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INTRODUCTION

A school library’s purpose is to provide open and equitable access to all its patrons as supports both academic and personal learning needs within the school community. The school library must have available in its collection a wide variety of resources, spanning all areas of curricular study and personal interest, tailored to the school population. No matter how theoretically excellent a resource may be, it is only truly as valuable as the ability of the patron to locate and use it effectively. It is for exactly this reason that those employed in the school library media center must take very seriously the aspects of their positions that deal with processing, protecting, and cataloging resources.
Though Carroll County sets general standards and guidelines and also links school holdings together through a web-based union catalog program, each school exercises a high level of independence in regards to technical processing. This manual outlines the basic technical procedures in place at suburban William R. McDaniel Middle School. Now that the Home Access feature of the Destiny catalog has been enabled, library staff members are more equipped than ever before to ensure the easy access of their users to high quality print and non-print resources. 
ITEMS TO BE CATALOGED

MARC records will be maintained via the school library’s Follett Destiny Library Manager System for the following items, including professional collection materials:
· Books

· Audio Recordings
· eBook Holdings
· Periodicals
· DVDs

· Audiovisual equipment (including carts, extension cords, document cameras, digital cameras, flip cams, non-mounted LCD projectors, etc.)

· Websites for instructional use
Hyperlinks and brief informational annotations for the school’s subscription databases will be maintained on the school library website in lieu of maintaining catalog records. 

Records and inventory for additional classroom instructional materials such as textbooks and graphing calculators will be handled by the individual academic departments. 

TECHNICAL RESPONSIBILITIES
In Carroll County, all orders are shipped from the jobber directly to the school. There is no county-wide channel for processing and cataloging. The County Central Office Curriculum Instruction Staff includes a Media Supervisor who oversees and serves as a resource for the library media specialists and media aides. The county Library Media Services Department provides “instruction and support in all curriculum areas through quality print and technology rich resources to advance best practices and strategies which improve student achievement” (CCPS Website). They maintain county-wide licensing for the catalog program and subscription databases as well as providing a professional resource center and maintaining guides for the purchase of audiovisual equipment and selection of instruction materials. 
Library Media Specialist 

Plans and administers the schools library media program and effectively communicates this plan to administrators, staff, students, parents and the broader community. 
ESSENTIAL JOB FUNCTIONS: The following are typical of job expectations and the types of duties performed:

 1. Uses knowledge of effective instructional practices and understanding of the teaching/learning process in order to deliver instructional services to achieve state/local outcomes or standards. 
2. Uses knowledge of current instructional and research technologies and the ability to integrate these media skills into the library media program and throughout the curriculum. 
3. Ability to work effectively with administrators, staff, students and community. 
4. Assumes responsibility for collection development. 
5. Organizes and maintains the media center in a appealing, and a welcoming manner. 
6. Accurately tracks and encumbers media funding. 
7. Provides effective training and support to staff as needed. 
Media Clerk I (classified as support staff): 


ESSENTIAL JOB FUNCTIONS: The following are typical of job expectations and the types of duties performed under the direction of the school librarian:

1. use of cataloging system

2. typing of letters, memos, requisitions, etc.
3. processing of new acquisitions
4. handling of routine circulation
5. assisting with inventory of materials
6. preparation/maintenance of digital records
7. maintenance of vendor catalog, back files of periodicals, other resources
 8. operation of audiovisual and office equipment
 9. maintenance of equipment

10. assistance with media displays
11. assistance in maintaining orderly media center
12. assistance of staff with borrowing
13. supervision of student aides

LEVELS OF CATALOGING
In Carroll County Public Schools, processing of new acquisitions is completed at the individual schools. When applicable, preexisting MARC records within the county union catalog will be amended to reflect changes in a school’s holdings. For most traditionally formatted materials, MARC record files will be provided by the book jobber. When uploaded to the cataloging system, the accuracy/consistency of all Dewey call number designations and subject headings included in the MARC records is to be verified and modified at the discretion of the school librarian. 
MARC records will be created locally for all other materials, following the AACR2 guidelines for punctuation. Use of the Library of Congress catalog and WorldCat as resources for copy cataloging is encouraged, with preference given to entries in the Library of Congress catalog. In situations where copy cataloging is not possible or not desirable, chief sources of information to be considered for books will be the title page, the verso (including the CIP), the colophon, and the back cover (in that order). For sound recordings, preference is to be given to the label of the item itself first, then to the packaging and accompanying materials. Bibliographic data for DVDs should be collected primarily from the opening credits of the film and secondarily from the labels and packaging. All other items should themselves act as the chief source of information, with containers and accompanying materials functioning subordinately.
Bibliographic material should be added to the MARC record fields according to the 8 Areas of Description, according to ISBD guidelines as outlined in the AACR2:

Area 1 – Title and Statement of Responsibility – tags 245, 1XX, 7XX

Area 2 – Edition (leave blank for 1st editions) – tag 250

Area 3 – Material Specific Details (use for map scales only; otherwise, leave blank) – tag 255

Area 4 – Publication, Distribution, etc. – tag 260

Area 5 – Physical Description – tag 300

Area 6 – Series Statement – tag 440 

Area 7 – 500s’ Notes – tag 5XX
Area 8 – Standard Numbers – 010, 020
The Library of Congress authority records are to be consulted for all names, subject designations, and uniform titles, included in the MARC record. For the 6XX subject heading fields, LCSH will be used. When available, LC/AC juvenile subject headings should also be used to clarify terms that would otherwise be difficult for young readers. Localized subject headings will not be used. Local Dewey classification notation should be added last. For the purposes of the school library catalog, Dewey numbers will be truncated at the first prime. 
Audiovisual equipment only will be maintained at Level I cataloging. All books, audio recordings, eBooks, and DVDs are to be processed according to Level II cataloging standards. Periodical issues are to be entered as specific holdings under the Level II catalog entry for the publication as a whole. Stable instructional websites approved for inclusion by the school librarian will be cataloged according to the MARC format for electronic data, featuring the 856 field with a direct link to the internet site. Please note that any original Level II cataloging is to be created or approved by the school librarian directly.



VENDOR SPECIFICATIONS

Please see the included Baker and Taylor processing forms contained in the Appendix as an example of our most current vendor specifications in regards to call numbers, barcodes, and subject headings.
ASSIGNING DEWEY DECIMAL CLASSIFICATIONS

All fiction items will be assigned alpha call numbers, beginning with the “FIC” designation and followed by the first three letters of the author’s last name. On the shelf, these items are to be organized in alphabetical order according primarily to the author’s last name and secondarily to the book’s title (omitting any initial articles).
Short story collections will be interfiled in the fiction section according to the first three letters of the title of the work. 

Nonfiction materials will be organized by topic and assigned call numbers, according to the 14th edition of the Abridged Dewey Decimal Classification and Relative Index. Their spine labels will also include the first three letters of the author’s last name. 
The designation of “Reference” will be given only to multivolume resources and certain standard items, i.e. dictionaries, thesauri, encyclopedias, atlases, and almanacs. These materials will be labeled with the letters “REF” preceding their abridged Dewey call number. All other factual resources will be filed in the nonfiction section for general circulation. 
Individual biography texts will be assigned the Dewey call number “92” and also labeled according to the subject’s last name. Collective biographies will be assigned the Dewey call number “920” and labeled according to the first three letters of the author’s last name. 

Graphic format texts will be interfiled within the fiction, nonfiction, and biography sections. They will be identified as Graphic format texts through the use of a red spine label protector. 

Professional Collection resources will be classified using the prefix “PRO” followed by the appropriate Dewey call number. 

DVD call numbers will feature the prefix “DVD” and audio recordings (including Play-Aways) will be designated with the prefix “AR” followed by the appropriate fiction or nonfiction call number. These items will be shelved in their own designated area. 
CATALOG UPDATES AND INVENTORY

MARC records for instructional websites will be evaluated and updated twice annually, in September and March. Necessary adjustments to catalog entries will be made as needed throughout the year based on county-wide determinations. MARC records for discard items will be adjusted or deleted from the catalog prior to their disposal. Other alterations to existing MARC records will be made on an as needed basis, for example if a discrepancy or error is noticed during a routine catalog search. 
Inventory will be conducted at peak check-out time in early February using the portable scanner.  Circulation reports will be run for each Dewey section (by hundreds) and used to inform spring ordering. Missing items are to be designated as “Lost” in the Destiny system.
PROCESSING, REPAIRING, AND DISCARDING MATERIALS

The processing of most traditional format materials will be completed by the book jobber prior to shipment. This includes the application of spine labels, barcodes, and dust jackets. For donation, book fair, and other non-jobber processed items (such as monthly orders from the Junior Library Guild), these will be applied on site. 
For audio recording and DVD materials, the barcode should be affixed to the disc itself, not to the case. 

Barcode stickers should be reinforced using spine label protectors. For all books, the barcode number is to be neatly printed in ink (reading bottom to top) along the seam on the title page. The school name stamp should appear in two locations in every book – on both the title page and also on page 37.  Affix due date labels vertically on the bottom right-hand side of the back cover of all books. 
In the interest of proactively anticipating material wear-and tear, paperback texts are to have their spines and corners reinforced with book tape prior to being shelved for circulation. All periodicals are to have their centers reinforced using fiber and book tape.
Individual items are evaluated for repair or discard on the basis of physical issues during check-in and inventory procedures. Repairs should be carefully conducted after referencing the Demco Collection Care Guide and/or the Demco Book Repair How-To Videos. 
Carroll County maintains a Collection Development Plan that addresses both weeding and acquisitions. School Librarians are charged to strategically evaluate a different area of their libraries each year on a rotating five-year schedule. Because of the ever-changing nature of science materials, they should be evaluated for weeding every 3 years and even more frequently when major scientific changes are made, such as the demotion of Pluto from planet status. 
Schedule:

Year 1 – 000, 100, 200, PRO
Year 2 – 300, 700, AR

Year 3 – 400, 800, DVD

Year 4 – 500, 600

Year 5 – 900, 92, FIC
Materials will be weeded according to the below guidelines:
“MUSTIE” for Books

M = Misleading—factually inaccurate

U = Ugly – worn beyond mending or rebinding

S = Superceded – by a new edition of/or by a much better book on the subject

T = Trivial – of no discernible literary or scientific merit

I = Irrelevant to the needs and interests of the library’s community

E = Elsewhere – the material is easily obtainable from another library
“WORST” for AV

W = Worn out – cracked, scratched, grainy, fuzzy, or previously repaired

O = Out of date – dated and/or inaccurate

R = Rarely used

S = Supplied elsewhere

T = Trivial or faddish
Holdings for materials designated for discard are to be removed from the union catalog. These items are then to be recycled according to county policy. Under no circumstances should discarded materials be given to teachers for use in their classroom libraries due to concerns over the timeliness/accuracy of the material. 
DICTIONARY OF PERTINENT ACRONYMS AND TERMS
AACR2 – Anglo-American Cataloging Rules, Second Edition; the standard in the US, Canada, and the UK for cataloging
Abridged Dewey Decimal Classification and Relative Index – 1 volume abridged guide to Dewey Decimal classification, appropriate for school libraries 
Access Points – names, terms, and codes present within the MARC record that can be used to locate an item in a catalog search
Authority Control – method of selection and consistent formulation of name, title, and subject headings in a catalog for optimum patron search retrieval
Authority Records – records stipulating the default names, titles, and subjects to be used within the catalog record for consistency and optimum search retrieval (use Library of Congress Authority Records)
Bibliographic Record – information about an item falling into the eight areas of description
Book Jobber – vendor responsible for processing of library orders and materials
CIP – Cataloging in Publication; basic cataloging information completed by the Library of Congress found on a book’s verso
Copy Cataloging – use of preexisting catalog or CIP records to create the MARC record for one’s own catalog
Delimiters – symbols in the MARC record format that identify the start of a subfield; marked by the $ or | symbol
Descriptive Cataloging – the portion of the cataloging process concerned with identifying and describing the physical and bioliographic characteristics of the item as well as the access points; does not include the assignment of subject headings. 

Fields – the separate portions of the MARC record corresponding to individual areas of description, subject headings, call numbers, etc.
Indicators – numeric codes read by the computer to define the process of handling information within the subfields; two for each tag
ISBD – International Standard Bibliographic Description defines the guidelines for the MARC record
ISBN – International Standard Book Number; unique system of 10 or 13 digit identifiers for published titles
MARC – Machine Readable Cataloging; a record of identifying codes used to communicate information about library holdings using computers; originally developed by Library of Congress catalogers
LC/AC – Library of Congress Annotated Card; juvenile subject headings
LCSH – Library of Congress Subject Headings 
Original Cataloging – the “Do-it- Yourself” creation of MARC records
Subfields – subdivisions of fields within the MARC record, i.e. the title subfield within the 245 Title and Statement of Responsibility field
Tags – the three-digit codes identifying individual fields within the MARC record
CATALOGING RESOURCES BIBLIOGRAPHY

PRINT:

Demco Collection Care Guide. Madison, WI: Demco. 
Dewey, Melvil. Abridged Dewey Decimal Classification and Relative Index. 14th ed. Joan S. Mitchell et al., eds. Dublin, OH: OCLC, 2004. 
Kaplan, Allison and Ann Riedling. Catalog It!: A Guide to Cataloging School Library Materials. 2nd ed. Worthington, Ohio: Linworth Books, 2006. 

Gorman, Michael, prep. The Concise AACR2. 4th ed. Chicago: American Library Association, 2004.

ELECTRONIC:
Baker and Taylor Ordering and Processing Forms
http://www.btol.com/s_library_details.cfm?sideMenu=Ordering%20Information&home=a_library_details.cfm&ctx=1
Demco Book Repair How-to Videos
http://www.demco.com/goto?bookrepairvideo
Follett Barcode Symbology http://www.follettsoftware.com/_files/fsc/file/cms/barcode%20symbology.pdf
Library of Congress Authority Control 

http://authorities.loc.gov/
Library of Congress Online Catalog
http://catalog.loc.gov/
Online Computer Library Center (OCLC)
http://www.oclc.org/us/en/default.htm

Online Dictionary for Library and Information Science
http://www.abc-clio.com/ODLIS/searchODLIS.aspx
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