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Introduction

“Libraries are reservoirs of strength, grace and wit, reminders of order, calm and continuity, lakes of mental energy, neither warm nor cold, light nor dark...In any library in the world, I am at home, unselfconscious, still and absorbed.”

-Germaine Greer

Germaine Greer describes libraries as oases, where things run smoothly and where the atmosphere is perfect for exploration and reflection.  At Roland Park Country School, a private school for girls in grades K-12, the Killebrew Library strives to process and organize materials for easy access to all patrons, enhancing and supporting the learning needs of the entire community.  Access to our library includes helping our patrons in finding a known item, finding what else is available, selecting from what is available and locating the item.  The physical design of the facility and the arrangement of materials therein are geared toward ease of access.  The various areas of the library are designed to be flexible and adaptable spaces according to the varied and ever-changing needs of the community.
At the center of the organizational process in the Killebrew Library is the RPCS online library catalog, the essential tool used for finding and locating resources.  This catalog is referred to as OPAC (Online Public Access Catalog), and it is a bibliographic database that lists every item within our library’s collection.  It is designed to assist our patrons in the choice of materials and to help locate them by means of the author, the title and/or the subject.  

Maintaining the catalog is a comprehensive, ongoing project that is based on three organizational tools: subject headings, the Dewey Decimal Classification system (DCC) and call numbers.  These, as well as the placement of materials on the shelves, are explained in further detail below.  
The Lower School Librarian oversees the process and organization of materials, and she strives to teach her students and other patrons of the library to become independent users of the OPAC system, but she and her staff provide the human element behind the technical services available.  Their goal is to serve the community in all aspects of their information-seeking needs, offering friendly guidance and support at all times.    
What is Cataloged

The Killebrew Library catalogs all books, periodicals, videos and DVDs, sound recordings, kits, and other instructional materials that are housed in the library.  In addition, a record of all audio/visual equipment, including televisions, DVD players, Elmos, etc. is maintained in the catalog, and these items are checked out to teachers on an as-needed basis.  The online catalog is organized using Follett’s Destiny software. The materials in classroom libraries are controlled and maintained by individual teachers.  At this time, websites are not included in the catalog, but that is something we might consider for the future.
Technical Responsibilities

The items in our collection are catalogued in house by our highly-skilled cataloger, Frances Rickert.  She maintains the records on our OPAC, which offers bibliographic information on each of our collection items. This information provides patrons with a variety of options from which to search for materials.  The records conform to a universal standard for catalog records called MARC (Machine Readable Catalog).  

The general responsibilities of the cataloger include:
	· Supervising the addition of materials to the library union catalog through the use of vendor information and bibliographic utilities. 

	· Creating original cataloging records of print and non-print materials as needed.  

	· Maintaining authority control lists for the union database.  


Specific duties include: 
· Supervising and assisting with the automated cataloging of instructional materials in order to provide the best access of these materials to students and teachers. 

· Participating in the creation of a bibliographic and local authority database that is accurate, complete and which will provide ready access to, and management of, the catalog collection. 

· Performing copy and original cataloging of print and non-print materials according to national standards (AACR2, Dewey Decimal Systems, Library of Congress Subject Headings, MARC formatting) for use in the school library database. 

· Performing cataloging maintenance on the union database. 

· Serving as a resource person to the librarian on cataloging, technical and professional trends and developments affecting the library program. 

