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Cataloging in an Academic Library and a School Library Media Center

Introduction


Cataloging in libraries requires the application of standards in information structures.  In the following, I will detail my copy cataloging experience in both an academic library and a school library media center (or school library).  I will also detail my limited original cataloging experience.  Even though I used different commercial cataloging systems for each type of library, my experience taught me that there were similarities, such as examination of the materials before they entered the system, classifying them, and giving them a call number.  In both systems, it was (is) important to standardize the procedures of cataloging as much as possible, so that cataloging could proceed quicker and the newly entered items could be found by users more easily.  Easier location occurs when users can re-use the same finding procedure for all items, thus they do not have to re-learn how to locate an item when they need a new material.  Easier cataloging occurs with a standardized procedure of entering new items into the system, thus the cataloger does not have to re-invent the wheel each time they enter a new title into the system.  It is apparent from such standardized procedures that additions to the structure of information in an academic or a school library will keep the structure more organized, so that it is easier to manage and to use for item location.  Having now a general picture of cataloging, let us move onto the details.  First, I will discuss my experiences copy cataloging at an academic library.  Second, I will discuss my experiences copy cataloging and original cataloging in a school library.

Cataloging in an Academic Library


Currently, I am employed at an academic library as a library assistant.  Part of my duties include copy cataloging.  This is performed on the local system, Millennium (trademark), and on OCLC (Ohio College Library Consortium) (trademark).  My method of copy cataloging is informed by the principle of standardization.  When an item arrives for copy cataloging, the first step is to exam the item.  Usually the item is part of a group of the same materials to be cataloged, thus I will have a book cart of oversized books to catalog or a box full of magazines to catalog.  In cataloging oversized books, examination of the item includes taking note of its dimensions, last page number, copyright date, author/editor, publisher, and any LC (Library of Congress) or ISBN numbers.  Sometimes, it is necessary to note other specifics of the item if I can not locate it with information I have mentioned.  Next, I attempt to find the item’s bibliography on our local cataloging and circulation system, Millennium.  If I can find a bibliographic record for the book, I attach my item to the record through entering the barcode number affixed to the book in hand.  I also have to fill in mandatory fields in the item record (as opposed to the bibliographic record) such as location, price, and check-out status.  These mandatory fields help in the standardization of the structure of information in the library.  I will give the new item a call number, too.  This number is assigned according to the Library of Congress Classification (LCC) scheme.  Assigning call numbers must not be arbitrary, designation follows a standard system, as well.  Standards help the library to keep its structure of information, in this case the order of books according to call number, organized, and easy for library staff to manage or for library patrons to locate materials.  The book will have a subject level call number that is specific as much as to the ten thousandth decimal place, be followed with a Cutter number, after which a year may be necessary, then any necessary volume numbers, and ending with any needed copy numbers.  The year of the book publication, any volume numbers, and copy numbers are only used when necessary to distinguish it from other items that may otherwise seem the same as it in the Online Public Access Catalog (OPAC) and on the book shelf.  Distinguishing one item from another in a standardized format serves to make the management and location of library materials easier.  If the item in hand is not located on the local system, I log onto OCLC to locate it.  OCLC allows several access points to the location of bibliographic records: title, author, ISBN, LC, and others.  Using one of these four access points, I am usually able to locate a bibliographic record for my item.  Sometimes I will use publisher and year of publication to locate the item from a screen full of the same title by the same author.  This is an example of the positive aspects of a standardized information structure at work: I can find my way to a match of my item through a standard system of cataloging and terminal display, and I can use this same location method repeatedly.  Once I have an OCLC bibliographic MARC record up on the screen, I compare certain fields to the description of my item, such as last page number, dimensions, and any fields that confirm a match to my item.  If I find a matching OCLC bibliographic record, I validate it, prepare it for upload, and export it to my local system, Millennium.  I locate it on Millennium and attach an item record to the bibliographic record.  If I do not find my item on OCLC, I put it in the In-box of the cataloging librarian for her to process into the local system through original cataloging.  


