Table of Contents

Introduction ...........................................................................................................1
Cataloged Items ....................................................................................................2
Media Library Staff Responsibilities ..............................................................3
General Cataloging Information ......................................................................5
Vendor Information ............................................................................................12
Dewey Decimal Classification .........................................................................13
Updates & Inventory ..........................................................................................16
Processing & Repairing Materials .................................................................17
Bibliography of Cataloging Resources .........................................................19
Glossary of Terms to Know ..............................................................................20
Introduction

The media center serves as the hub of intellectual growth and achievement here at this institution. It is a place where both students and staff can seek knowledge to better interact with the world in which we live. It is a place that provides materials to anyone who wishes to truly be a part of the learning process. It is a place that celebrates education, creative thinking, and freedom of expression. The media center strives to promote literacy skills among all areas of life to all types of learners.

To fully carry out the aforementioned goals, it is crucial that the media center be seen as an organized and efficient part of the academic environment. In order to truly serve the needs of all patrons, the media center must be held to high standards. Information can only be processed and analyzed if the information is easily accessed. The media center staff therefore has to maintain accurate and up-to-date records. They must create a collection that reflects the diverse needs of the world around them. When building a collection one must keep in mind the clientele. In a suburban high school with a diverse student population such as ours, it is important to remember that materials are meant to serve this specific population. Patrons have the right to access a variety of information as well as to process this information and yield their own conclusions. 

The following manual serves as an introduction to the world of Library Media Science. One will find that there are many aspects that go into the make-up of a library that need to be addressed in order for the library to successfully provide information to patrons. The goal of this manual is to provide an overview of the main elements that go into making the library a successful, necessary, and integral part of any academic institution. 
Cataloged Items
Here is some helpful information on how things are cataloged at our school library.

Note that we use the Abridged Dewey Decimal Numbers.

Print: 

     Fiction- F followed by first three letters of author’s last name


Ex: F LOW

     Non Fiction- Dewey Decimal Number followed by first three letters of author’s last name (if 



applicable), if not use the first three letters of the title


Ex: 364.66 GRE  (author name)   or    364.66 DEA (title)

     Reference: REF followed by Dewey Decimal Number and first three letters of author’s last name 

(if applicable), if not use the first three letters of the title


Ex: REF 940.53 LEV (last name)   or    REF 940.53 HO (title)

     Professional Resources: PROF followed by Dewey Decimal Number and first three letters of 

author’s last name


Ex: PROF 372.64 CAR

     Story Collection: SC followed by first three letters of author’s last name


Ex: SC HUG

     Magazines- M followed by title and issue


Ex: M Sports Illustrated Feb. 2009

     *Note we do not catalog newspapers/periodicals- these materials are not checked out.*

Non Print:

     Audio Visual materials- AV followed by Dewey Decimal Number and first three letters of title

   
Ex: AV 592 INV  

     Audio Visual Fiction- AV followed by F, followed by the first three letters of title


Ex: AV F SPE

     Equipment- EQ followed by type of equipment


Ex: EQ Overhead

*Note we do not catalog websites or online databases.*

In an Elementary or Middle School Library you may find the following:

     Picture Books- E followed by first three letters of author’s last name


Ex: E SEN

Media Library Staff Responsibilities

Library Media Specialist

The Library Media Specialist fulfills four main responsibilities: 

     Teacher: 

· Works with students, all high school staff members, and administrators 


       to convey information literacy skills

     Instructional Partner: 

· Collaborates with teachers to design activities that align with Curriculum as well as to promote literacy skills and critical thinking.

     Information Specialist: 

· Assists everyone in the school environment to access and evaluate information. 

     Program Administrator: 

· Leads and develops procedures and policies of the Media Center. 

· Manages and carries out daily operations of Media Center

· Coordinates technology program for the school. 

· Develops, evaluates, and maintains collection.

· Evaluation & Selection- meet ALA and Maryland State Standards;

    address Curriculum standards;

    give depth and variety of sources to overall collection

· Maintains collection- keep accurate records, ensure books are properly shelved

· Participates in professional development opportunities.

Library Media Personnel/Secretary

Assists with clerical tasks of the Media Center. Below are some tasks for this person :

· Supervises circulation system—check books in and out

· Assists students and staff with computer use

· Creation and upkeep of scheduling calendar for staff use of Media Center

· Assists with cleanliness upkeep of Media Center

· Assists Media Specialist with inventory, processing, & repair of materials

Student Volunteers
These students will typically be selected by Media Specialists for their responsibility and understanding of needed duties. Below are some tasks for a student volunteer:

· Organizes materials to be shelved

· Shelves books and other materials

· Prepares displays

· Assists with general upkeep- collect books that are left on tables, on top of shelves, etc.

