FUNCTIONS OF BIBLIOGRAPHIC SERVICES
A.   COLLECTION MANAGEMENT (organization and maintenance of the collection of information resources owned by Saint Michael’s College and available for use)
1. RECEIPT -- Materials to be cataloged are brought to Bibliographic Services by Collection Services, flagged to indicate their intended location in the collection:
a. Reference Collection
b. Special Collection
c. Rare Books Collection 
d. Educational Software
e. Additional volumes/copies of already-cataloged titles
No flag is necessary in books belonging in the Stacks, Children’s Literature Collection, or Easy Reader Collection, or in non-book materials that have only one location.  Books requiring a donor statement or a use permission note are so flagged.
2. PROCESSING -- Items are prepared for addition to the collection, which includes:
a. Removing or covering book jacket
b. Stamping property ownership
c. Attaching security strip
d. Attaching barcode label
e. Writing call number (including shelf location and enumeration) on the item
f. Printing and attaching call number label
g. Binding (damaged materials and SMC theses)
3. TRANSFERS -- Materials to be transferred to a different location are so flagged and brought to Bibliographic Services.

4. WITHDRAWALS -- Materials to be withdrawn are flagged "discard" and brought to Bibliographic Services. The withdrawal process includes:
a. Deleting the associated item and holdings records
b. Deleting the associated bibliographic record (if no other copies or volumes)
c. Deleting the OCLC holdings symbol (SMD) from the appropriate OCLC-USMARC bibliographic record.
d. Writing large "X" over all property ownership stamps and call numbers. 
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5. REPAIRS -- Materials that have been damaged are given a temporary location of “Catalog Dept.” and then brought to Bibliographic Services where they are evaluated for in-house repair, commercial binding, or withdrawal. Withdrawn materials of significance are brought to the attention of Collection Services for possible replacement.
6. RELABELING -- Materials needing new call number labels are brought to Bibliographic Services.
7. LINKING ITEM RECORDS -- Materials lacking item and holdings records (no barcode or unlinked barcode) are brought to Bibliographic Services. 
8. SHELFREADING -- Materials are periodically "shelfread" to identify items that are mis-shelved or needing repair.

9. SEPARATE COLLECTIONS -- Materials in collections not controlled by Library and Information Services (Language Learning Resource Center, Student Resource Center) are cataloged in cooperation with the staff responsible for those collections. Information regarding the contents and organization of such collections, as well lists of materials added and withdrawn, is provided to Bibliographical Services as necessary.
10. PERIODICALS COLLECTION – Periodical issues (newspapers, magazine, journals, etc. in print format) are made available, which includes:

a. Subscription maintenance (orders, renewals, title changes, cancellations, claims)

b. Stamping receipt date on received issues

c. Attaching security strip

d. Current periodicals shelf maintenance

e. Commercial binding of complete volumes

f. Bound periodicals shelf maintenance

g. Locating replacements for missing or damaged issues
B.   DATABASE MANAGEMENT (creation and maintenance of a bibliographic database consisting of metadata that reveals the contents and organization of the collection)

Definition of metadata:  Data that is added to or derived from document-like objects for the purpose of connecting interested users of those objects to those objects.

1. UNION LISTING -- The institution’s OCLC holdings symbol (SMD) is added to the appropriate OCLC-USMARC bibliographic record.
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2. INTELLECTUAL ACCESS -- Appropriate USMARC bibliographic records are added to the catalog database, either imported from OCLC or created locally.  In conformance with Anglo-American Cataloging Rules (2nd ed. rev.), the bibliographic records include the following types of metadata:


DESCRIPTION DATA  (Purpose:  identification, evaluation, documentation)
a. Identification of the item: title, general material designator, authorship statement, edition, publication data, physical description, series, summary, notes, ISBN or ISSN
b. Local information: donor statement, printing number, broadcast rights statement, serials retention policy, local author analytics, etc.
CONTENT DATA  (Purpose:  retrieval, collocation, correlation)
c. Established names of persons, corporate bodies, and conferences responsible for the item
d. Establish topical terms (Library of Congress subject headings) and place names indicating the subject content of the item
e. Established titles (uniform titles) of related items
f. Title variations
g. Keywords

3. PHYSICAL ACCESS – Holdings and Item records for each circulating piece are linked to appropriate bibliographic records. The holdings and item records include the following types of metadata:


CARRIER DATA  (Purpose:  locating, viewing, copying, borrowing)
a. Location code 
b. Call number prefix (shelf location)
c. Call number (Library of Congress Classification notation plus Cutter number plus year, or other alphanumeric sequencing system)
d. Conditions of use
e. Uniform Resource Locator (included in the bibliographic record, USMARC field 856)
HOLDINGS DATA  (Purpose:  inventory, circulation, collection management)

f. Item type code

g. Item number (barcode number)

h. Enumeration and chronology for serials and sets (volume designation)
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4. PERIODICALS HOLDINGS DATA – Holdings data for periodicals is maintained by:

a. Recording enumeration and chronology for current periodicals manually or via automatic pattern-based check-in.

b. Editing summary enumeration and chronology as newly bound periodicals are returned from commercial binder.
5. MAINTENANCE – The accuracy of the catalog database is ensured by the following:
a. To prevent duplicate bibliographic records in the catalog, a title search is always made before adding a new bibliographic record. When duplicate bibliographic records are encountered, they are merged.
b. Bibliographic records that have been in the catalog over four months with no order records or no item and holdings records are periodically deleted.
c. Authority control (ensuring uniformity of terms) for subject headings is maintained using the “Cataloging Service Bulletin” (Library of Congress) and the “Unauthorized Subject Headings Report” (catalog database report).  New authority records are added to the catalog as needed to provide cross-references for new subject headings and to reflect subject heading changes. 
d. Uniform Resource Locators (URLs) for electronic resources featured at the Library and Information Services Web site are initially verified for accuracy and periodically monitored for currency.  
e. Temporary bibliographic records, such as the brief records created for Reserve materials, are typed in upper case to obviate authority control (ensuring uniformity of terms) for such records. 
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