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1 Purpose and Audience of the document

This document provides:

· Definition of the Enterprise Topic Classification Scheme 

· Description of its purpose and structure 

· International standards and derived principles related to managing and maintaining the scheme

· Logical and physical data models, data sets, data classes

· Business rules for implementing and using the scheme

· Governance model and processes

· Overview of the change management process

This document is for:

· Subject matter experts, sector managers, thematic groups and other business stewards who are interested in the description, coverage and value of the Topic Classification Scheme
· Information managers and information custodians who are interested in the international standards and principles for creating and maintaining the Topic Classification Scheme

· Information professions who are interested in the classification scheme for categorizing any kind of information and data

· Systems developers and database managers who are interested in the business rules for consumption of Topic Classification Scheme values

· Content creators, managers and publishers who are interested in use of the Topic Classification Scheme in classifying information assets

This document is not intended to instruct individuals in classification or categorization practices.  It is assumed that individuals using the Topic Classification Scheme and these Best Practices have an understanding of classification practice. 

2 Description of the Enterprise Topic Scheme
2.0 Definition of the Enterprise Topic Scheme 

The Enterprise Topic Classification Scheme is a hierarchical classification scheme which provides a representation of the Bank’s knowledge domains, subject areas, and areas of expertise.  The Topic Classification Scheme is a conceptual model of the knowledge domains in which the Bank works and builds knowledge.  The scheme is used to classify Bank’s information to support interoperability across systems, across organizational units within the Bank, with other organizations, and across types of information.
The Enterprise Topic Scheme enables us to:
· Promote, publish and syndicate information assets by a topical perspective
· Categorize information assets by Topics

· Build topical browse and navigation structures

· Support topical contextualization of search

2.1 Value of the Enterprise Topic Scheme
Over the history of the World Bank, there have been many representations of the Bank’s areas of expertise.   Examples of those representations include:

· Economic sectors (Project Outcomes, Major Sectors and Sectors)
· Thematic areas (Network focus)

· Subject areas of publication collections (Library collections)

· Web site navigation and browse structures (Intranet publishing taxonomies)

· Personal areas of expertise

No one of these representations was comprehensive or exhaustive, though.  Each is designed to serve a specific purpose or support a specific application.  The Enterprise Topic Classification Scheme provides an enterprise-wide, application-independent framework for describing the all of the Bank’s areas of expertise and knowledge domains, current as well as historical, regardless of the source or type of information.  The Enterprise Topical Classification Scheme is an institutional master reference source which is designed to support all of these functions. 

2.2 Structure of the Enterprise Topic Scheme
The purpose of the Enterprise Topic Scheme is to provide a structure that describes the Bank’s knowledge base or subject areas in which the Bank works.     

The primary design foundation for the Enterprise Topic Scheme the identification and inclusion of all of the Bank’s knowledge domains.  The secondary design foundation is the logical grouping of knowledge subdomains to domains.  The scheme is made up of three levels; where each level is a disaggregation of the higher domain:

· Topics [Level 1]
· Subtopics [Level 2]
· Subsubtopics [Level 3]
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Topics represent the organization’s primary knowledge domains.  For example, Agriculture, Education, Transportation, Energy, Environment, etc.  
Subtopics.  The second level categories represent knowledge subdomains.  Each subdomain is a logical subset of a primary knowledge domain.   For example, Education subtopics include:  Primary Education, Secondary Education, Tertiary Education, Education Finance, Early Childhood Education, etc. 

Subsubtopics The third level categories represent fine grained knowledge subdomains.  Knowledge subsubdomains are logical subsets of subdomains.  For example, Community Participation in Primary Education, Primary Education Basic Skills, Primary Repetition and Drop-Out, and Universal Primary Education.   
A topic classification scheme is different from a thesaurus in two ways:  (a) a classification scheme defines sets of objects (i.e. in this case content objects) which have similar characteristics and constitute a class, whereas a thesaurus describes how concepts which may be referenced in an object relate to one another;  and (b) the relationships between classes in a scheme take the form of whole/part only, and the relationships in a thesaurus may take many additional semantic forms.  

3 Governance Process for the Enterprise Topic Scheme
3.0 Governance Model

The World Bank owns the Enterprise Topic Scheme.  The governance model for the Enterprise Topic Scheme addresses the strategic and tactical issues associated with managing an enterprise master data asset.  The governance model for the Enterprise Topic Scheme is based on a participatory model which involves business stewards, business consumers, as well as custodians and technical experts.  The roles and responsibilities derive from the enterprise’s Information Governance Roles.  

The governance model has five primary actors:

· Business Stewards- representing the knowledge domains (i.e. stewards of the subject areas, knowledge subdomains and subsubdomains)

· Data Management Program
· Information Custodians of the Scheme

· Technical Stewards
· Business Consumers
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Figure 2.  

Topic Scheme Governance Model


The roles and responsibilities of these actors are defined in the Bank’s Information Governance model.  Proposed roles and responsibilities for the Enterprise Topical Classification Scheme are described in detail below.

Figure 3.  

Topic Classification Scheme Roles and Qualifications
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3.0.1 Business Stewards 

Who Are Business Stewards?  Business stewards are defined for each level of the classification scheme:.  
· There is no single business steward for a Topic.  Rather, topic stewards include all of the stewards of the subtopics and subsubtopics which are mapped to the topic domain.  Topic governance resembles a community of practice.
· Stewards of Subtopics and Subsubtopics may include subject experts, sector managers, thematic groups, organizational units, libraries, or communities of interest.  Ideally, multiple, cross-functional viewpoints on a subtopic are represented by the business stewards.  There must be at least one business steward for a subtopic or subsubtopic.  Subtopic and subsubtopic stewards are de facto Topic stewards.  
· Business stewards represent diverse content sources and stores.  For example, we would expect to have stewards representing data, communications, images, photographs, multimedia as well as stewards representing traditional document and publication sources.

