CATALOGING POLICY MANUAL

WEST GEAUGA HIGH SCHOOL

I. Overview

a. Introduction:  This cataloging policy manual is for West Geauga High School’s Library Media Center, Chesterland, Ohio.

b. Mission Statement: The West Geauga High School Library Media Center serves a population of around 1,000 students in grades 9 through 12. The mission of the LMC is to enrich and support our curriculum, to help our students become active and effective users of information, promote a lifelong love of reading and learning, achieve success in school, and to provide materials that support the academic goals of West Geauga High School.
c. Description:  The Library Media Center includes a collection of # nonfiction and fiction books that, with the exception of the Reference books, are available for circulation.  An assortment of newspapers and periodicals are subscribed to yearly and are available for student and staff’s perusal.  The ___room contains videos, both VHS and DVD’s, available as curriculum resources for staff, but are not circulated to students.

The circulation desk naturally separates the library into the computer lab area and the tables and reading chairs area.  The Media Center’s computer lab has 23 Dell computers equipped with Microsoft Office 2007 and other software.  There are another three computers in the table section of the library that are available for use when there is a class in the library.  Wireless connection creates the opportunity for students to bring in their own laptops for completing their school work.

There are fifteen tables for student use for studying.  Several groupings of comfortable chairs and small tables provide a comfortable seating area for reading.  A conference room that easily seats about ten people is in the back of the library.  It is used by the LEAF representative two days a week but may be used for meetings and small study groups.

Televisions, VCR’s, and DVD players are available for classroom use upon teacher’s request. Laptop computers and multimedia projectors may be used by both teachers and students for the purpose of making presentations, showing video clips, etc.  Teachers may borrow laptop computers but students may only use them while they are in the library for a class that has more students than computers available in the lab or when making a presentation in a classroom.  They are stored in the Multi-Media room that can be entered from the main part of the library.

  A combination printer, copier and fax machine is available for use by all.  A scanner is connected to one of the computers for students or staff to use as needed. A laminator and poster-making machine is also available for staff use.

Collection Description:

· Books (Fiction, Non-fiction, Reference, Biographies)

· Professional resources

· Periodicals

· Equipment

· Audio/Visual material (Televisions, VCRs, DVD players, Overhead Projectors, Multi-Media Projectors, Digital cameras, Digital video cameras, Microphones, Flashdrives, Laptop computers, and Scanner )

Acquisition of Materials: 

   The acquisition of materials is the responsibility of the Library Media Specialist at West Geauga High School.  Materials shall be chosen to enrich and support the curriculum and the educational, emotional, and recreational needs of the users.  Materials shall be appropriate for the subject area and for the age, emotional development, ability level, learning styles, and social development of the students.

  Materials shall represent differing viewpoints of controversial issues so that users may be motivated to engage in critical analysis of such issues, to explore their own beliefs, attitudes, and behavior, and to make intelligent judgments in their everyday lives. 
A purchase order is needed to acquire any material.  Established vendors are already set up in the Accounts Payable system and should be the only sources for procurement.  

  Baker & Taylor is the vendor we have a working relationship with who provide books that come already processed.  It is necessary to ensure that they follow our specifications.

Processing Specifications for Vendors:

   
BOOKS

· Mylar covers on dust jackets
· Place 2.5 mil thick label protectors over exposed spine labels and barcode labels.
· Place the bar code on the top right corner of the outside back cover, facing toward the spine.
· Provide one spine label per book attached 1 inch from bottom edge of spine.
US MARC RECORDS 

· Supply 3.5" disk
· Label disks with purchase order number, school name, date, invoice number, and beginning and ending barcode numbers
· Provide one record per title, not one record per copy or volumes
· USMARC bibliographic standard records
 Other vendors or sources established in the system include Library Video, Teacher Video, Catalogs can be used to review their offered material.  A relationship has also been established with Barnes & Noble whereby arrangements can be made to purchase materials from them with a purchase order.  Materials purchased from these vendors need to follow the cataloging procedures outlined under Copy Cataloging or Original Cataloging as noted in the Cataloging Procedure section of this manual.

   Barcode numbers have been pre-assigned to Baker &Taylor and to dummy barcodes.

