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University of Missouri 
School of Information Science & Learning Technologies 

 
SYLLABUS 

ISLT 7302 ORGANIZATION OF INFORMATION 
Spring Semester 2012 

 
Instructor: Dr. Heather Lea Moulaison 
Office: 221o Townsend Hall 
Office telephone: 573.882.8323 
Email: moulaisonhe@missouri.edu 
Twitter: @libacat  
Skype: heather.moulaison 
Office hours: By appointment

Course: Organization of Information 
Section: 3 (St. Louis) 
Blackboard: login at https://courses.missouri.edu/  
MEETING PLACE: West County Computer Center 
Room G 
12837 Flushing Meadows Road 
St. Louis, MO  63131  

 
IN PERSON CLASS MEETINGS: Jan. 24, Feb. 21, Mar. 6, Apr. 24, 2012 from 6:00-8:00 p.m.  
 

COURSE OVERVIEW 
 
In a broad sense, this course will familiarize students with the concept of organization of recorded 
information and the role it plays in human activities. The course addresses organization of information in 
the context of historical developments in Western Civilization. The students will learn about several ways 
to encode records (e.g., MARC, SGML, HTML and XML) and about the systems designed for searching and 
retrieving records. The course will also provide an introduction to the characteristics of metadata and 
metadata schemas. 
 
Course objectives 
• Explain the conceptual and theoretical frameworks for organizing and retrieving information;  
• Demonstrate an understanding of information organization systems and their objectives; 
• Understand the nature, attributes, structures, and varieties of information objects and the various 

tools used to create descriptions and representations;  
• Develop an appreciation for the problematic nature of determining content attributes of information 

objects, including subject, form, genre, audience, etc.; 
• Understand structures, formats and standards;  
• Understand the implications of technological changes for organizing information.  
 
Course logistics 
This is a web-assisted course, accessible through the Blackboard course management website. The 

course also includes five scheduled face-to-face meetings. The weekly course cycle is from Monday 
to Saturday.  All students are expected to participate in all course activities in the same weekly 
cycle.   

 
Required readings 
1. Taylor, A., & Joudrey, D. N. (2009). The organization of information (3rd. ed.). Westport, Connecticut: 

Libraries Unlimited. 
2. Selected assigned articles, listed on BlackBoard under Weekly Course Materials and accessible 

electronically on the course website. 
3. Weekly PowerPoint presentations available on BlackBoard under Course Materials.    

mailto:moulaisonhe@missouri.edu
https://courses.missouri.edu/
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STUDENT EVALUATION 
 
Short Paper 
Points: 75 
Due: Saturday, February 4, midnight. 
Description:  A short paper (3-5 pages double-spaced pages) addressing organization of information in 

different contemporary and historical contexts. 
 
Online Assessment #1 
Points: 100 
Description: This assessment will be conducted online on Blackboard. It will consist of quiz-type 

questions (multiple choice, true/false) and several short answer questions covering chapters 1-4 
from Taylor & Joudrey. The assessment will be available from Feb. 15-18, 2012. Students will have 
60 minutes to complete it.  

 
Online Assessment #2  
Points: 125 
Description: This assessment will be conducted online on Blackboard. It will consist of quiz-type 

questions (multiple choice, true/false) and several short answer questions covering chapters 5-8 
from Taylor & Joudrey. The assessment will be available from Mar. 21-24, 2012. Students will have 
90 minutes to complete it. 

 
Group Project: Issues & trends in organization of information (oral and PowerPoint presentation)  
Points: 100 
Due: Oral presentation -- during Week 14 F2F meeting (Apr. 24, 2012); PowerPoint presentation is due 

Apr. 23, 2012, midnight. 
Description: Working in groups of 2-3 students, students will discuss a current issue related to 

organization of information. The issue can be identified by students and approved by the instructor 
or selected from the list that will be provided. The grade is based on the 10 minute long oral 
presentation and PowerPoint presentation (12-15 slides). 

 
Participation 
Points: 100 
Description: Students will get 10 points for participation in each of the four face-to-face meetings (total 

40 points). Also, during six “online participation” designated weeks (see the schedule below) 
students are required to make at least two substantive postings to the weekly discussion board 
(total 60 points). A substantive posting is one that adds value to discussion, such as insightful 
comments and requests for clarification supported by references to the course readings, external 
readings and students’ personal experiences.  These postings should be between 50-150 words long 
and should address only one major topic to facilitate reading and responding of other discussion 
participants. Each posting should include a short subject line that clearly identifies the topic of the 
posting. 