· The Information Quality team may act as a surrogate business steward for a subtopic or subsubtopic where (1) the subtopic or subsubtopic has recently emerged as important to the institution while not promoted by an explicit steward, or (2) the subtopic or subsubtopic is historically or otherwise important to the institution though the original steward is no longer actively engaged.  

Business Stewards are responsible for: 

1. Ensuring the coverage and currency of the Scheme

2. Informing Custodians when changes are made to topics, subtopics or subsubtopics
3. Making requests for new categories, as well as changes to the Topic Classification Scheme
4. Defining, reviewing, and approving business definitions and rules (e.g., name, description, valid values, etc) for Topics

5. Facilitating resolution of definitional issues that cut across topicall boundaries

6. Collaboratively with Information Custodians, define the topical structure 

7. Collaboratively with Information Custodians, define best practices and guidelines for the Enterprise Topic Scheme
8. Collaboratively with Information Custodians, enable tracking of change requests

9. Define and/or apply quality standards in the knowledge domain to ensure comprehensiveness, accuracy, integrity and accessibility of information/data

10. Helping to promote the use of the Enterprise Topic Scheme in their respective domains

11. Educating constituents about standards, policies and procedures for accessing and using information from the topical perspective. 

12. Updating and correcting data and information in institutional systems in a timely manner.

13. Communicating concerns, issues and problems with the Scheme to the individuals that can influence change.

14. Advocating for process or procedural improvements to enhance and ensure the goodness of the Enterprise Topic Scheme
3.0.2 Data Management Program

Who Makes Up the Data Management Program?  The Data Management Program is authorized by the CIO.  Data management program responsibilities are currently supported by the Information Quality Group.  

Data Management Program is responsible for:

1. Providing overall guidance, prioritization and policy related to the Enterprise Topic Scheme 

2. Ensuring that decisions about changes to the Topic Classification principles are the grounded in the principles and best practices;

3. Establishing and implementing quality standards and procedures to ensure that data and reference sources are managed consistent with the needs and requirements of business stewards, custodians, technical stewards and business consumers

4. Implementing the management, use, protection and retention policy recommendations defined by the Topic Classification Scheme Custodians and the Topic Classification Scheme Stewards

5. Peer reviewing and authorizing the Topic Classification Scheme Principles and Best Practices document

6. Define and coordinate data stewardship guidelines and best practices for the Enterprise Topic Scheme 

7. Ensuring the availability of resources to support the publication and accessibility of the Topic Classification Scheme 

8. Provision of support to all governance agents by facilitating and arbitrating variations or disagreements which cannot be resolved through routine governance processes

3.0.3 Information Custodians

Who Are Topic Classification Scheme Custodians?  Information Quality Group performs the role and responsibilities of Topic Classification Scheme Custodian.

Topic Classification Scheme Custodians are responsible for:

1. Collaboratively with business stewards and technical stewards, define quality standards and monitor information quality.  Work with Business Stewards to resolve data quality issues

2. Managing Enterprise Topic Scheme data definitions, domain value specifications and business rule specifications

3. Developing and maintaining logical and conceptual models for manipulation, modification and reporting purposes

4. Defining and maintaining the Topic Classification Scheme Principles and Best Practices, including maintaining a publishable copy of the Topic Classification Scheme, with all of the tracings and change notes on the Intranet 

5. Monitoring the use of the Scheme according to the Topic Classification Scheme Guiding Principles in institutional systems

6. Ensuring that the proper Topic Classification Scheme principles and practices are incorporated into the project CMM life cycle where data standards and elements are defined and implemented

7. Managing the annual evaluation of the scheme; conducting periodic audits of Topic Classification Scheme in institutional applications

8. Maintaining the Topic Classification Scheme data classes in Metadata Manager

9. Overseeing the change management process, including:

a. evaluating new requests for changes in the Topical Classification Scheme

b. communicating changes in the Topical Classification Scheme to the Business Stewards

c. Defining and developing structures to maintain and publish history of changes to data structures and data values

10. Identifying new opportunities for use of the Topic Classification Scheme across the Enterprise to improve information management practices

11. Promoting awareness and use of the Topic Classification Scheme.

12. Ensure that retention plans, business continuity, disaster recovery and security plans are defined and executed for the Topic Classification Scheme.  

13. Executing appropriate backup procedures for the Topic Classification Scheme
14. Collaboratively with Business Stewards and Technical Stewards, establishing and controlling access to the Enterprise Topic Scheme; providing the Technical Steward with access security guidelines

3.0.4 Technical Stewards

Who Are Technical Stewards?  Enterprise-level Database Administrators 

Technical Stewards are responsible for safeguarding and maintaining the security and integrity of the Enterprise Topic Scheme.  Specifically, Technical Stewards are responsible for:

1. Providing and revoking access to the authoritative Topic Classification Scheme per appropriate management review

2. Implementing access security for the Topic Classification Scheme working with the Topic Classification Scheme custodians

3. Determining the methods and level of access based on the sensitivity of the Topic Classification Scheme
4. Implementing business continuity, disaster recovery and security protection for the Topic Classification Scheme
5. ensuring the accuracy, integrity and integration capability of the Topic Classification Scheme Scheme (at the data set and data class level; through the development of functional widgets that support subscription, access)

6. Communicating security, business continuity, disclosure, disposition requirements to applications consuming the Topic Classification Scheme
7. Providing the technical infrastructure to support the data or reference source

8. Developing and maintaining physical information models for manipulation, modification and reporting purposes based on business requirements and logical models developed by the Information Custodians

9. Generating physical database Scheme, perform database tuning, create database backups, plan for database capacity and implement data security requirements

10. Maintaining and archive data and reference sources according to World Bank retention policies

11. Developing code to implement the business rules, data quality monitoring and measurement tools

12. Developing functional widgets that support subscription of and access to data and reference sources

13. Producing audit reports on data and reference source quality.  Maintain reporting tools for application audits and set up periodic reporting on data quality

3.0.5 Business Consumers

Who Are Business Consumers?  Business Consumers include:

· Application Administrators - ISG
 and other system administrators throughout the Bank who implement the Scheme.  