	ASSIGNED 13-DIGIT BARCODE NUMBERS

	Baker & Taylor
	3077230000001 - 3077230002000

	Dummy
	3077230002001 - 3077230004000


Processing of Materials:

a) Books that arrive from vendors with processing should:

· Be verified with the packing slip

· Be processed within 3 weeks

· Be stamped with the ‘West Geauga High School, 13401 Chillicothe Rd., Chesterland, OH 44026’ on the Title page, and top and sides of the pages of the book

· Have the bar code number written in the upper right corner of the first page of the book

· Have the Call Number and Dewey Decimal Number written in the upper right hand corner of the Title page

· Have the cost of the book written in the lower right corner of the Title page

· Send the MARC records disc to John Greaves at LGCA to be uploaded

b) Books that are obtained without processing should be processed by either the Library Media Specialist or the Library Clerk

· Attach a barcode to the top right corner of the outside back cover, facing toward the spine

· Attach a spine label that includes the Call Number, Dewey Decimal Number, and first three letters of the author’s name as noted in the Classification section in this manual.

· Cover the spine label and barcode with a clear protective label.

· Cover soft cover books with clear contact paper for protection

· Tape a piece of scotch tape at the upper and lower edges of the hard cover book jacket inside the first page to secure the jacket

Subject Headings:

   Sears List of Subject Headings will be the resource referred to for finding subject headings.

   When vendor provided cataloging is done, the assigned subject headings will be used.

   When original cataloging is required each item will be reviewed and the number of subject headings that seems appropriate will be assigned.

Circulation:  

   All materials in the Library Media Center are circulating except for Reference.  Audio Visual is only circulating for staff, not students.  The equipment can be used while at school but may not be taken off the premises.

   Books may be circulated for two weeks and renewed two times, unless the book is on hold.  If it is on hold then the book may not be renewed.  At the end of each month a SIRSI report will be run indicating the particular books that are overdue.  A copy of this overdue notice is given to all the homeroom teachers who hand them out during homeroom as a reminder to students to return .

  No overdue fines will be charged for books kept out beyond their due date, but students may not receive their report cards if the material has not been returned or, if lost, a replacement cost has been paid.

Cataloging of Materials:

a) Standards of Cataloging

· AACR2 will be the authority control for bibliographic records, the standards to be followed.

· All materials should receive Level 2 cataloging

· MARC records will be purchased whenever possible

· Subject headings follow the Sears List of Subject Headings using a minimum of two subject heading when completing original cataloging

· SIRSI is the system to use for cataloging materials

b) Copy Cataloging

· Records will be taken from Smart Port, the shared catalog system on SIRSI, in MARC format, whenever possible, and in the following order of preference:

         1) xxx


      2)xxx

         3)xxx
     OCLC’s Cat Express should be the last option for possible records due to the fee associated with obtaining records from them.

· Refer to the LGCA manual for instructions on importing the records.

· Check the copied records for accuracy, comparing the record with the CIP data in the book.  Particularly note that the ISBN, title, copyright/publication, and physical description match.  

c) Original cataloging

· The Library of Congress 

Classification details:

    The Dewey Decimal classification system will be used to classify all materials. No more than six digits will be used on the spine label (3 decimal places) (i.e. 301.256).  Call numbers will include letters from the alphabet to represent the collection to which it belongs and will be upper case, (i.e. FIC for fiction).  Whenever there is a duplication of a number or author, the material will be filed alphabetically according to the title of the book.  No full records will be maintained for periodicals.

Fiction books

· Two lines on the spine label:  FIC on the top line and the first three letters of the author’s name on the second line (i.e. MEY for MEYER).
· Filed alphabetically by author’s last name.

· Books that begin with a number (the actual digits or written out) will be filed in chronological order and before the beginning of the alphabet (i.e. Twenty-one Proms will be filed before Douglas Adams book Hitchhikers Guide). 

Non-fiction books

· Two lines on the spine label:  The Dewey Decimal number on the top line and the first three letters of the author’s name on the second line. 

· Filed chronologically, then by author’s last name.

Biographies

· Biographies will be filed alphabetically by the subject’s name, not the author’s (i.e. a biography on Abraham Lincoln written by Carl Sandburg will be filed under Lincoln (LIN) not Sandburg (SAN)

· Two lines on the spine label:  BIO on the first line and the first three letters of the subject’s name on the second line.

Oversize

· Follows the same filing protocol mentioned above for Non-fiction books.  The difference will be that a “Q” will be used on the first line to denote that it is an oversized book.  The Dewey Decimal number will be noted on the second line and the first three letters of the author’s last name will be on the third line (i.e. Q, 521.64, FRO).

Reference 

· The spine label will consist of three lines:  REF will be on the top line, the Dewey Decimal number on the second line and the first three letters of the author’s last name on the third line.

· When there is a duplication of number and/or author’s name the book is filed alphabetically according to the title of the book.

· Reference items may not be circulated.

Audio Visual Materials

· The spine label will consist of three lines:  the top line will indicate the type of material (i.e. DVD, VHS), the Dewey Decimal number will be on the second line, and the third line will delineate the first three letters of the Title of the item, (i.e. DVD, 505.21, WOR or VHS, 362.413, MAG).