How Items are Cataloged

Once an item has been purchased for the collection, it is presented to the cataloger, who makes some decisions about how to record it for our OPAC.  With the exception of periodicals and equipment, which are cataloged in a basic Level 1 format, all items are cataloged in the Level 2 format, which is required by our union catalog input standards.  Copy cataloging from bibliographic databases is used for most items, but the cataloger adapts the information to match the specific item, correcting any mistakes and reflecting our local needs.  She follows the mandates of the International Standard Bibliographic Description (ISBD) and the specific punctuation and capitalization guidelines from the Anglo-American Cataloging Rules (AACR2).  The primary database used is OCLC (Online Computer Library Center), but the cataloger also consults the Library of Congress and other union catalogs when necessary.  The cataloger also develops a MARC (Machine Readable Cataloging) record for each item, following the specific and multipart formatting developed and maintained by the Library of Congress.  The MARC record uses codes that identify information about the item, including such things as title, statement of responsibility, physical description, summary and more.
Subject Headings

In any library, an essential method for accessing information is based on the topic, or intellectual content, of the item.  This information helps the reader to know what the book or multimedia item is about—the subjects that are covered in its content.  This kind of access can be provided through keyword searching, which results in information based on the appearance of the word in the record, but also through subject headings, which focus on the content itself.  Subject headings contain controlled vocabularies which lead users to all similar materials on a topic.
The Killebrew Library OPAC provides subject headings that are designed for good recall, relevance, precision and ease of use.  Our goal is to provide enough subject headings to lead information seekers to potentially useful items, but not too many headings to adversely affect precision in the retrieval process.  In general, subject headings are assigned by the cataloger, who uses standards approved by authorities of the Library of Congress.  These Library of Congress Subject Headings (LCSH) use specific wording, and the cataloger consults the LC authorities database at http://authorities.loc.gov for approved terms.  Because the LCSH terms are frequently too technical for elementary school students, the cataloger often defers to Library of Congress Annotated Card (LC/AC) Subject Headings, which are specifically designed for children’s materials.  Subdivisions are often provided to help narrow the scope of the terms in the subject headings. Sears Subject Headings are not used in the Killebrew Library.
Between the Lower School Librarian and the cataloger, subject headings are selected based on the needs of students and teachers.  The most frequently used headings in the subject areas are topical headings, personal name headings and geographic headings.  More than one heading under these categories may be provided, depending on the content that might be needed or appeal to the user.  While many subject headings are copied from cataloging sources used by the library, the cataloger will sometimes search for approved headings that might be more specific to the school’s curriculum or subjects of interest to Roland Park’s lower school students.  The cataloger also consults a list of free-floating subdivisions that might assist in the retrieval process.
Dewey Decimal Classification

The Killebrew Library uses the Dewey Decimal Classification (DDC) system to organize materials by discipline or area of study.  Putting similar items together according to the Dewey system helps provide a rational order for accessing and storing all of the items in the library.  
DDC uses numbers to classify knowledge, and there are ten main classes used to put the knowledge into categories as follows:

000 – General Works
100 – Philosophy and Psychology

200 – Religion 

300 – Social Sciences

400 – Language

500 – Natural Sciences

600 – Applied Science

700 – Arts and Recreation

800 – Literature

900 – History and Geography

When selecting the appropriate Dewey Decimal number for library materials, the cataloger must first determine the author’s intent and the discipline of the work.  She consults the 14th edition of the abridged version of the DDC (DDC14), which can be accessed either in print form or online using Abridged WebDewey at http://www.oclc.org/dewey, to guide her in creating an appropriate classification number. Sometimes she copies the number from the Catalog-in-Publishing (CIP) data or from other cataloging sources, but she must ultimately decide the nature and length of the number to be used in our system.  We build Dewey Decimal numbers according to a hierarchy of broad to narrow fields of study.  We do not have a standard length for the numbers, but we tend to keep them shorter when possible without compromising the need for specificity of the subject and discipline.  For example, all of our folk literature is numbered 398.2; we do not lengthen the number to accommodate the varying ethnic origins of the tales because we do not think it is necessary for our purposes in the Lower School.    
Processing and Placement of Materials

All items in our collection are processed, covered and labeled in-house, primarily by assistants who are part of the staff of the Faissler Library, which serves upper and middle school students.  The following category abbreviations are used on the labels of our books:
E Fic - Picture Books or “Everybody” Fiction
Fic - Chapter Books
Mys - Mysteries
SC - Short Story Collections
ICR - "I Can Read" Books