· Content Creators throughout the organization;

· Content Publishers throughout the organization;

· Information professionals throughout the organization

· Information professionals in other development organizations

Business Consumers are responsible for:

1. Ensuring that all corporate information systems are in a Topic “ready-state”; when a system is not in such state, requests are made to ISGIQ

2. Implementing the Topic Classification Scheme values in the systems; estimates direct and indirect costs of proposed changes 
3. Ensuring that tagging of resources to Topic Classification Scheme is in compliance with the business rules

4. Ensuring that usage of Topic Classification Scheme for content publishing is in compliance with the business rules

3.1 Change Management Process
The change management process is described in 11 simple questions:  

1. Who can initiate a request for a new category or a change to an existing category?

2. What changes in the business may trigger changes in the Topic Classification Scheme?

3. What type of changes can be made?

4. How can you make a request?

5. How are requests evaluated?

6. Who is consulted in the evaluation of requests?

7. Who does the evaluation?

8. How is the change announced?

9. Who executes the change?

10. How is the change executed?

11. What is the Annual Audit?

Figure 4.

Change Management Process
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Question 1.  Who can initiate a request for a new or a change to an existing category in the scheme?

· Business Stewards – any current or potential business steward can make a request for a new or a change to an existing category.
· Business Consumers – content creators or publishers can make as request as they are working with content 
Question 2.  What events may trigger changes in the Topic Classification Scheme?

· Name changes may be requested because the terminology in the name is being updated.
· Changes to categories may be requested because there is: 

· a change or expansion of the subject focus of the Bank’s work;

· an expansion in coverage of the Bank’s knowledge domain;

· a shift in focus which emphasizes the importance of subdomains over current domains (for example, increased important to Water Resources as a Topic over Water Resources as a subtopic under Environment);

· shift in focus or policy diminishes the value of a subtopic (retiring a category)

Question 3.  What type of changes can be made?

· Changes can include:

· Additions to any level of the scheme

· Splitting an existing category into two or more categories

· Joining two or more categories

· Retiring a category

· Changing the name of a category

Question 4.  How can you make a request?

· By sending an email
 to Information Quality Services <iqservices@worldbank.org> -  and providing the information that is needed for the type of request; Topic Classification Scheme Custodian will create an UCM case for the request; 

· By contacting the manager of your information system who will make the UCM request on your behalf;

· Through programmatic reviews of the sources of information about the Bank’s subject domains.
Question 5.  How are the requests evaluated?

· According to Topic Classification Scheme Guiding Principles; 

· Primarily through a comparison of the request, its impacts to the scheme, a review of the information resources to which it will be applied, and an analysis of other resources in systems that are not yet integrated into the scheme;

· Change process must also consider cost of implementing the change:

· Impacts to systems consuming the scheme and coding changes required;

· Updating or creating reference maps
· Updating automatic classification tools (Teragram)

· In close collaboration with the requester, and other Business Stewards and Business Consumers who may be impacted by the change;
· Topic Classification Scheme Custodian will facilitate the consultation process.

Question 6.  Who is consulted in the review of the requests?

· The requester(s)

· Business Stewards of existing classes that would be impacted by the new class or by a change to an existing class;

· Subject matter experts inside and outside the organization;

· Application Administrator who will be impacted by the change;

· Topic Classification Scheme Custodian who receive and conduct the review and formulate the initial recommendations

Question 7.  Who conducts the evaluation?

· Topic Classification Scheme Custodian - ISGIQ

Question 8.  How is the change announced?

· After consultation has been completed, through the communication of the final decision to the requester through the UCM service account; 
· IQ team will close the UCM case when request is completed; UCM will record the change request and final decision is entered in MultiTes version of the Topic Classification Scheme. 

· Decision records will be filed in IRIS;

· The change request and final decisions will be published on the IA web site.

Question 9.  Who executes the change?

· Business Custodian

· Application Administrator

· Technical Steward

Question 10.  How is the change executed?

· A new value is created for the data class in Metadata Manager and a unique MDK is assigned

· Topic Classification Scheme Custodian will document the change in the MultiTes Topic Classification Scheme profile

· Technical Steward will ensure CDS is updated

· Updated Topic Classification Scheme values will be published to consuming applications, i.e. Application Administrator using the new category will add it to the selection options for metadata capture, and to browse/search structures; managers of systems impacted by the change will make changes to existing data classes, in accordance to the Topic Classification Scheme Business Rules.

· Topic Classification Scheme Custodian, based on consultation with Business Stewards, will provide advice to system managers for implementation of any new classes, changes to existing classes, changes to reference maps, or changes to existing metadata values

Question 11.  What is the Annual Audit?

At least once a year, a full review and evaluation of the Enterprise Topic Scheme and audits of systems usage of the Scheme should be completed.  The Annual Review focuses on the metrics defined for each principle.  The step-by-step procedures are described in Appendix 3.  The Annual Audit is the responsibility of the Information Quality group, working collaboratively with the Business Stewards.