· Audio Visual materials are for teacher use only.

· Audio Visual materials will be filed in the Library Room that is only available to students under supervision and is locked at night.

Professional Resource Materials:

· Spine labels will have PRO on the first line, the Dewey Decimal number on the second line and the first three letters of the last name on the third line, (i.e. PRO, 641.25, SON).

College and Career: 

· The first line on the spine label will have the letters  xxx .  The Dewey Decimal number will be on the second line with the first three letters of the author’s last name on the third line.

	CLASSIFICATION

	GENRE
	SPINE LABEL
	FILING NOTES

	Fiction
	FIC on top line - 1st 3 letters of author’s last name on second line
	Filed alphabetically by author’s last name

	Non-Fiction
	Dewey Decimal number on first line - 1st three letters of author’s last name on second line
	Filed chronologically by the Dewey Decimal number, then alphabetically by author’s last name

	Biography
	BIO on first line – 1st three letters of subject’s last name on second line
	Filed alphabetically by subject’s last name

	Reference
	REF on first line – Dewey Decimal number on second line and 1st three letters of author’s last name on third line
	Filed chronologically by the Dewey Decimal number, then alphabetically by author’s last name

	Oversize
	Q on first line - Dewey Decimal number on second line and 1st three letters of author’s last name on third line
	Filed chronologically by the Dewey Decimal number, then alphabetically by author’s last name

	Professional

Resource
	PRO on first line - Dewey Decimal number on second line and 1st three letters of author’s last name on third line
	Filed chronologically by the Dewey Decimal number, then alphabetically by author’s last name

	Audio Visual Materials
	Type of material on first line (i.e. DVD, VHS) - Dewey Decimal number on second line and 1st three letters of author’s last name on third line
	Filed chronologically by the Dewey Decimal number, then alphabetically by author’s last name

	College and Career
	CC on first line - Dewey Decimal number on second line and 1st three letters of author’s last name on third line
	Filed chronologically by Dewey Decimal number and then alphabetically by author’s last name


Equipment:

    Equipment is marked with particular letters according to the type of material it is (see table below) and is assigned a number based on the quantity of those items in inventory.  An Excel spreadsheet is maintained for inventory purposes that notes the assigned number as well as it being noted in the catalog.

	EQUIPMENT CALL NUMBERS

	Television
	TV

	VCR
	VCR

	DVD player
	DVD

	Overhead Projector
	OHPR

	Multi-Media Projector
	MMPR

	Digital Camera
	DC

	Digital Video Camera
	DVC

	Microphones
	MIC

	Laptop Computers
	LTPC

	Scanner
	SCNR

	Flashdrives
	FD


Record Maintenance:

  If a book is reported lost, not found on the shelf, or is not returned, this change in status will be noted in the system so that information will appear in the Status section of the record when searching for that item.

Donation policy:

1. A record of donated items will be record submitted to the Board of Education office for inventory purposes.

2. Donated items then become the property of West Geauga High School.

3. Donated items will be catalogued in the same manner as other items or as original cataloging if needed.

Weeding:

   Prior to weeding books in the library a report should be run in SIRSI Dynix Symphony that delineates the following:  the year of publication of the book and the number of times the book has been checked out.  This information will be reviewed and used as a guideline in deciding which books could be weeded out of the collection.

   Guidelines for weeding out-of-date, irrelevant books from the library suggest that this process be completed once a semester.  A rotation could be established whereby Fiction, Oversized and Nonfiction books between the 000 and 699 Call Numbers would be weeded during the first semester; and during the second semester the Reference and Nonfiction books between 700 and 999 will be weeded.  There is flexibility in this schedule.  It is proposed with the intention of keeping the weeding process current and increasing awareness of what books are in the collection and where gaps in the collection might be.

   Weeding of other materials and audio-visual equipment should occur at the end of the school year when a complete inventory of equipment and its working condition is evaluated.  Equipment that is no longer functioning will be stored in the xx room until such time that arrangements are made for its appropriate disposal. 

  Once the books to be weeded are selected they should be “discarded” using the SIRSI Dynix system.  A report listing these discarded items would then be submitted to the LGCA so that they may be taken out of the system.

Review Policy:  

   This Cataloging Policy will be reviewed by the West Geauga High School Principal and the West Geauga Middle School Librarian every five years or whenever there is a change in personnel (Library Media Specialist). Revisions will be made at that time if required.

Inventory:

   Inventory will be completed annually at the end of the year.

Availability:

 A print copy of the catalog policy manual will be available at the circulation desk in the West Geauga High School Library as well as online on the Library Media Center’s home page on the West Geauga High School’s website.

