
Cataloging & Web Services: Philosophies and Guidelines

Philosophies

Patrons rely on the library to have an organized collection of materials covering diverse topics.  Our mission is to support the libraries by organizing, and maintaining a collection of materials for the libraries using recognized standards such as the Anglo-American Cataloging Rules (2002), MARC bibliographic format, Library of Congress Subject Headings, Library of Congress Classification, and various rules of the National Information Standards Organization (NISO).  Providing access to an organized collection of information supports the academic mission of Tidewater Community College and the lifelong learning of our patrons.

· In all considerations, the use of the catalog by our patrons is the primary consideration.  By following national standards, cataloging policies are designed to address the needs, skills, and educational levels of the greatest number of library patrons.

· By applying standards, catalogers provide patrons with a collection of data, retrievable by prescribed methods of research.  Patrons of TCC libraries are also patrons of other university and public libraries and learn transferable skills at TCC.

· College-wide cataloging practices are determined to provide the greatest level of access to materials we own (or own rights to access) using succinct bibliographic data applied in a consistent manner. 

· The catalog is comprised of MARC bibliographic records of what we own, not an historical account of what we used to own.  The term ownership is evolving to include resources we currently have access to.

TCC abides by accepted national standards.  It is beyond the scope of this manual to address all cataloging issues.  Listed below are representative TCC practices:

Cataloging

· For each record verify match of bibliographic record to item in hand.  Check, among other things, title page for title, author, publisher, date, etc.  Check title page verso for further information.  Check physical description.

· If the study guide is comprehensive enough to be used without the original text, I tend to look for a separate bib record and catalog it as a monograph.  I give it a call number that places it right next to the text (or where the text would be if we don't have the text).  
· If the guide is just a small thing I can insert into the videocassette case, I just stick it in there without a barcode.  It is described in the 300 |e field.
· If the guide is small and doesn't make sense with out text (or video, or whatever) I put it on the same record it is a study guide for.  The 300 |e field describes it.  Then the catalog record has two items, the text and the guide.  In the holding record you have to make a note 866 30 |a text + guide or 866 30 |a video + guide.  Look at TCC's Mighty Times: The Children's March.

· Serial:  A continuing resource issued in a succession of discrete parts, usually bearing numbering, which has no predetermined conclusion.  Monographic serials are generally cataloged as serials except for the volumes dedicated to a single topic.   When subject access is deemed more important than serial access, the volumes of a serial will be cataloged on a non-serial record and given a call number appropriate for the subject.  For example Crime & Justice: An annual review of the research with volumes focused on topics such as women, prisons, child abuse, etc.

· Series: A group of separate items related to one another by the fact that each item bears, in addition to its own title proper, a collective title applying to the whole. To improve access, volumes in a monographic series may be cataloged on non-serial records with or with/out a series call number.  For example, Dictionary of Literary Biography is cataloged as a monograph but given a series call number of REF PN451.D52 v.#

· Class bibliographies in their subject area, not in Z.

· Class feature films/videos with their subject matter.  For example Holocaust films class in D not PN1995.9.H53.

· Class feature films/videos based on books, with the author.  Add “1” to the cutter number.  For example The Postman Always Rings Twice PS3505.A3113 |b P65 1978 (book) and 2004 video becomes PS3505.A3113 |b P651 2004
· Class feature films/videos using PN1995.9 for genre access.  Foreign films class with subject of film if appropriate, not “foreign films”.  Use subject tracing “foreign films”.

· Verify series tracings.  Generally we don’t use series call numbers in the circulating collection. (Ex. New Directions series).  For series not traced, update to “490 0 “.   DO NOT DELETE series tracings since 490 fields will still be included in keyword indexing.

· Add LC subjects when appropriate.  Remove and/or update subject headings that are not LC.  We use “65x 0” or “655 7”.  This includes Guidelines for Subject Access to Individual Works of Fiction, Drama, Etc (GSAFD) genre headings for items such as popular fiction, feature films, etc. 

· Enter contents notes in adherence to AACR2 standards (up to 25 entries).
· The unique identifier for an item is its barcode therefore we do not use copy numbers for fully cataloged items.

· In the 049 field we no longer use input stamps so remove them when you see them.  Ex. 049 <video>TWKH becomes 049 TWKH
· MARC holdings standards for multi-volume sets, serials, and periodicals will be implemented with the Aleph system.

· For item records of book and media titles with multiple pieces include a circulation note. (Ex. 2 pieces, 3 discs,  8 cassettes)

· Web sites are cataloged as TWJA with Electronic Resource and Status=31 (Internet) or cataloged VCCL for system-wide access.
· Notes for restricted access should be composed in a positive voice.  Some examples:

590:: Not available for interlibrary loan.


590:: Not available for intercampus loan.


590:: Available only to TCC students, faculty, and staff.


590:: Available only to TCC-Norfolk students, faculty, and staff.   (campus)


540:: Public performance rights.


856:: |u http:xxxxx  |z Link only available from TCC campus.