Annex 3: Annual Review of the Topic Classification Scheme & systems usage of the Topic Classification Scheme
.
4  International Standards for the Enterprise Topic Scheme
4.0 Standards for Classification Schemes

Classification schemes govern the organization of objects into groups according to their similarities and differences, or their relation to a ‘set’ of criteria.  Classification schemes are in widespread use in everyday life – from grocery stores, to websites, to personal information spaces.  Despite this widespread use, there is only one published standard.  This standard, ISO 11179-2 Information Technology – Metadata Registries (MDR).  Part 2:  Classification (2005)  provides guidance on the data structures and relationships that should be used to represent a classification scheme.  It does not, though, provide guidance on how to create or maintain the values in a classification scheme.   Absent a well defined standard, we look to two sources for guidance in building a classification scheme:  mathematical set
 theory, and library science classification principles.
We look to S.R. Ranganathan's Prolegomena to Library Classification (2e) (1957) for principles of library science classification.  Principles provide us with a framework for developing the classification scheme.  
4.1 Principles for Creating and Maintaining the Enterprise Topic Scheme
The Principles for creating and maintaining the Topic Classification Scheme are derived from the Prolegomena to Library Classification (2e), industry best practices, and practical experience in the Bank environment.  Ten principles have been defined for the Bank’s Enterprise Topic Scheme.  For each principle a definition is presented, best practices are described, examples are provided.  

Principle 1:  Each category should be definitely and immediately understandable from its name. (Ascertainability)
· The name of a category should be descriptive of what is contained in the category
· The coverage of a category should be known simply by reading the category name

· The category name should represent the focus of the category 

Figure 5.

Ascertainability Examples

	Acceptable Practice
	Unacceptable Practice

	Education Finance
	Finance

	Economic Conditions
	Conditions

	Safety Nets and Transfers
	Transfers


Principle 2:  No two categories should overlap or should have exactly the same scope and boundaries. Each category should have a set of concepts, derivation rules and content which define its focus, and are relevant to the goal of the Scheme. (Exclusiveness, Uniqueness and Relevance)  
· The definition and coverage of each category is unique

· Each category is defined by a distinct set of concepts and/or derivation rules 

· Each category must have a body of knowledge or content associated with it which is unique from other categories (Other, Miscellaneous, General do not have associated bodies of knowledge)
· No category is a combination of multiple categories at the same level

· All categories in the Scheme describe a knowledge domain
Example:  Gender and Law subtopic presented within the Gender context has a greater emphasis on gender issues, whereas the Law and Gender subtopic within the Law and Development content has a greater emphasis on legal issues.  

Figure 6.

Exclusiveness, Uniquenes and Relevance Examples
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Principle 3:  The rules for creating, managing and retiring categories should be consistently adhered to across application systems, across types of information, and in different contexts. (Consistency)
· Categories are consistently defined across a single level in the Scheme
· Categories are consistently defined within a branch of the Scheme
· Scheme is consistently defined and balanced across all branches
· When changes are made to the Scheme, they are made in a consistent manner, following Topic Classification Scheme principles and best practices
Figure 7.

Consistency Example
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Principle 4: Each category in a scheme should be defined in the light of its parent category. While moving down a hierarchy from top to bottom, the intension of the categories should increase, and the extension of the categories should decrease. (Affinity, Decreasing Extension, and Context)
· Categories should be subsets of the parent category
· Higher level categories have a broader scope than lower level categories

· Subcategories should have narrower scope and coverage than their parent category

· Placement in the Scheme is always determined by the set and subset of concepts, rules and content, rather than presentation
· Whenever a subcategory is added the category scope and definition must change to include it

Example:  Broadcast Licensing (subsubtopic) is defined within the context of Broadcast and Media (subtopic).  Broadcast and Media is defined within the context of Information and Communications Technologies (Topic).

Figure 8.

Affinity, Decreasing Extension and Context Example
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Principle 5:  Names of categories in a classification scheme should reflect the language of the knowledge domain.  (Currency)
· The name of a Topic reflects how those performing it refer to it

· New terminology is identified by established mechanisms monitoring changes in the Bank’s areas of work (i.e. kiosk announcements), consultations with and requests from knowledge domain experts.

Figure 9.

Currency Example

	Preferred Name
	Previous Name

	Railways Transport
	Railroads

	Law and Development
	Law and Justice

	Sanitation and Sewerage
	Sewage


Principle 6: When differentiating a category, it should give rise to at least two subcategories.  Not all levels in the Scheme must be differentiated. (Differentiation)
· A branch of the Scheme should only add a new subcategory when there is a need to split the existing category

· Topic should have at least two Subtopics 

· A new Topic should not be created unless there is a minimum of two subtopics but preferably at least four to represent a substantial body of knowledge

· Where a subtopic has subsubtopics, there must be a minimum of two subsubtopics defined.

Example:  Agriculture (Topic) has multiple subtopics.  Subtopics do not require subsubtopics, though.   
Figure 10.

Differentiation Example
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Example:  Education (Topic) has multiple subtopics.  Adult Outreach (Subtopic) has five subsubtopics.
Figure 11.

Differentiation Example
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Principle 7: Construction of a new class number should allow of a large number of new co-ordinate or sub-ordinate class numbers being added without disturbing the existing class numbers. (Enumeration and Hospitality)
· The notation structure must be defined to support horizontal and vertical expansion
· The enumeration Scheme is always aligned with the top level of the Scheme 

· The notation should be expandable without disturbing any of the existing category numbers - each level of enumeration should represent the expected growth of that level over time

· Each subcategory in the Scheme has its own unique enumeration number
· The enumeration Scheme should use consistent notation across all levels – the Enterprise Topic Scheme is a numerical enumeration.  

· The placement of any category in the Scheme can be determined by its notation.

· The hierarchy should be clearly expressed by the enumeration scheme such that one can reconstruct the taxonomy from the number.