Central Office

Below are major roles in HCPSS for the School Library Media Program:

Coordinator of Media and Educational Technology

· Oversees the School Library Media Program for K-12. 

· Responsible for “budget development and administration, curriculum, purchasing, and observing teachers” 
Library Media Instructional Facilitator
· Provides support for the School Library Media Program at all school levels
Educational Technology Instructional Facilitator
· Provides support for the Educational Technology Program in the Media Centers
Educational Technology Resource Teachers
· Provides on site technology support for all school levels

Specialist in Media Technical Services
· Tasks which “include ordering, cataloging, circulating and processing of materials for new and existing library media centers and the Central AV Library.”
*Information taken and adapted from HCPSS Intranet*

General Cataloging Information
There are three levels of AACR2 Description:

     Level 1


This level is the least detailed and works well for small collections. However, it is not 

 
accepted by Union Catalogs as a complete record and is therefore costly to update.

     Level 2


This is the most common level of cataloging. It is required by some Union Catalogs and 

holds the record to certain standards. You will likely see this level used in school libraries such as 

ours.

     Level 3

 
This is the fullest form of cataloging and every possible piece of information available is 

cataloged according to the rules. You will see this level used in academic, research, or 

specialized libraries, and is most likely not used in school libraries.

Descriptive Cataloging

     This cataloging is concerned with describing the physical attributes of an item. This 

     cataloging results in the item being described in bibliographic record. These records consist of   

     elements that include but are not limited to: title, edition, form of item, and specific features such as an 

     index.

Original Cataloging

     This cataloging occurs when you create a bibliographic, or surrogate record on your own. In 

     other words, you do not use the record from another library or organization. To create this 

     record, you would use the CIP for the item at hand.
Copy Cataloging
     Taking the bibliographic, or surrogate record, created by another library and using it for your 

     own record. Note that at times you may have to change information to match the item at hand. It 

     is acceptable to change/add to information in the surrogate record for the needs of your system and/or 

     patrons.

MARC Record

     MAchine Readable Cataloging offers a template for electronic bibliographic records. It uses 

     standards of AACR and ISBD, and is also used by the Library of Congress.

**Although at this school we do not create MARC Records, there will be times when we access this information. Therefore it is important that you know what a MARC Record looks like.** 

Below is a template of a MARC Record. Included are the major elements that you would most likely see. 

Each line of entry is known as a field or tag.

Each field has a two space area for indicators.

Each field has subfields, each one symbolized by a $.

*Note that: 

· There are additional subfields that may be added based on the information of the item at hand.

· Indicator fields will change based on entered information.

010 _ _
$a Library of Congress Control Number

020 _ _
$a ISBN #

040 _ _
$a Cataloging Agency

041 _ _
$a Language Code

082 _ _
$a Dewey Number

100 1 _
$a Author Last Name, First Name

245 _ _
$a Title



$b Subtitle (if needed)



$c Statement of responsibility

246 _ _
$a Varying Form of Title

250 _ _
$a Edition

260 _ _
$a Place of Publication



$b Name of Publisher



$c Date of Publication

300 _ _
$a Number of Pages



$b Illustration Information



$c Dimensions

440 _ _
$a Series

500 _ _
$a Notes

520 _ _
$a Summary

586 _ _
$a Awards

600 1 _
$ Personal Name as Subject Heading- Last Name, First Name

650 _ _
$a Topical Subject Headings

651 _ _
$a Geographical Subject Headings

700 1 _ 
$a Added Name Entries (illustrator, editor)- Last Name, First Name

Here is a sample MARC Record for the book The Town Mouse and the Country Mouse:

010 _ _
$a94009789 AC

020 _ _
$a0553541838

040 _ _
$aDLC

082 _ _
$a398.24’5293233



$220

100 1 _
$aSchecter, Ellen.

245 1 4
$aThe town mouse and the country mouse /



$b 



$cretold by Ellen Schecter ; illustrated by Holly Hannon.

250 _ _
$a2nd ed.

260 _ _
$aNew York :



$bBantam Books, 



$cc1995.

300 _ _
$a47 p. :



$bcol. ill. ;



$c23 cm.

440 _ 0
$aBank Street ready-to-read

500 _ _
$a“A Byron Preiss book.”