 
Grade calculation. The final letter grade will be assigned based on the following scale: 
93-100% of points = A 
80-92% of points = B 
70-79% of points = C 
less than 69 % of points = F 
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Student Evaluation, continued 
 
This course will not be using the +/- grading option. For general information about grading, see the MU 
Graduate College’s Grading & Credit Policies web page: 
http://gradschool.missouri.edu/policies/progress/grading/ 
 
 

COURSE POLICIES 
 

1. All assignments must adhere to APA (American Psychological Association) publication manual, 6th ed. 
2.  Since all assignments will adhere to APA style guidelines, they must be typed in a 12 point font, 

double spaced, and written using a gender-inclusive (i.e., his/her, he/she) language. A cover page 
with the name of the student, assignment number, and the name of the course is required.  

3. This is an online course with an in-person component. Please submit all your assignments on time. 
Late submissions will be deducted 1/3 of points for each day they are late. In the event of an 
emergency, the student must contact the instructor as soon as possible.  

4. The instructor will provide assistance upon the student's inquiry. However, the student is responsible 
for his/her own effort to complete the assignments.  

5. Students are required to participate in the weekly online discussion (two messages required during 
each week with online participation). The weekly course cycle starts on Monday at noon and ends 
on Saturday at midnight.  Any absence or lateness will affect the class participation grade. 

6. The instructor welcomes feedback from the class.  
 
Preparation 
As with other graduate-level classes, students are expected to spend on average at least 12-15 hours per 
week on this class. Students with little experience in organization of information may find they need to 
spend additional time on preparation to feel comfortable with the topic. Therefore, this class represents 
a substantial time commitment, much of which is in the form of readings and assignments. Students are 
advised to be aware of this necessary time commitment and to schedule their semesters accordingly. If 
you do not have roughly 15 hours in the week to devote to Organization of Information, you will be 
shortchanging yourself and your degree, and I do not recommend taking this class at this time. 
 
Citations 
As students of Library and Information Science, students of Cataloging must respect the intellectual 
property of others by citing resources that inform their work using APA 6th formatting. This includes 
providing citations in parentheses in text. Standing on the shoulders of giants does not make you a bad 
student; in fact, it makes you a better one if done correctly.  
 
Instructor Availability 
While I will always strive to respond to your messages (in Blackboard, email, Twitter DM, or Skype, or via 
telephone) as soon as possible, I reserve the right to go off the grid between 10 p.m. and 10 a.m. You can 
certainly expect a response within 24 hours unless I am traveling out of the country. Please understand, 
however, that the response will not likely come between 10 p.m. and 10 a.m. 
 
  

http://gradschool.missouri.edu/policies/progress/grading/
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Course Policies, continued 
 
Academic Dishonesty 
Academic integrity is fundamental to the activities and principles of a university. All members of the 
academic community must be confident that each person's work has been responsibly and honorably 
acquired, developed, and presented. Any effort to gain an advantage not given to all students is 
dishonest whether or not the effort is successful. The academic community regards breaches of the 
academic integrity rules as extremely serious matters. Sanctions for such a breach may include academic 
sanctions from the instructor, including failing the course for any violation, to disciplinary sanctions 
ranging from probation to expulsion. When in doubt about plagiarism, paraphrasing, quoting, 
collaboration, or any other form of cheating, consult the course instructor. 
 
For Students with Disabilities 
If you anticipate barriers related to the format or requirements of this course, if you have emergency 
medical information to share, or if you need to make arrangements in case the building must be 
evacuated during F2F meetings, please let your instructor know as soon as possible.  If disability related 
accommodations are necessary (for example, a note taker, extended time on exams, captioning), please 
register with the Office of Disability Services (http://disabilityservices.missouri.edu), S5 Memorial Union, 
882-4696, and then notify your instructor of your eligibility for reasonable accommodations. For other 
MU resources for students with disabilities, click on "Disability Resources" on the MU homepage.  
 
Executive Order 38, Academic Inquiry, Course Discussion, and Privacy 
University of Missouri System Executive Order No. 38 lays out principles regarding the sanctity of 
classroom discussions at the university. The policy is described fully in Section 200.015 of the Collected 
Rules and Regulations. In this class, students may not make audio or video recordings of course activity, 
except students permitted to record as an accommodation under Section 240.040 of the Collected Rules. 
All other students who record and/or distribute audio or video recordings of class activity are subject to 
discipline in accordance with provisions of Section 200.020 of the Collected Rules and Regulations of the 
University of Missouri pertaining to student conduct matters. 
 