· Enumeration scheme respects the constraints of the Scheme – there are three place holders enumerated in the Enterprise Topic Scheme: 

Example:

The subsubdomain –where Food Supplementation – is represented as 24.15.01
24.xx.xx   
where 24 is the enumeration for Health, Nutrition and Population topic

xx.15.xx
where the 15 is the enumeration for the subtopic – Food and Nutrition Policy
xx.xx.01
where the 01 is the enumeration for the subsubtopic – Food Supplementation
Principle 8: The categories in the scheme should be exhaustive of their common immediate universe. (Exhaustiveness)
· The categories in the scheme should be exhaustive of all Bank’s knowledge domains – all topics, all subtopics, all subsubtopics;

· Topic Classification Scheme should bring together all the Bank’s knowledge and information for any source or level of expertise regardless of their organizational placement;

· Topic Classification Scheme should bring together all the Bank’s knowledge and information resources related to a Topic regardless of the types of information, including documents & reports, data, publications, knowledge, communications, services, collections, and people/communities.

Example:  Energy (Topic) provides coverage of all aspects of energy of important to the World Bank.
Figure 12.

Exhaustiveness Example
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Principle 9:  The categories should be presented in a logical order that serves both classification principles and user convenience. (Helpful, Consistent, and Relevant Sequence)
· Presentation of Topic Classification Scheme categories should take form most helpful to the consumer

· Topic Scheme takes the form of an alphabetical presentation
· The relevant arrangement is applied consistently across the scheme and wherever the scheme is used
· Bi-directional navigation of the Scheme  should make intuitively good sense going up (broadening the collection of resources) and going down (narrowing the collection of resources);

· Browsing the Topic Classification Scheme must allow for progressive disclosure of categories at the second and third level, directly from the top level;

· Relevant sequence should not be coded into the Enterprise Topic Scheme unless it represents the enterprise view of the sequence.  
Figure 13.
Helpful, Consistent and Relevant Sequence
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Principle 10:  The naming and notation associated with a class should be consistent across the overall scheme. (Naming and Notation Conventions)
· Category names should:

· avoid or constrain the use of abbreviations or acronyms 

· be held to five words or less.

· not use commas or punctuation except where they are grammatically required.

· reflect Bank standard practice where variations in spellings are possible (American vs. British English).  

· constraint the use of jargon – technical or organizational - to a minimum 

· use topical terms for names and convey the topical focus of the information content.  

Figure 14.

Naming and Notation Conventions Example

	Acceptable Example
	Unacceptable Example

	Hydro Power
	Power, Hydro

	Electric Power
	Power, Electric

	Housing Finance
	Finance (Housing)

	Rural Finance
	Finance (Rural)


Principle 11:  Capitalization of category names follows the best practice defined for Headline Style in the Chicago Manual of Style (Capitalization)
Category names are:

· always capitalize the first and last words and all other major words (nouns, pronouns, verbs, adjectives, adverbs, and some conjunctions)

· lowercase the articles – the, a and an

· lowercase prepositions, regardless of length, except when they are used as the first word, used as adverbs, used as conjunctions or are a part of a Latin expression)

· lowercase conjunctions – and, but, for, or, nor
· lowercase the words to and as in any grammatical function

· always capitalized when they are the first or second element in a hyphenated word, except where the second element is a number

Figure 15.

Capitalization Examples

	Acceptable Example
	Unacceptable Example

	Cultural Assets for Poverty Reduction
	Cultural Assets For Poverty Reduction

	Crops and Crop Management Systems
	Crops and crop management systems

	Public-Private Partnerships in Water Supply and Sanitation
	Public-private Partnerships in Water Supply and Sanitation


5 Enterprise Topic Scheme Reference Model

5.0  Topic Data Model

Enterprise Topic Classification Scheme is currently accessible in Metadata Manager, and MultiTes
. The system of record for Topic Classification Scheme values is Metadata Manager where Topic Classification Scheme classes are represented as unique Metadata Keys (MDKs).  Therefore, the authoritative source for consumption of Topic Classification Scheme values is Metadata Manager.  MultiTes is the source system for attributes required to manage Topic Classification Scheme, such as business definitions, change history.  At a future date, we expect these sources to merge into a single source which can be used both for management and provisioning of reference values.  
The Logical Data Model for Topics is included in Annex 4:  Topic Logical Data Model.

For a description of the attributes required to manage the Enterprise Topic Scheme, please see  Annex 5:  Enterprise Topic Scheme Attributes - Definitions and Sources
For a description of the physical implementation in Metadata Manager, please see Annex 6: Physical Implementation of Topic Classification Scheme in the Metadata Manager.
For a description of the physical implementation in MultiTes, please see Annex 7.  Topic Classification Scheme in MultiTes 

5.1 Applications using Enterprise Topic Scheme
Currently, the following applications use or are in the process of implementing Enterprise Topic Classification Scheme: 

· ImageBank
· IRIS

· WBI Library of Learning

· Media Monitoring

· Unified Case Management system

· Learning Management System (LMS)

· Teragram

· Topic Thesaurus

For a detailed description of the applications using the Enterprise Topic Scheme, please see Annex 8: Applications Using Topic Classification Scheme.
6 Business Rules for Consumption of Enterprise Topic Scheme
6.0 Definition and Purpose of Business Rules

Business Rules provide guidance and constraints for achieving consistency in usage and application throughout the organization.   Business rules help to ensure that:

· We have consistent growth and development of the scheme over time;

· The scheme is consistently engineered and implemented wherever it is used

· The scheme is consistently used wherever it is available

Business Rules apply to all levels of the Scheme, to all applications and to all uses.

