Lecture 5: Notes
Finding  information:  And how to deal with it?

Overview

In order to complete your thesis you will need to be familiar  with the main texts that have been written on your topic. This lecture will help you to think about how can you find out what texts to read and how to access them?
Review points
1. One of the most important tasks that you have to undertake in the early stages of research is a review of the literature relating to your research problem. Careful consideration at this stage is crucial, as the way you organize your note-aking and information storage will have repercussions in terms of both the management of your time and the quality of your results and written reports in the subsequent stages of the research process. 
2. Your reading will help you to become aware of how others have dealt with topics in your research subject, and of what knowledge they have acquired, and of how to collect data appropriate to your research problem. 

3. The  process should focus on the following three questions:

a. Where is the information to be found?
This deals with specific sources of books, journals and written reports, and reproduction such as microfiche, CD-ROM and the Internet, that can be found in, or obtained through, the library. 
b. What should be done with the information?
This deals with critical analysis of the literature reviewd, the writing of notes, and the assembley and organization of the relevant data, so that they can be retrieved at later stages of the research process without the need to return to the information sources because of an unanticipated gap in the information assembled.
c. What use to be made of the information?
It considers the techniques involved in writing literature reviews, reports, chapters or papers, based on the material accumulated in your database of notes, whereby the information related to the research problem can be put together in a consistent and scholarly way.
4. Sources of information: the university, college or specialist professional library is likely to be the most valuable starting point for seeking information. It provides access to a wide range of material, including, books containing background information, reports of research studies, periodicals, technical reports and Academic theses
5. Bibliographic aids and indexes: these are the indexes, cataloguesand other bibliographic tools which enable you to trace the secondary sources you require.
6. Secondary resources: These consist of the ‘literature’ of your subject, i.e. the books, journal articles, reports and research papers which you need to find for the information you require for your research.
7. Library catalogues:

These are usually restricted to the bibliographical details of items in the library’s collection, and their numbering on the library’s shelves. Most library catalogues are now offered on computer, and are often referred to as online public access catalogues (OPACs). 

8. Journal of abstracts

They appear at regular intervals and commonly comprise catalogues of bibliograqphical details (journal title, issue number, date, author/title of article ect) of journal articles. They are devoted to journals in individual subject areas. Additionally there are publications which catalogue other document types, such as dissertations or conference proceedings. Entries are often arranged in broad subject groups, with a key word index. 

9. Index journals: they are similar to journals of abstracts, but do not contain summaries of articles. They often contain key words as part of the entry, to indicate the content of the article.

10. Bibliographies: These are lists of references on specific subjects. They are often oublished in response to demand or as the by-product of research. These are often useful to researchers, and can be found via library catalogue. 
11. Bibliographic database: Most books and many abstract and index journals are now available in bibliographic database form for key word searching. 
12. The internet:
With thousands of pages being added every day, the World Wide Web (WWW) is the biggest single source of information in the world. However, the content is of extremely variable quality and the biggest challenge when using it is to track down good quality material. Careful use of search terms helps to eliminate the trash. 

13. Types of search engines: it is worth knowing the different ways that search engines work, so that you can use them to your best advantage and are aware of their limitations. There are four basic types—free text, index based, multi-search and intelligent agents. 
14. Evaluating web sources: Anyone can add pages to the WWW, so how can you judge if the information you have found is reliable.There are seven tests you can make to judge the quality of the contents.
a. Is the website accurate?

b. What authority is it based? Find out who authored the pages—

c. Is it biased?

d. How detailed is the information?

e. Is it out of date?

f. Have you cross-checked? Compare the contents with other sources of information

g. Have you tried pre-evaluated ‘subject gateways’? the information on these sites has been vetted by experts in the relevant subjects, so can be relied upon to be of high quality. Try BUBL Link (www.bubl.ac.uk/link/)
15. Search techniques: searches rely on single words or a combination of several words. Every subject will contain several crucial terms that distinguish it from other subjects, so the trick is to select these. 
a. It is usually possible to narrow your search by indicating place and time, where these are relevant

b. Adding a *to words or parts of words automatically widens the search parameters in the form of wildcards. For example, ‘automa*’ will find all the words starting with that stem ,e.g. automation, automatic, automaton etc. 
c. Symbol into a word takes care of different spelling versions e.g. ‘labo*r’ will find labour and labor.

d. Boolean logic is a fancy word for the techni1que of using connecting words such as ‘and’, ‘or’, ‘not’. These refine the search by defining more closely what you want to include or not. 

16. Dealing with information

a. Reading techniques

b. Stages of reading

c. Note-taking

d. Collecting and ordering notes

e. Essential information to record notes

f. Critical reading skills