Another item type I process regularly are the periodicals.  Processing these into the local system is quite simple compared to oversized books.  When a new print magazine or journal arrives at the library, first it is physically processed by the student-workers.  Then it comes to me with barcode already attached.  I log on to Millennium and search for the title.  I nearly always find the bibliographic record of the magazine/journal in hand.  Once the bibliographic record is found, I attach the item to the bibliographic record, filling in the mandatory fields of: location, check-out type, price, volume, and barcode number.  When I am finished, the item is ready for display on the magazine/journal stands.  If I do not find a bibliographic record for the item, I determine if it is one we subscribe to, one we receive regularly, one we do not know the status of, or one we put into the free bin.  If it is one we subscribe to or receive regularly, I give it to the copy cataloger with a note to create a bibliographic record.  If it is one we do not know the status of, I email the print magazine/journal vendor to confirm its status.  If it is not being sent to us from the vendor, I put it in the free bin.  If it is being sent by them, I have to find out why and inform the librarians.  They will decide if we keep the item.  

Cataloging in a School Library


In the past, I have worked for school libraries as a library clerk/technician.  One of the types of books I cataloged was textbooks.  The principal decided that we ought to have all textbooks on campus bar-coded and included in the local cataloging and circulation system, which was Follett (trademark).  I spent ten months processing all the textbooks into the local system.  When I had an item, usually I had copies of it.  First I would note some of its features: title, author/editor, publisher, year of publication, any volume numbers, dimensions, and ISBN.  I would go into Follett and search for a bibliographic record for the item, using one of the noted features to access its bibliographic record.  On Follett, the system of locating a bibliographic record for an item was less refined, because oftentimes I would find a title that matched my item, but the publisher would not be visible on the general display of a title return, so I had to go to the level of each individual bibliographic record to determine if it was a match to my item.  This became a very time consuming process, since usually there were many title entries displayed.  This is a clear drawback compared to the OCLC system, and the total number of Follett bibliographic records for searching was small compared to OCLC.  (This is not an empirical statement, but a personal statement backed by my experience.)  Sometimes I would find a match to the title of my item, but upon opening the individual bibliographic record, I would discover it was blank or missing vital and necessary fields of information.  If I could find a legitimate bibliographic record, I would download the record to my local site system and attach an item record to it (filling out mandatory fields such as: barcode, call number, and price).  About fifty-percent of the time I could not locate a matching bibliographic MARC record on Follett for my item; I had to perform original cataloging.  In such cases my district library director instructed me to create a limited MARC bibliographic record for the item and attach the item to the bibliographic record.  I would fill in the mandatory MARC fields and then attach the item to the bibliographic record.  There were many times when I went online to book publishers or Amazon.com (trademark) to find necessary information on the item (often price).  

Conclusion


It is clear that Follett had big disadvantages to OCLC in its terminal display of bibliographic search returns, incomplete bibliographic records, and smaller number of bibliographic records available for search.  Follett could improve its terminal display of bibliographic search returns by creating a new standard format which displayed more information per displayed record, so that it would reduce the time it took for any cataloger to locate a bibliographic record.  A standard ought to be established by Follett so that incomplete bibliographic records are not included on search returns.  On OCLC, the validation process performs a check for incomplete records.  


The importance of standardized practices is exemplified in my short comparison between a bibliographic search on OCLC and a search on Follett.  Standards can improve the structure of information to enhance the quality of cataloging.  It also enhances library patron searches through the OPAC for items.  At the school library, there were times when a student would be excited to find a title of a book only to be disappointed by a lack of information, including a missing item record, which signified that an actual book was not in the library even though it was found on the OPAC!  These numerous item-less bibliographic records were in the system before my hiring, and the district librarian worked on clearing them from the system.  She stated that many former library technicians had created bibliographic records over the years without guidelines (sometimes without authorization), which resulted in incomplete and redundant bibliographic records in school and district wide catalogs.  Training in standardized methods for original cataloging and copy cataloging would have reduced the amount of incomplete and redundant records.
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