6.1 Business Rules and Principles for Implementing the Enterprise Topic Scheme 

The following twelve business rules pertain to how the Enterprise Topic Scheme is implemented in information systems.

Business Rule 1.  The Topic Classification Scheme is the controlling reference source for a core metadata attribute – Topic.   Wherever the attribute is used its values are controlled through the Enterprise Topic Scheme.   

Business Rule 2.   Specifications for the Topic attribute are respected wherever the attribute and Scheme are used.  The labels of the scheme should be respected within profiles, but may vary in the user interface to support usability.  Specifications include attribute size, entry state, data structure, controlling reference source, index status, and repeatability.  
Business Rule 3.  The Enterprise Topic Scheme is an institutional reference source and is managed according to Principles and Best Practices.   Changes to the scheme are managed through Enterprise Topic Governance processes, and are implemented consistent with the Enterprise Topic Scheme Change Management Process.   Changes are not made directly in consuming applications. 
Business Rule 4.  Enterprise Topic Scheme values should be consumed directly as a web service from the authoritative reference source (Metadata Manager) wherever possible.  Where an application cannot consume directly, there should be an established process to communicate and update changes to ensure that the values are synchronized.  
Business Rule 5.  Enterprise Topic Scheme data classes may be used individually or as a data set in software applications.   For example, an application may use Subtopics only, without Topics (parent) or Subsubtopicses (child).
Business Rule 6.  Where the hierarchy is used, the levels will be respected -- distinct attributes will be used to present the levels of the structure.  Relationships should be enforced at the application level and the interface level.

Business Rule 6.  When used as a data set, the hierarchical relationships must be enforced across all of the levels that are used.   Relationships should not be redefined in the context of an application.   Changes to relationships should be processed through the governance process.

Business Rule 7.   All functional applications should be updated when a change is made to the Enterprise Topic Scheme, including: 

· Picklists or selection displays which should be programmatically or manually updated;

· Metadata Key values (MDK) should be updated

· Browse structures or website links which use the scheme values should be programmatically or manually updated;

· Structured queries which use the scheme value should e programmatically or manually updated

Business Rule 8.  Systems using the Enterprise Topic Scheme should prefer the unique id (Metadata Key) to the name of the value used.   The MDK remains stable while the category name may change.
Business Rule 9.  Categories should be archived from active classification when they are superceded.  Categories should never be deleted from the scheme.  Historical deletion of Topic values impacts the integrity of the institutional architecture.  Archived values are made accessible for searching, either directly or indirectly through tracings. 
Business Rule 10.  Inheritance of values is enforced by consuming applications.  The scheme provides the definitions of inheritance for guidance.

Business Rule 11.  The string of topic-subtopic-subsubtopc names is never used for indexing purposes.  Only one value in a string (hierarchy) is included in the index.

Business Rule 12.  Level of classification is consistent with the support in the consuming application.  If the consuming system only supports to Level 2, classification is not performed at Level 3 for that application.   

The following six rules pertain to use of the Enterprise Topic Scheme in classifying information assets.
Business Rule 13.  The values of the Enterprise Topic Scheme are used to describe how an information asset relates to the Bank’s business.  An information asset is associated with a category because the asset is ‘about’ that topical category.  
Business Rule 14.   Information assets are not ‘tagged’ to Topics, the top level of the scheme.  Assets are associated with Topics only through aggregation.  Assets may only be tagged at the second or lower levels of the scheme.  
Business Rule 15.  Information assets are always categorized to the most specific category.  
Business Rule 16.  Information assets may be categorized to more than one level within a single branch of the structure.

Business Rule 17.  Information assets may be categorized to multiple branches of the tree.
Business Rule 18.   Information assets may be categorized to different levels of the hierarchy as long as they are different branches in the overall structure.
The following two rules pertain to use of the scheme in publishing information assets.  

Business Rule 19.  Information assets should not be reclassified because a category is archived.  Assets associated with retired categories should retain their original metadata in tact and be accessible through traced categories.
Business Rule 20.   When Topic Classification Scheme is used for hierarchical browsing or searching, the content publishers must follow Usability Best Practices and Guidelines 

Annex 1: History and Background of the Scheme

In March, 1999, ISG identified a need for a single topical framework that could be used to organize all kinds of information for discovery.  Up to that point, many different topical classification structures existed.  There was no apparent conflict among the taxonomies because they were applied in limited, stove-piped systems which never interacted.  The need to harmonize across these diverse schemes became apparent, though, with the launch of the Knowledge Management initiative and the creation of the Bank’s Intranet and External Websites.  

Initially, the topic scheme was a framework to which the various schemes were mapped.  Interoperability was achieved indirectly.  Over the years, though, individual systems have adopted the Enterprise Topic Classification Scheme is now the governing reference source.erprise Topic Scheme as their primary topic categorization scheme.  Teragram topic profiles have facilitated use and adoption of the Enterprise Topic Scheme.  

Since 2001, the Topic Classification Scheme has been managed as a master data store in Metadata Manager.  It is recognized as a Master Data Store although it was not accessible as a Common Data Store.  It is now the reference source for a core metadata attribute – Topic.  Wherever the attribute – Topic – is used in a Bank system, the Topic Classification Scheme is the governing reference source.  
Annex 2: Definition of Classification Schemes

The Enterprise Topic Scheme is a classification scheme with a hierarchical or a tree structure.  In a classification scheme, each level in the hierarchy represents a logical refinement or narrowing of the level above.  

Classification schemes are used to organize information into collections.  Each level in the scheme represents a collection, or set, of information assets.  Each refinement of a set creates logical subsets, or a more focused collection.  Collections are created when values from a classification scheme are assigned to information assets.  Values are assigned through a process called ‘tagging’ or profiling.  Profiling may be manually or programmatically accomplished.  