 

ORGANIZATION OF THE COURSE WEBSITE ON BLACKBOARD 
 
ANNOUNCEMENTS:  Information of general importance to all the students in the course (news, 
reminders, changes, etc.).  
 
DISCUSSION BOARD: Student postings in “Weekly Discussion” forum will count towards course 
participation.  Two topics will be assigned for discussion each week and students are required to post 
two substantive messages during each week designated in the syllabus as “online participation.” 
Questions about course logistics should be posted in “General Discussion” forum and will not count 
towards class participation. 
 
INSTRUCTOR: Contact information for your instructor.  
 
SYLLABUS: "All in one" document with course description and objectives, required readings, assignment 
descriptions, grading procedures, and a tentative course schedule. NOTE: The Syllabus document is 
posted at the beginning of the semester and its contents will not be updated. Any modifications to the 
class will be posted in the ANNOUNCEMENTS. 
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Organization, continued 
 
COURSE MATERIALS: Readings and other materials relevant to the successful mastering of the course, 
organized by week.  
 
ASSIGNMENTS:  Links to the online assessments and course assignments that will be posted. This section 
of the website will be also used to submit your assignments.  
 
COMMUNICATION:  Area where students can communicate with other students and the instructor. Use 
“Send email” for sending email to your instructor. Please provide your first and last name in the body of 
the email. 
 
GROUPS: Area where group workspace (private discussion board, file sharing, chat) can be created for 
student groups. Let your instructor know if you would like to have one. 
 
MY GRADES: A place where you can view your grades after they become posted. 
 
TOOLS: Various tools provided by BlackBoard. 
 
 

TENTATIVE COURSE SCHEDULE: January 17 -May 3, 2012 

The weekly course cycle starts on Monday at noon and ends on Saturday at midnight. 

 

Week Weekly Topics  Due 

Week 1: 
Jan. 17-21 

 Chapter 1, Organization of Recorded Information 
 

Student 
Introductions 

Week 2: 
Jan. 23-28 
 

Face-to-face meeting 1 (Jan. 24, 2012) 

 Course overview 

 Chapter 2, Retrieval Tools 

Participation 
Check #1 (F2F) 

Week 3: 
Jan. 30- Feb. 4 

 Chapter 3, Development of the Organization of Recorded 
Information in Western Civilization 

Participation 
check #2 (Online) 
 
Short paper due 
Saturday, Feb. 4, 
midnight 

Week 4:  
Feb. 6-11 

 Chapter 4, Metadata  

 Online Assessment #1 Review 

Participation 
check #3 (Online) 

Week 5:  
Feb. 13-18 

 Online 
Assessment #1 
Feb. 15-18  

Week 6:  
Feb. 20-26 
 

Face-to-face meeting 2 (Feb. 21, 2012) 

 Chapter 5, Encoding Standards 

Participation 
check #4 (F2F) 

Week 7:   Chapter 6, Systems & System Design Participation 
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Feb. 27-Mar 3 check #5 (Online) 

Week 8:  
Mar. 5-10 

Face-to-face meeting 3 (Mar. 6, 2012) 

 Chapter 7 Metadata: Description  

 OCLC Demonstration 

Participation 
check #6 (F2F) 

Week 9:  
Mar. 12-17 

 Chapter 8, Metadata: Access & Authority Control 

 Online Assessment #2 Review 

Participation 
check #7 (Online) 

Week 10: 
Mar. 19-24 
 

 Online 
Assessment #2 
Mar. 21-24 

Spring Break (March 24 – April 2, 2012) 

Week 11:  
Apr. 2-7 

 Chapter 9, Subject Analysis 

 Appendix A: Subject Analysis 

 Group work 

Participation 
check #8 (Online) 

Week 12:  
Apr. 9-14 

 Chapter 10, Vocabulary Control 

 Group work 

Participation 
check #9 (Online) 

Week 13:  
Apr. 16-21 

 Chapter 11, Categorization  

 Group work 

 
 

Week 14  
Apr. 23-28  

Face-to-face meeting 4 (Apr. 24, 2012) 

 Oral presentation of group projects  

 Course evaluation 

Participation 
check #10 (F2F) 
 
PPT presentations 
due Apr. 23, 2012, 
midnight 

Week 15:  
Apr. 30-May 3 

 Course Wrap-up   

 