520 _ _
$aWhen the town mouse and the country mouse visit each other, they find they 

prefer very different ways of life. An adaptation of the Aesop fable.

650 1 _
$aFables.

650 1 _ 
$a Mice



$x Folklore.

700 0 0 
$aAesop

700 1 1
$aHannon, Holly,



$eill.

*The above MARC Record is taken from: 

Catalog It! A Guide to Cataloging School Library Materials By Allison Kaplan and Ann Riedling

Again, although our materials already come to use with created MARC Records, it is helpful to know what goes into them. 

It is often fairly easy to create a MARC Record for print sources. However, please see the attached information sheet entitled “Tips for Cataloging Non-Print Items” to get an understanding of how to deal with such items. 
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Subject Headings 

     Subject Headings are words or phrases that describe the content of the item and are used as 

     access points. When assigning a Subject Heading, ask yourself, “What is this item about?” 

     Subject Headings are controlled vocabularies that gather all of the material about a subject under 

     one authorized term. This helps the patron find all of the sources that they seek on a given topic. 

     There are three types of Subject Headings that are commonly used.


Library of Congress Subject Headings (LCSH)

· Extensive list, widely used

· Specific terminology

· Academic or Formal language

· Difficult for children to use

Sears List of Subject Headings

· Designed to meet needs of smaller libraries and collections

· Provides guidance to create local Subject Headings

· Fewer technical terms

· Not often found in copy cataloging

Library of Congress Annotated Card (LC/AC)

· More suited for children’s material

· Less technical terms 

· Headings tend to be more general for the benefit of younger users

· Used often in school libraries

**Think of this as a compromise between SEARS and LCSH**

     The type of subject heading used affects the Indicators one sees in a MARC Record. On the 

     MARC Record, Subject Headings are located in the 6XX fields. 

     The second indicator will be as follows:

     _ 0 = LCSH 

     _ 1 = LC/AC

     _ 7 with a subfield $2 = Sears

   In our library you will most often see _0 or _1 as we use LCSH and LC/AC.

Authority Records

     In the library system, it is crucial that titles, names, and Subject Headings are used consistently.  

     This will ensure that the patron is able to find all of the information that suits their search.

     Authority Records are created to ensure consistency in Bibliographic Records.

     Visit: http://authorities.loc.gov   when looking for the Authority Record for a select term.

     Be sure to only used Authorized terms when creating a MARC Record. Use Authorized terms  

     for fields with names and Subject Headings.

Vendor Information

Currently in Howard County, the vendors that provide the accepted processing are as follows:

Baker & Taylor, Inc

Perma-Bound

Scholastic Library Publishing

Materials ordered with the above companies come with the specific processing elements for HCPSS. 

*Note- when placing book orders, a minimum of 80% must be from the above companies.

The following is in accordance with HCPSS Policy, found on the HCPSS Intranet:

When completing orders for these companies, follow these directions:
a) Orders are to be shipped to the individual school (use the school's IFAS Location #).
b) In the End Use field, enter  Library Media Center.  
          In the Notes >  Print After field, enter: "Please send vendor copy of PO to Media  

          Technical Services for mailing."

c) "Free shipping/handling" (NOTE: Shipping for Scholastic is free only if the order is over 
     $1,000.)
d) "Full processing for all titles FREE of charge"
e) Send two copies of the list of titles with the RQ# and the school name to Media Technical 
    Services: keep a copy of the list at the school for checking in the order and for audit purposes  

    (must be retained for three years).
f) When the books arrive, do not open the boxes until the cataloger in Media Technical Services 
    gives notification that the titles have been merged with the database.
g) After hearing from the cataloger at Media Technical Services, open the boxes and check the 
    items against the order list and packing slip.
h) If there are any discrepancies in the order/shipment, contact the Specialist for Media 
    Technical Services via CLC or phone (410.313.7036).
Further specific information regarding vendors can be found in the Library Media Handbook, available on the HCPSS Intranet.

Dewey Decimal Classification 
The Dewey Decimal Classification (DDC) is used to organize our library. The system is very complex and takes quite some time to master. 

The Dewey Decimal system classifies knowledge into 10 categories:


General Dewey Decimal Classification Information:

· Hierarchical structure- moves from broad to narrow within the 10 main classes

· DDC is found in either the full form or abridged form- we use the abridged form

· All Dewey numbers have three numerals- the first indicates the main class, the second indicates the division, and the third indicates the section. Additional numbers are added after a decimal point to give even more specific information about the item.