Classification schemes have a purpose and design foundation.   Each level in the hierarchy should have a clear focus and definition.   Each level in a classification scheme should be defined and consistently applied.  A natural tendency is to allow classification schemes to evolve over time outside of a logical framework.  This practice is not supported at the World Bank.  This typically results in a structure which is unbalanced and unpredictable, and essentially unusable for its intended purpose.

Annex 3: Annual Review of the Topic Classification Scheme & systems usage of the Topic Classification Scheme
At least once a year, a full review and evaluation of the Enterprise Topic Scheme and audits of systems usage of the Scheme should be completed.   The Annual Review of the Enterprise Topic Scheme focuses on the metrics defined for each principle described in Section 2.1. Metrics provide the structure to audit and manage the development of the scheme.  

Metrics for Principle 1 (Ascertainability)

Audit reveals that:

· all category names are consistent with the category content

· all category names are understandable in and out of context

· no two category names should be the same

· categories are named in a manner that fully and explicitly conveys what they are about and where they belong in the taxonomy

· subcategories contextualized by their parent category convey their specific context with their name;

· there are no categories which are not easily understood by users.

Metrics for Principle 2 (Exclusiveness, Uniqueness and Relevance)

Audit reveals that:

· every category has a unique scope and coverage

· each category in the schema has a unique set of concepts or derivation rules

· reveals that no two categories consistently categorize all content

· there are no categories which represent business processes, organizational units or another dimension that is not directly related to the Bank’s knowledge domains and areas of expertise.
Metrics for Principle 3 (Consistency)

Audit reveals that:

· all categories adhere to the Topic Classification Scheme Guiding Principles

· change management decisions adhere to principles and best practices

· systems using the Topic Classification Scheme demonstrate consistency of use and compliance with the Topic Classification Scheme Guiding Principles

Metrics for Principle 4 (Affinity, Decreasing Extension, and Context)

Audit reveals that:

· moving from Topics to Subsubtopics, categories become increasingly granular and narrowly defined
· each subcategory is a logical subset of its parent category

Metrics for Principle 5 (Currency)
Audit reveals that:

· category names are recognized as current terminology by business stewards

· predecessor category names are archived and traced to current names

Metrics for Principle 6 (Differentiation)

Audit reveals that: 

· all Topics have at least two subtopics
· where Subsubtopics are defined at least two are defined for each Subtopic

Metrics for Principle 7 (Enumeration and Hospitality):

Audit reveals that:

· new categories have been added without having to redefine the enumeration strategy

· over a five year period no major enumeration changes have been required

· each category in the schema has an enumeration value that accurately describes its place in the schema

· the schema can be reconstructed solely from its enumeration

Metrics for Principle 8 (Exhaustiveness):

Audit reveals that:

· both the current and the historical knowledge domains of the organization are reflected in the scheme

· superceded categories are retained in the scheme for information retrieval purposes, but not for classification purposes

· both current and archived values are accessible for information access purposes

Metrics for Principle 9 (Helpful, Consistent, and Relevant Sequence):

· Wherever categories are represented in the schema, their order represents the institutional practice 

· Annual review ensures that the sequence represented in the institutional reference source represents institutional practice

Metrics for Principle 10: Naming and Notation Conventions:

Audit reveals that:

· category names contain no acronyms (acceptable procedure as defined above), abbreviations, initialisms, general or meaningless words;

· Audit reveals that all category names reflect its intent, meaning and context. 

· Audit reveals that “General”, “Other”, “Not x” and “Miscellaneous” are not used in any category names

The Annual Audits of Consuming Systems focuses on the compliance to the Business Rules defined in Section 4.2.  For each application, the compliance status is noted.  The compliance rating is determined by adherence to best practices for consuming and maintaining the Enterprise Topic Scheme values.   
An application is compliant if:

· The values it uses are aligned with the Topic Classification Scheme source values

· MDKs for those source values are used

· There is an automated method of capturing and updating the scheme values 

· The updates are frequent and routine

Figure 16.

Systems Consuming the Topic Classification Scheme

	Consuming Systems
	Start Date
	Audits
	Compliance w/ Business Rules

	ImageBank
	2005
	
	Yes

	Unified Case Management system
	2003
	
	Yes

	ImageBank
	2005
	
	Yes

	IRIS
	2005
	
	Partial

	WBI Library of Learning
	2003
	
	Partial

	Learning Management System (LMS)
	2005
	
	No

	Teragram
	2003
	
	Yes

	Topic Thesaurus
	2001
	
	Yes


Annex 4:  Topic Logical Data Model
Each category in the Topic Classification Scheme has the following attributes or facets:

Figure 17.

Topic Data Model
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Annex 5:  Enterprise Topic Scheme Attributes - Definitions and Sources

The attributes required to manage the Enterprise Topic Scheme are described in the Table below.  The name, definition and system of record are defined for each attribute.   The system with the most comprehensive coverage of attributes is MultiTes.    

Table 1.

Enterprise Topic Scheme Attributes

	Attribute
	Definition
	Metadata Manager
	MultiTes

	Category Number
	This number is derived from the enumeration scheme.  This number is defined by the Information Custodians and assigned manually.
	
	X

	Display Name
	Label describing what the category is about.
	X
	X

	Alternate Key
	
	X
	

	DataClass
	Oracle Data Class.
	X
	

	DataSet
	Oracle Data Set made up of the data classes.
	X
	

	Meta Data Key 
	This is a six-digit number assigned automatically by Metadata Manager each time a new value is entered. It serves as the unique identifier of the category.
	X
	

	Short Name
	
	X
	

	Business Stewards
	Names/units of the Business Stewards that is responsible for the business values and definitions.
	