546:: Closed-captioned.

655: 0: Video recordings for the hearing impaired.

Processing

· Many books now arrive pre-processed.  Some books such as gifts and add-ons will require on-site processing.  Printed spine labels are applied to the material and covered with spine label protector. 
· Gift books should have a processing slip for each item.  The processing slip should include campus, desired action, etc.  In the case of adding to the collection a librarian’s initials must be provided.
· For circulating items the tops of labels are positioned 1 ¾” from the bottom on the spine whenever possible. For reference collection and media the tops of labels are positioned 1 ¾” from the bottom as long as they do not cover spine information considered valuable for the use of the item.  Examples: contents of the volumes, date, performers, etc. If a label will not fit on the spine, it is placed on the front, lower left corner, the top of the label 1 ¾” from the bottom and ¼” from the edge.

· Book jackets are retained on books when they provide information that improves access to the book’s contents.  For example, fiction book jackets with summaries of the story will be retained.

· Pre-packaged media may or may not be divided into individual units and will be determined on a case-by-case basis.  Intended use, physical protection afforded by the package (sturdiness), and package format will be considered.

· For circulating materials, date due slips are applied to center of the inside back cover.  If this placement covers information considered valuable for the use of the item the date due slip may be placed in an alternate logical location.

Catalog Maintenance

· When adding new titles locate the bibliographic record for the item, making note of previous editions that are candidates for discard.  If applicable, insert a note into the item so staff at the campus library is alerted to previous editions, multiple copies, etc.

· Following system procedure, create item record and scan in barcode. If earlier item appears insert a note into the item so campus library staff is alerted.

· For copies with multiple items, create an 866 30 |a field in the MARC holdings record.
· With item records completed, place items in “transfer” condition.  Box the items and send them to the appropriate campus.

Electronic Resources

· Maintain separate records for electronic resources. Choose electronic record when available, otherwise choose best record and edit it to reflect online availability.

· 362 is a date field, not a holdings field.  If using a record for electronic format, 362 will be date of availability

· Titles in aggregator databases are not cataloged individually.

· Cataloging is done following Guidelines for Cataloging VIVA Electronic Resources found on the Internet at: http://viva.lib.virginia.edu/vivacat/guidelines.html 

· To date, there is no policy on adding Internet sites to the library catalog.  On several reference sources the MARC records have been edited to include the 856 (URL) field.  On some new materials acquired by the library, 856 fields are included in the MARC record when they are imported from OCLC.  Those 856 fields are not removed.

· To date, web sites have not been included in the library catalog unless they provide electronic access to a resource available in print.  Cataloged web sites are available in WorldCat.  

· To date, checking of URL links in the library catalog has not been formally addressed.  Informal discussion has occurred with the result of  “let’s look at it later”.  Technology will catch up and link checker software will be included in database software or as a stand-alone application. 
Web Site

· The purpose of the web site is to provide organized access to the resources and services of the Learning Resources Centers of TCC. Our audience is mainly TCC students, other college students, faculty, and community patrons. The site's evolution is driven by its use by our patrons and how it is used to promote information literacy. By reviewing current information regarding web site design, assisting patrons as they use the web site, and developing the site with collegial input, the site remains a dynamic component of the educational experience.

· Although the web site “belongs” to the entire LRC staff, web site literature recommends that one person be responsible for a given site.  This authority provides for a consistency in the look, tone, and delivery of information on the web site.  Requests for changes to the web site are generally accepted and completed within a week’s time.  In the event of disagreement, the issue is taken to the appropriate authority but is usually resolved after discussion at the Librarians’ Meeting.

· The LRC web site is designed following guidelines issued by the World Wide Web Consortium.  “The World Wide Web Consortium (W3C) develops interoperable technologies (specifications, guidelines, software, and tools) to lead the Web to its full potential.  W3C is a forum for information, commerce, communication, and collective understanding.”  http://www.w3c.org.

· The LRC web site strives to be Bobby compliant. “Bobby is a comprehensive web accessibility software tool designed to help expose and repair barriers to accessibility and encourage compliance with existing accessibility guidelines.” http://bobby.watchfire.com/bobby/html/en/about.jsp 
· The LRC web site, as a major component of the TCC web site, follows the standards prescribed by the college in regards to the mechanics of web publishing, i.e. colors, navigation, fonts.  Content on the LRC web site is considered instructional as well as informative and falls under the aegis of academic freedom.

Union Listing

· Periodicals holdings are relatively stable so union listing will be completed as needed.

· Holdings statements display in WorldCat so it is important to maintain accurate holdings data in the OCLC database.  Holdings data has implications for interlibrary loan activity, collection development activity, union listing, and patron access.

· TCC adheres to level 3 encoding.

· Information for this activity is available through OCLC’s online Union Listing Users Manual http://www.oclc.org/oclc/man/4141ulug/frameset.htm
· Entries are to comply with NISO standard Z39.71-1999 Holdings Statements for Bibliographic Items http://www.niso.org/standards/resources/Z39-71.pdf 
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