· *Note that in some libraries, Biographies will be classified as 92, and thus does not have three numerals.

Sometimes you will deal with items that cover a variety of subject areas. Here are four important rules to consider when using the DDC:

1. Rule of Application: If one discipline is acting on another, class the information package under the 

    discipline being acted upon.

2. Subject Receiving Fuller Treatment: If one subject is treated more fully than any of the other 

    subjects, assign number to the fuller subject.

3. First-of-Two Rule: Two disciplines being treated with equal coverage use the number that comes 

    first in the Schedule.

4. Rule of Three: Three unlike disciplines under one broader heading, classify under the first higher 

    number that encompasses them all. 

*Above information on DDC rules taken from: 

Catalog It! A Guide to Cataloging School Library Materials By Allison Kaplan and Ann Riedling

Applying Dewey DecimalClassification in Our Library
We use DDC to arrange our shelves in the library. Here is the basic set up of our shelves:

Main/Non Fiction Collection

The Main, or Non Fiction Collection, is located on the low shelving in the main area of the media center. Each line below stands for one shelving unit.

000’s-100’s

 

200’s


 

300’s 




400’s
The 400’s 500’s and 600’s extend to the shelving along the media center wall.
600’s -700’s

700’s

800’s

800’s- 900’s

The 900’s then extend to the shelving along the nearest media center wall.

Biographies are housed along the low shelving on the wall in front of the computer lab, followed by the remaining 900’s along the wall of the second lab.

The Reference Section

The Reference Section is housed on the low shelves that are situated on an angle. They are located behind the computers in the main area of the media center. Each line below stand for one shelving unit.

Encyclopedias/Almanacs/Atlases

REF 900

REF 800-900

REF 700-800

REF 500-700

REF 300-500

REF 001-300

Fiction

Our Fiction collection is housed on tall shelves along the wall of the TV Studio. These books are arranged by author last name.

Story Collection

Our Story Collection is housed on low shelving along the wall of the teacher workroom. These too are arranged by author last name.

Magazines/Periodicals

These are located on the low shelving close to the leisure reading area. There are also magazines housed on the two magazine stands in this area. We keep these organized by title as well as issue.

Audio Visual Collection

These materials are located in the A/V closet, next to the telecommunications closet. They are organized by Dewey Number.

Professional Resources

These materials are located in the teacher planning room and are also organized by Dewey Number.

Equipment

Equipment is stored in the appropriate storage rooms. They are not labeled by Dewey, simply by EQ and the type of equipment.

Updates & Inventory
It is crucial that accurate records are kept to ensure an up-to-date and relevant collection.

Inventory:

· Inventory should be taken at least once a year. Ideally, this should occur after the first half of the year, and at the end. Keeping track mid year will alleviate major inventory issues at the end of the year.

· Aside from notifying students of owed materials, it is wise to send out notifications to staff as well. *Note that staff cannot check out for the summer if materials are still owed.

· Acquisitions and withdrawals of materials must be kept up-to-date in order to ensure proper numbers for inventory purposes

Weeding:

· Weeding should occur at least once a year.

· About 5% of the collection should be weeded every year.

· Weed materials that are: out of date, severely worn out beyond repair, have been replaced by other more high quality items, or have not been checked out.

· Certain subject areas that are more time sensitive, such as computer or informational books on technology, should be given careful attention. Ensure that material is not very out-of-date- if so, the book should be weeded.

· Weeded materials are boxed up and sent forth to a warehouse. Such information is provided by Central Office.

Processing & Repairing Materials

Processing:

*Note that the Media Technical Services processes and catalogs items before they arrive at each school.

The following information is found on the HCPSS Intranet:

All materials ordered through the office of Media Technical Services will be cataloged and processed by them before being sent to the schools. The processing should not be altered in any way. Particularly do not change the Dewey number or add numbers or letters. Questions regarding cataloging should be referred to Media Technical Services.
Bar code numbers, cards, pockets, and book jacket covers will be provided for all materials. Materials should be put into circulation as soon as possible. 
When receiving new materials:

· Count the contents and verify with the packing list that there are no discrepancies. Also check that barcodes and Dewey numbers are present. It is also wise to verify the packing list with your order form.