	X

	Change Notes 
	Captures changes made to the category; includes the UCM request numbers.
	
	X

	Consuming Systems 
	Listing of the systems that are consuming the category.
	
	X

	Creation Date
	This date is assigned automatically by MultiTes each time a category is added.
	
	X

	Definition/scope note
	Scope Notes are text notes of any length, typically clarifying the coverage of a given category.
	
	X

	Invalid Date
	This date is assigned manually by MultiTes each time a category become no longer valid to the business (retired).
	
	X

	Previous Name
	Previous name/s for the category.
	
	X

	Relationship Type (Parent, Child)
	Defines the relationship between categories: Parent, Child.

Parent is a category with a meaning wider in scope than the category in question, and shown superordinate to the latter in a hierarchy.

Child is a category with a meaning narrower in scope than the category in question and shown subordinate to the latter in a hierarchy.
	
	X

	Status Code
	Describes the current status of a category: ACTIVE, PENDING, INACTIVE 
	
	X

	Update Date
	This date is assigned automatically by MultiTes each time a category is updated.
	
	X


Annex 6: Physical Implementation of Topic Classification Scheme in the Metadata Manager

Topic Classification Schema is currently implemented in Metadata Manager. The data set is named Topics Hierarchy.  There are three data classes making up the Topics Hierarchy data set:

Table 2.

Metadata Manager Data Classes for Topics

	Metadata Manager Data Class Name
	Definition

	SEARCH_SECTR
	Top level data class representing Topics

	SEARCH_SUBSECTR
	Second level data class representing Subtopics 

	SEARCH_SUBSUBSECTR
	Third level data class representing Subsubtopics


Each Metadata Manager data has the following attributes

· Metadata Key 

· Display Name

· Short Name

· Translation Code Alternate Key

· Data Class Name

· Data Class Description

· Data Class Set 

Figure 18.

Metadata Manager View of Topic Entity
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Figure 18.

Metadata Manager View of Oracle Data Classes and Hierarchical Relationships 
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Annex 7.  Physical Implementation of Topic Classification Scheme in MultiTes

The Topic Classification Scheme is managed in MultiTes.  The Topic Classification Scheme is currently stored as a thesaurus structured file, TopicClassificationScheme.th2, and is available at:  P:\Data Management\Topic Classification Scheme - New Folder.  

Figure 19.

MultiTes View of Topic, Subtopic and Subsubtopic Records
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All Topics, Subtopics and Subsubtopics have individual records in the MultiTes file.  Each Topic, Subtopic and Subsubtopic has its own:
· Topic Name (Term Name)

· Approval Date

· Not Valid Date

· Type

· Status

· Input Date

· Update Date

· Term Number

· Flag

· Language

· Change Notes

· Metadata Key

· Topic Number

· Relationships to Topics, Subtopics, Subsubtopics

Figure 20.

MultiTes View of Individual Topic (Term) Record
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Annex 8: Applications Using Topic Classification Scheme
Table 3.

Applications Using Topic Classification Scheme

The table below summarizes the procedures each application utilizes to get Topic Classification Scheme values and to implement the schema.

	Consuming Systems
	Attribute name
	How is the schema used in the application?
	How is the application consuming the schema?
	Refresh Rate
	What part of the schema is being used?
	Compliance with the business rules

	Unified Case Management system
	Topics (Levels 1 and 2) 
	Profile attribute for classification of requests; searching
	Directly from Metadata Manager. Updated values show in the Admin interface which displays the full structure.  Users select the values to display in their own views.  
	Overnight for new values
	Topic Classification Scheme Levels 1 and 2
	Yes

	Learning Management System (LMS)
	 Topics and Keywords
	Browsing structure and LMS searching
	Reference mapping from Topic Hierarchy to LMS Concepts List in Metadata Manager.  Changes are first made in the TCS, then are mapped to LMS Concept List.
	As needed.
	Only those values which are deliberately mapped to LMS Concept List.
	No

	Teragram
	 Topic Classification Scheme
	Teragram Profile Structure
	Manual process through which ISGIQ updates the Teragram TCS profile whenever changes are made to the scheme.
	As needed
	Topics, Subtopics
	Yes

	IRIS
	Subtopics
	As a search parameter.
	Hand maintained by IRIS functional team.  Topic changes are communicated by ISGIQ to the IRIS team.  IRIS team maintains excel spreadsheet – spreadsheet is given to the IRS programmers to input into the IRIS code. 
	As needed
	Subtopics
	No

	ImageBank
	Subtopics
	As a search parameter
	Direct link to Topic data set in Metadata Manager.  Queries for new subtopics for the picklist.  Teragram is used to generate topic categories for documents.
	As updated
	Subtopics
	Yes

	Media Monitoring
	Subtopics
	For statistical categorization.
	Via Teragram.  Teragram is used to generate topic categories for media reports.  Categorization is used to monitor public relations trends for the Bank.
	As updated
	Subtopics
	No

	WBI Library of Learning
	Subtopics
	As a search parameter
	Via Teragram.  Teragram is used to generate topic categories for items added to the Library of Learning.
	As updated in the Teragram Topic profile.
	Subtopics
	No
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� Note that ISG units play different roles in relation to the Topic Classification Scheme: 1) consumer of the Topic Classification Scheme values; 2) is responsible for ISG related business processes; 3) steward of the Topic Classification Scheme.  





� This action can be performed from the IQ services account..


� Mathematical set theory provides us with basic concepts of ‘set’ and ‘membership’.  A set is thought of as any collection of objects referred to as the members of the set.   Members of sets may form subsets, and continue to subdivide according to criteria.  Set theory provides us with basic rules for structuring the classification scheme.


� It will be made accessible via the Common Data Stores (CDS) in the near future.
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