the effectiveness of teachers and administrators in

ENTRY schools in culturally depressed areas. Most disadvantaged

(RIE) children are not hostile or unresponsive, nor do they need
special discipline. They and their parents often have high,

even unrealistic, educational aspirations. Teachers should

encourage in the children the self-discipline that leads to

academic success, wWitich, in turn, would break the self-fulfilling

prophecies of failure. (AA)

TYPICAL ABST::Discusses the characteristics of written composition that
ENTRE) can be applied to successful speech communication. (HTH)
ClJ

Abstracts for RIE are preferably of the Informative type, in which the
abstract actually contains some of the information transmitted by the document
and stands as a small scale substitute for the entire document. Certain kinds
of documents require Indicative abstracts, in which the abstract serves as a
Table of Contents, telling the user what may be found in the document, but
without substantive detail. Mixed Informative/Indicative abstracts are
permitted in selected situations. Abstracts are limited to approximately

200 words.

Annotations for CIJE journal articles are not mandatory, but are strongly
recommended and should always be prepared whenever the title is not adequately
ggplangtory of the contents of the item. Annotations are limited to approximately

words.
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ABSTRACT/ANNOTATION

Discussions of the rules and requirements for preparing Abstracts (for
RIE) and Annotations (for CIJE) are contained in detail in Section VI of the
EPM and should be consulted there. The following rules restrict themselves
to matters pertaining to theé preparation of the Abstract/Annotation data in
machine-readable form and to the kinds of data that should not be in the
Abstract/Arnotation.

Revised February 1984
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ABSTRACT/ANNOTATION

SUMMARY OF SIGNIFICANT RULES

Abstracts for RIE documents are to be of the Informative type, whenever the
document type permits, and are limited to approximately 200 words.

Annotations for CIJE journal articles are limited to approximately 50 words.

Do not use hyphens, dashes, or slashes at the end of a 1ine. The computer
system assumes a space is appropriate after every word ending a line.

Do not use the underline, superscripts, subscripts, or italics. The underline
and italics can be substituted for by quotation marks. Superscripts and
subscripts must be changed to linear equivalents, e.g.,

—10° = 10 to the fifth power.
-—-L10 = L sub ten.

Do not put non-abstract data in the Abstract. Specifically, the following
kinds of information should be avoided in the Abstract and placed instead
in the Descriptive Note field, or other appropriate field:

—Related document references (use NOTE field). When related
documents are cited in the Note field it is not necessary to
repeat this information in the Abstract (and vice versa).

—Marginal legibility notzs {use NOTE field).

—-Preparing Institution or Sponsoring Agency information (avoid
duplicating information already in the INST or SPON fields)

—Repetition of the Title (avoid duplicating information already
in the TITLE field)

In general, do not use abbreviations (e.g., state names) in ghe abstract.
However, acronyms, once defined at their initial appearance in the record,
may later be used by themselves.

Use double parentheses when enumerating a 1ist of items, e.g.:
(1) ; (2) ; (3)

When doing a Tist of chapters or papers in an Indicative abstract, take
particular care with author names. Authors do not like to have their names
misspelled.
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ABSTRACT/ANNOTATION

: 9. At the end of the abstract, place the initials of the abstractor in
‘ parentheses, e.g., "(JB)." If an author abstract is utilized, place
the word “(Author)" in parenthesas at the end of the abstract. Please

note that the occasional use, by the abstractor, of the author's
terminology in an abstract does not make it an author abstract. If an
author abstract is utilized in modified form, use a combination of the
two elements in the format "(Author/Jg)."

10. Punctuation in the Abstract should be done in accordance with the normal
rules of English usage. The semicolon does not function in this field
as a subfield delimiter.

11. If the existence of a bibljography in the document is felt worthy of
special mention in the abstract, then it is helpful to the user to at the
same time indicate the size of that bibliography, e.g., "A 57-item
bibliography of additional readings on the topic of autism is appended."
If a significant bibliography has not been mentioned in the abstract, but
the cataloger feels that it is worthy of note, the information (including
size) mey be provided via the Descriptive Note field (see EPM, v-133).

Q Revised February 1984
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PERSONAL AUTHOR

PERSONAL AUTHOR V.B.14
Data Element/Field - Personal Author
Data Entry Tag - AUTH::
Field ID Number (Tape) - 27
PROFILE Character Set - Alphabetic, Numeric, Special
_Mandatory/Optional - Optional

Subfields Permitted Yes (Maximum of 2)
Field Length (Experience) 4 (Min.); 64 (Max.); 23 (Av.)
Files - RIE and CIJE

EmgégAL AUTH: :Burns, James F.; Harris, Walter T.

The entry(ies) in this field should be the name(s) of the person(s) who
performed the research and/or wrote the report. If the personal author(s) is
(are) not clearly identified by a word such as "Author(s)" or "By," the entry
should be determined by selecting a name(s) from the cover, title page, or
elsewhere in the report, in the following order of precedence:

(1) Unaccompanied by any qualifying words, but by location, may be assumed to
be the author(s) of the document.

Identified as the person(s) preparing the document.

)
(3) Identified as the principal investigator(s).
) Identified as compiler(s) or editor(s).

)

Identified as person(s) submitti