· If there are discrepancies, please note on packing list and follow instructions outlined in the Library Media Handbook and send forth information to Media Technical Services 

· If there are no discrepancies, move on to next bullet point

· Fill out appropriate signature sections on packing list and send a copy to Media Technical Services 

· Stamp items with school library media center stamp

· Adhere any protective labels to barcode or Dewey number

· Ensure barcodes scan and come up in the system

· Prepare book to shelve

· Shelve book in appropriate location

Repairing Materials:

Sometimes, materials can be fixed in order to lengthen their shelf life. We have all of the needed supplies in order to do these repairs. Here are some tips:

*Note, when doing repairs, use wax paper above and beneath the book part that is being repaired in order to prevent glue damage.*

Basic Repairs Include:

     Replacing a Missing Page:

· This can be fixed by using special adhesive. Ensure that the page will fit neatly into the book, if not, trimming may be necessary. Apply adhesive to page, then start at the top of the book and slip page down into book. This ensures it is snug against the center of the book. Close the book, set a weight on top, and leave to dry.

     Torn/Cut Page:

· Use special adhesive and apply to damaged area. Align text, apply pressure, and wipe away excess glue. Close book, set weight on top, and leave to dry.

· If the damage is more severe, a patch may be needed. Make sure damaged section is appropriately aligned with the rest of the page. Brush special adhesive over the entire affected area. Cut book repair tissue and place over adhesive. Smooth out bubbles, close book, set weight on top, and leave to dry.

· At times, a cut in a page can be fixed with using the appropriate tape. Cut tape to size, and ensure there are no bubbles. 

Other Repairs Include:

     Mending Hinges

     Mending Spines

     Both of these are possible to do, but require a bit more time and energy than the repairs listed above. 

     The instructions for these repairs can be found in the provided book repair manual. Put these materials 

     aside temporarily until repairs can be made.

When to Rebind:

· The book is out of print and still useful to collection

· The book is expensive and in all around good condition

Discarding Materials:

· If repairs are vast and too extensive the item may be discarded

· If an item is damaged, take into consideration: 

· whether the item is a duplicate and the other is in much better condition, 

· the circulation of the item—is it frequently checked out?

· the relevancy of the item—is it out-of-date?, do we have more current materials that can replace this one?

Preventative Steps to take to increase shelf life:

· Use dust jackets or paperback covers for books

· Reinforce Magazine bindings and page corners

· For Kits- Include a list of individual pieces on outside of Kit to ensure all pieces are accounted for during check in/check out process

· Reinforce corners, spine, and bindings on print materials

· General Rule—it is always better to fix the problem when it first surfaces, rather than deal with a larger problem later on!

Bibliography of Cataloging Resources
The following resources are very helpful to consult for any further information.

For specific policies and procedures for HCPSS:

Library Media Handbook –hard copy available in Media Specialist’s office and electronic copy available on HCPSS Intranet.

For Dewey Decimal Classification Information:

An Introduction to DDC:

http://www.oclc.org/dewey/versions/ddc22print/intro.pdf
Abridged Dewey Decimal Classification and Relative Index, 14th ed. Dublin, Ohio:  

     OCLC, 2004. 

For General Information on Cataloging:

Gorman, Michael. The Concise AACR2. 4th ed. Chicago:  American Library Association, 2005.

http://www.ala.org/ala/aasl/aaslproftools/resourceguides/aaslresource.htm#C  
For General Information on MARC Records:

http://www.loc.gov/marc/umb/
To view MARC Records created by the Library of Congress:

www.loc.gov
To view Authority Records:

http://authorities.loc.gov/
Our Union Catalog for HCPSS:

http://pac.hcpss.org/hcps/hcpsindex.htm
Information on Book Repair:
http://www.dartmouth.edu/~library/preservation/
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Hardsare decoder. I libraies, bartoxds ure wsually affixed 1 the houk covers o asist
wsicr crenlacion and collestion control

Bibliographic Lovel: Onc of thrce standard scvles of description proscribed by AACE,
eact contining varying aronnts of bibliographic ufarmation from the least (evel 1) o
the most e 3,

Bibliographic Recor
applic 10 he descption of books, the phrasc i now associated with such records of all
material 1ypes. Sce also Surrogase Record.

Call Number
shell marks.

e organied description of an iformation packnges originally

The sl acklress of an iteon. made up of i, chassiication mumber and

»




[image: image4.png]Catslog: 1) A lst of Hbrary materinls contained i a collection, a ibrary. or @ peoup of
Tibrarics. artanged scoording  some definite plan: 2)in & wider sense. 3 lst of
‘materials preparcd for a particular pusposc.

Chief Source of Information: The source of dat o be Eiven precc
From swhich a suceogatc record (or portion thereo) is preparcd,

e as the source:

‘Calophon: & gt the end of a printed e on which biblograplic information i given.

