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Dewey Decimal Classification System (TO2) 

 

Cataloguing and Indexing Course (T01) 
 

Rationale 

The vast increase in library collection has made browsing and finding item/s almost 

impossible without an efficient and systematic arrangement or classification of the 

materials. Libraries of whatever types have an obligation to serve and satisfy their users 

whether it be a simple enquiries such as requesting for a photocopy or perhaps in 

assisting the user/s to find item/s they needed available in their collections. 

One of the most essential tools to serve the user/s effectively is the systematic 

arrangement of materials using a simple and easy to understand classification system. 

In Negara Brunei Darussalam, the Dewey Decimal Classification System (DDC) is the 

most popular and widely used by the majority of libraries.  

Due to the arising needs by librarians to learn and understand the way the Dewey 

Decimal Classification is assigned to their collections, The Brunei Darussalam Library 

Association (BLA) is organizing a workshop on The use of Dewey Decimal Classification 

System to classify library materials 

This is a four days workshop. Participants must have at least knowledge in using Dewey 

Decimal Classification System. The mode of the workshop is interactively and a 

practical approach will be applied for them to be able to comprehend the methodology 

of DDC system.   

At the end of the workshop participants will be able to 

1. to understand the concept and structure of Dewey Decimal Classification system 

2. to understand the theory and principles of the Dewey Decimal Classification scheme 

3. to gain knowledge “know how” in classifying library materials 

 (Day One) 

 

7.30-8.00 am  - Registration 

8.15 -9.55 am - Introduction to library classification systems 

10.00 -10.30 am - Refreshments 

10.35 - 11.55 am - Library classification system rules 

  - Introduction to Dewey Decimal Classification system 

12.00 - 1.15 pm - Lunch break 

1.30 - 4.15 pm - Methodology in classifying library materials using DDC 

  - Use of DDC summaries 

  - Use of DDC Relative Index 

- Practical exercises [Finding base number using DDC    

summaries and Relative Index 

4.30 pm  - Session end 

 

 (Day Two) 

 

8.15 - 9.55 am - Methodology in getting DDC number from the schedule 

    Practical exercises 

10.00 - 10.30 am - Refreshments 

10-35 - 11.55 am - Number building process in DDC 

  - Understanding Tables of Subdivisions 1 - 6 

  - Table 1 - Standard of Subdivisions 

- Adding number from Table 1 to base number in the schedule 

12.00 - 1.15 pm - Lunch break 

1.30 - 4.15 pm - Practical exercises [DDC number from schedule + Table 1 +  

    Index] 

4.30 pm  - Session end 
 

 

 

(Day Three) 

                                                    

8.15 - 9.55 am - Use of Table 2 : Geographic areas, Historical 

periods, persons 

   - DDC numbers 900-999 

10.00 - 10.30 am  - Refreshments 

10.35 - 11.55 am                                     -Practical exercises [Numbers from schedule + Table 

1 + Table 2] 

12.00 - 1.15 pm  - Lunch break 

1.30 - 4.15 pm  - Use of Standard Subdivisions for Table 3 - 

   - Schedule + Table 3A & 3B - Practical Exercises 

4.30 pm   - Session end  

 
(Day Four) 

 

7.30-8.00 am   - Registration 

815 - 9.55 am  - Use of Table 4 - Standard Subdivision For Individual 

      Languages 

- Use of Table 6 - Standard Subdivision for 

Languages 

   - DDC number 400-499 

   - Practical Exercises 

10.00 - 10.30 am  - Refreshments 

10.35 - 11.55 am  - Use of Table 5 - Ethnic and National Groups 

   - Number building - Schedule + Schedule 

12.00 - 1.15 pm  - Lunch break 

1.30 - 3.30 pm  - Practical exercises  

4.30 pm   - Session end 

 

Target Audience 

 Librarians, Teacher Librarians, Information Professionals, Archivists, and interested 

individuals 

 

Conducted  By    

Pg Hj Mohd Shahminan Pg Hj Sulaiman  

Chief Librarian 

Ministry of Education 

 

Fees 

B$150 per course per participant inclusive of course handouts. At the end of the workshop 

participant will be awarded with a „Certificate of Attendance‟. Payments can only be made 

by cash or cheque payable to “ Persatuan Perpustakaan Kebangsaan Negara Brunei 

Darussalam”. 

 

Organiser: BLA 

Venue: To be confirmed  

Date: 26-29 April 2010 

 

Contact Details 

Tel/Fax.: 2222330 or  Tel: 2461020 ext 1310 

Email: pobox.bla@gmail.com or puspathani@gmail.com 

 

Important Notes 

 Please note that by attending this course will entitle each applicant to 

some PDS points (this requires BLA membership) 

 Discounts will be given only to registered BLA members who have paid 

up their annual fees 2010. 

 Course will start promptly at : 8.15am - 12.00pm and 1.45pm - 

4.30pm ; Lunchbreak : 12.00pm to 1.45pm. 

 Registration of attendance will be at 7.45am and 1.30pm. 

 BLA  must be notified and completed application forms with full 

payment must reach BLA by Tuesday, 20 April 2010.  

 Course application forms can be downloaded from the BLA 

website :  http://www.bruneilibraryassociation.wordpress.com 
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