B - Biographies
000-900 - Nonfiction
In general, spine labels have the category or Dewey Decimal number plus the first three letters of the author’s last name, and books are filed in alphabetic order accordingly.  The exception is individual biographies, which are labeled B + the last name of the subject of the biography.  For example, a biography of Oprah Winfrey would have the label:


Collective biographies are labeled with 920 + the first three letters of the author’s last name.  Non-print materials follow the same categories but also have the type of multimedia, such as CD or DVD, on the label.  Periodicals and equipment are given only a bar code.
Spine labels are placed approximately two inches above the bottom of the book spine.  A barcode is issued for each book, and it is placed on the front outside cover in the upper left corner.  Due date labels are placed on the back of each book, and they are stamped at the time of checkout.
Books are located and shelved together in different areas of the library according to the above categories. A few centrally-located shelves are devoted to popular series, such as the Magic Tree House books or Junie B. Jones collection, so these books are separated from the general fiction section.  We do not have many graphic novels in our collection, so we interfile them with the author for fiction and with the topic for nonfiction.  The attached floor plan for the Killebrew Library shows where the various areas are located.
Weeding
Weeding is the process in which old and unused materials are eliminated from a library collection.  It is an essential task for keeping the collection current and relevant.  In the Killebrew Library, we weed books throughout the school year, rotating through the various sections.  There are two acronyms that represent some of the weeding criteria we use.  CREW (Continuous Review, Evaluation and Weeding) stands for the guidelines explained in CREW: A Weeding Manual for Modern Libraries (2008), developed and updated by the Texas State Library and Archives Commission, and MUSTIE stands for six negative factors to use as marks for weeding:

M – Misleading (and/or factually inaccurate)

U – Ugly (worn and beyond mending or rebinding)

S – Superseded (by a new edition 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 your community

E – The material may be obtained expeditiously Elsewhere through       

                             interlibrary loan or reciprocal borrowing.

As books pass through the circulation system, the Lower School Librarian examines them for signs of wear and tear, and she decides whether to repair, replace or discard them.  Weeding the entire collection can be overwhelming, but constant vigilance of the state of the books throughout the library during the school year helps in tackling the task.

Inventory

Keeping tabs on all of the materials in the Killebrew Library collection is a Herculean task, but the OPAC system simplifies the process.  OPAC keeps track of the books and multimedia that are checked out to our patrons and records their return.  Ongoing inventory is constantly taking place as books are checked in and checked out.  Each spring, the Lower School Librarian and the Library Assistant conduct a formal and complete inventory to discover any missing and misplaced materials.  The process runs very smoothly, and the library is open and functioning while it is taking place.  When we find materials that are “in” according to our OPAC system but not on the shelves, we assess the loss and decide whether or not to replace the missing item.

Dictionary of Acronyms and Terms
AACR – Anglo-American Cataloging Rules – Standards for cataloging in the US, as well as Canada and UK.  The second edition is currently in use (AACR2)
CIP – Cataloging-in-Publication – details for descriptive cataloging from publishers usually found on the verso of the title page of the book. 
DDC – Dewey Decimal Classification 
[GMD] – General Materials Description
ISBD – International Standard Bibliographic Description
ISBN – International Standard Book Number
MARC – Machine Readable Cataloging
LC – Library of Congress
LC/AC – Library of Congress Annotated Card Subject Headings (for children’s materials)
LCC – Library of Congress Classification

LCCN – Library of Congress Control Number

LCSH – Library of Congress Subject Heading

OCLC – Online Computer Library Center

OPAC – Online Public Access Catalog
     Navigational Abbreviations used with subject headings:


USE – directs user from unaccepted term to different term


UF – opposite of USE; shows user term that is not used


BT – broader terms


NT – narrower terms


SA – see also
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