Control Field: A field in the MARC format identifid by & lng beginning wifh the
utber zoro, Conteol fiekls comiain inforcaation such us & call number and ISTIN

Controlled Yocabulary: A list of tenns authorised for indexing, sich s 4 subjoct
beading Titing thesanrus.
Copy Cataloging: The st of taking one of more surrogate tecords fron cme library

database and copying the tecordfs) into another library datahase: the surrogate recards
of another database, lso known 25 copy.

Corporate Body: An arganiation ar gronp of persons that i ideoified by a pactculas
e nd that ace. or muy act, 5 an entity. Typical examples of corporate bodies are
assaciations. institutions, business s, Touprofit enterprises, overmients, goverment
gencics, eeligious baxlies, lacal churches, and conferencs

Crass-reference: A message in the catalg fhat finks e o more relted access polats (for
example, & message at Clemens, Sarael Lamghome refersing searchers t Toain, Mark)
atabase: One or more Lrgs siructurcd sets of persistent daes, wsally wwciuled with
softwate 10 update and query the data. A simple database might he a sing
containing many records, cach of which contains the same set of fields where cach Gokd
52 certain Fxed widi,

e fle

Datieviter: In the MARC format, a symbol identifying the start of a sublield. Delimiters
print variously as a double digger, §, o |

Direct Katry: An access poiat in which the desired naie or word s the irst purt of the
eading, withuu! naming & lacger unit of which it is a part Far exarmple, the heading is
O, wot (iited States Ohio,

Fulition: Arca 2 (230 tag) o the surmogate record whercin the caraloger recards the
version of the tem heing catsloged mast ffen iontifiod on the ftem scith the lerm
‘ediion” and “versiun® bt non “printing;

Iditor: One who prepaces for publication an i sl s ar her awn, The editoril work
may e Timited to the preparation of e item for the rmuficturer, of 1t may nclude
supervision of the manuFacturing, revision, or elucidstion of the cantent of the lom, und
the uddition of an ntraduction, notes, and other criical mater

Eintry: A record of an flem i 8 caalos. Sec also Heading

Fontry Word: T word by which an entry is arrangud in the catalog, usually the first
word (other than an ariciey o the heaing,

ield: One part of a MARC tecord cortesponding o one aea of dewcription. one subject
heading, one call numiber, and 50 forth: also known s Ta

Fixed Field: A ficld con

ving duta of a specific length and format (.
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Tormmat: Tn its widest sense, a paticular physical presention of an informtion pickige.

General Material Desig A torm indicating tho broad class of material 10 which
an informution pickage bolongs (¢, sound recording).

Heading: A naine, word, or phase placed st the head of @ catalog enley 1o provide an
access point. Sec nlsa Access Pob

Indicators: [n MARC format are numerit: codes for he computer tha define the.
process far dealing with fhe information in the tag subficlds. Each Lag hax b
indicators, even if one or both arc blank.

Indicect kintry: An accens point (ususlly u geographic or corparate body name) ia
which the desired wame is ot the first par of the heading; for example, che desired
e i Bosion, but the hesding is Massachuserss - Bosion,

Information Package: The flem being cataloged, whether it is a baok, VD, or LCD.
onuldmedia projector. Term used 1 efer fo ] (ypes of materials beiag cataloged in &
generic: form raher than describing a lis of item types.

Tntellectual Description: The part o the surrogat record tha describes the topic or
discipline of shich the infarmalion packsge i bout, usnally recorded in the subicct
(6XX) and elassificution (0RX) tgs.

TSBD: Iniernational Standard Kibliographic Description. Tntermations! stuncrd thut
defincs the puncrustion Found in the surrogate recard.

ISBN: International Standard Book Number. This is # system of unique numesical 10-
or 13-digt idenifiers for published tirles. 1t helps to ensure more efficient ardering.
inveniary conirol, and sccounring,

TSSN: Intcrnational Standaed Secial Nusiber. The sandurd nursber publishers assign to
scrial publications; mos often sefers 0 periodicals, jourmuls, or magazings, but may 1iso
be assigned to monograhic serial publications.

Joint Author: A persan wha collsborates with one of more othee persons to produce &
work in relaton 10 which the collaborstors porform the same function.

Key Heading: In Sears Lit of Subject Headings, & et of sabdivisions for o term that
iy be applicd t all terns of ts ype.

Keyword: A searchablle v, sich s  significumt word in  tide o one of the wonds in
2 multiword subject hesding.

Muin Fatcy: The complete catalog record of aa irem. preseatd in the form by which the
entity i 0 be uniformiy identified and cited. The main auy may ineluds the racing().
MARC: MAchine Reulible Cataloging, A group of ideiifying codks used 0
‘communicate informaion shout an information package using computers, originally
developet hy und for e caralogers a the | brary of Congross,

Muterial Specific Details: Arca 3 (255 te) of the surtogate record that describes the.
seale cquivalnts for maps aad the data specifics o electromic renurces.

Minimue Level Cataloging: Caalog recoris conlaining less information fhan the
mininmun require hy corrcatly aceepied stmdsd rles,




[image: image6.png]An information packsge created by congributions of mofe thin
one responsibe party. such as a buak having an author, an cditor, and am illsteator
"Modules/Application Madule: & medule s 2 software scgment that pectorins 1 specific
Hibracy function, such s cataloging,or iler-library loans. Automacion system vendors
ypically sell modules separately (with the exception of circulation and catsluging), and
Hibraries neesd not purcuasc chem all st onee. Circulacion and catalogins modules are
sually sofd together, with "add-on” rclules s possible extua purchasen.

Maonvgraph An information package publishedipratuced in full within & fnite e
Deriod. originally synanymaus with the term “houk” may now refer 0 any finite
information pckage.

Muli

edia: A muliipart information package in which the parts belang to more than
e mecdium and no one part predominates.

Notation
subjects.

Tn a classification, h

system of alpha or numeric symbols used (0 represeat

Notes: Atea 7 (SXX tags) of he surtogate record thatincludes eilher the physical
deseriprion ar incllecwal content of the informution package that is not explainel
clscwhere in fhe surrogale record.

Libray Center,

OCLC: Online Compuer Library Cenier. Formerly the Ohio Colly
bibliographic uGlity headquartered in Dublin, Ol

OBAC

Yarallel Title: The st of an itea in s bingusge other Ghan the prinsry Inguage of
the .

*t Online Public Avcess Catalog The electronic form of the fibrary catalog.

Personal Author: The person chictly respansible fo the creation of the intsllechial or
ntistic conteni of an information package.

Physical Description: Arca 5 (300 tag) of the surrogate record that inelues
description of the information pachage itself rather th its intellectual contont, Also the.
deseripiion of the information packae that inchudes all pares of he surrogate record
except for subject headings and classification nurabers,

Preliminaries: Pages ina bouk up to and ineluding the verso of the tte page, and its cover

Protacol: A protocal, in the infosmation world,is an electronic Standand by schich
overmment, business, and osganiations conduct Wiir flows of informatian, Foe exarnple,
e 739.50 provoxol i a standiued by which libraris can share cheir MARC records,
Publication, Distribution, Fic.: Area 4 (260 tag) of the sumogatc record that inchudes
description of when, sherc, and by wharn the informiation package was publishcd.
Qualifier: A word or phrase that remaves ambiguily from an accuss pofat, usually given
i parondieses, such as Cambridge (Ting.).

Query: A vser's request for information, wenerally s  fovmal request it databasc or
search cngine. Querics ans the scarch seing entcred by patrons when senrching for 2
particulag tibeary fiem or subject n the library wntomation sy

Reference: A dircetion trom one heading or ety to another




[image: image7.png]Retruspective Conversions 1his i the process by which libraries camvert the shelf it
into s searchable. compurerized databise of libery holdings. This datsbase can then be
scd a5 the backbone of an aulomation syseom,

Search Kex: In compuier systems, it is » combination of charactees from parts of scecss
pinis. Search keys e used in place of full nccess points to minirmize the size of
imdoxes needsel by the computer sysiom 5 well s 1o nrinimize the number of charactecs
scarchecs must caer

Serial: An information package poblished/produced in pars inerudid 1 g0 o wichout
ends i successive parts bearing numeric or chronological desigmations and inteuded to
be continued indefinitely

Series: Area 6 (410 tag) of the swrogate record that describes the publication conncetion
borween the information package and the serios: group of discrel items having, in
addition o their own ttes, » conmon tile identtying them us prets of the series,

Shiared Responsibility: Apalies when an iformstion package is reated by more thi one
responsible party sharing the same type of eoniribution (2., a hook with tw uthors),

Sheltist: A catalog,of tems cwned by a libracy. arranged By call mumber.

‘Standard Namhers: Atea $ (iags 02X) of the surrogate record hat inchudes
intomationslly, nationally. or locally recognized mumbers specific t he informaton
package being described, most oflen associatcd with ISBN and TSSN,

Statement of Responsibil
wverall esponsibikity for th
1XX, 245, and 7XK togs
Subfield: Par of a feld i the MARC: formac

Suhjeet Heading: A word or phrase identifying the content of an item heing cotaloged

‘and used s a0 access pont; a term from an authorized st of terms o he used as acccss
points, callod a Descriptor

Partof the first urea of deseriprion naming those ith
ation of the informustion package, wsually rovarded in the

Survogate Recurd: The tesull of ‘aking physical and iniellectusl do sbout an information
prckage and aanging that data accurding to standard caaloging rulcs (AACRY: ibvary
dtabases are comprised of suigate records. Sce also Ribliographic Recond.

Tag: The threo-digit codle identifying a e in the MARC format, also known s Ficld
Titke & Statemcnt of Kesponsibility: Arca 1 of the surrogate record whoroin the
ataloger revands the ttle proper, addiionl e informaion, arl the statcment of the
Derson(s) or curporate bods: responsible for th invellocaual content af the information
Dackage. Comesponds to MARC tg 1K, 24X, and 7XX.

Title Proper: The wmain e of aa iton.

“Trace or Tracing: Recording informatian in he surrogate eecor s tht i will b indosed
smdl rerrieved hy the sutomated syseres sehen # query s cntered by the user; racings in the
simogate rocord include. but are not Tt 10, author, ite, seics, and subjoct,

Uncontrofled Vocabulacy: Tuxing in which any e, not just chose on un stbirizedd
Hist, may be wscd for eteeval, such a3  ttke Keyword index,
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[image: image8.png]‘Uniform Tite (F3eld): A uide/ficld used to callocate ditions and versions of a work
hat appear under different Ltes proper. The wniform til assigncd to on ilem miay be
{he tile by swhich it is commanly known (o2, Alice in Wonderland, nn Alice’s
Adventures in Wonderland),

USMARC: United States Michine Readable Cataloging.

ariable Fiekd: A fild in tic MARC format conaining dats ot vary n lengds and format.
‘Vendor: A vendor i the manufacturer,distributor and selier of » ibrary automiation
system.

239.50: A standard for informution reieval that makes i« possible for uny ibrary that
s automated by systems conformin 10 the sandard to tap remoto Hbrary
collections or other bibruries o tap Yacal collecdons.
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Lisa Tipton

SLM 502

Reflection


This assignment, and class as a whole, was a valuable learning experience for me. I truly feel that I have a deeper appreciation for the intricate workings in the organizational structure of a library. I came in to this course with virtually no experience with Dewey Decimal Classification or the slightest idea of the existence of bibliographic records. I always knew that source information had to be recorded somewhere in order for patrons to find their needed sources, but I had no idea as to what went into this task. This course showed me all of the careful detail and consideration that went into making our libraries a place filled with organized and accessible information.


I have learned how crucial it is for all patrons of a library, adults and children alike, to search for and locate information with ease (ALA Standard 4.1). In order for our patrons to have a successful experience at the library, the librarians or media specialists must ensure that the institution is organized and more importantly that such organization is maintained. Library collections must be monitored and records must be kept accurate and up-to-date. If this does not occur, patrons will be faced with a library that does not fulfill its goal- to provide free information in a way that is convenient to the user. In short, a library must offer a variety of information that reflects the needs of those in the world around us. Furthermore, such information must be laid out in a structured fashion to ensure comfortable patron use.


Even after providing a space in which patrons can be successful in finding their information, it is still up to the librarian or media specialist to play an active role in all that the library experience has to offer (ALA Standard 1.3). Librarians must not only be responsible for organizing the information, but also for knowing what their collection offers. Patrons must be able to turn to librarians and trust that they will be led to the answers that fulfill their questions. Librarians must actively work to ensure a collection that is easy to navigate as well as assist clients to locate the needed information. A positive library experience is the culmination of both a successfully organized system as well as the genuine effort put forth by the librarians to guarantee that knowledge can be obtained, digested, and ultimately result in creative thought. 
The 10 Main Classes of the Dewey Decimal Classification





000    Generalities


100    Philosophy, psychology


200    Religion


300    Social sciences


400    Language


500    Natural sciences & mathematics


600    Technology (Applied sciences)


700    The arts


800    Literature & rhetoric


900    Geography, history, and auxiliary disciplines
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