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The School Library and Learning in the Information Landscape*: Guidelines for New Zealand Schools

SECTION 1

Access Guiding Principle

The school library is a hub and interface with organised systems for accessing and managing information and resources.
Critical success factors

· The library contributes to effective information management within the school and plays an integral role in the school's ICT infrastructure.

· The library's timetable and opening hours maximise access for all users, including members of the wider school community where appropriate.

· The library has standard systems and procedures that are simple, efficient, effective, and well documented, that meet the users' needs, and that encourage the students to develop positive attitudes and to transfer the skills they learn to new situations.

· The library ICT equipment and systems meet the users' needs and provide fast, efficient, and user-friendly access to information, including appropriately managed access to the Internet and other electronic resources. 

· The library networks effectively with other libraries, develops links with appropriate information agencies and sources beyond the school, and utilises their services.

Introduction

The cataloguing* in this guide is based on SCIS standards for cataloguing and data entry. The Ministry of Education has bulk funded access to SCIS subject headings online and SCISWeb from 1 January 2006 to 31 December 2007 with the right to renew for another year. Curriculum Corporation has provided free access from 1 August 2005 to 31 December 2005.

Every New Zealand school has a user name and password for SCISWeb. For information about access to SCISWeb, contact SCIS Customer Support. Email: scisinfo@curriculum.edu.au. Find out more about SCISWeb at: http://www.curriculum.edu.au/scis/managing/about.htm
Purpose

A school library collection catalogued according to standardised rules and practices allows users to retrieve information effectively and maximises the use of the collection. This guide is written for experienced staff in school libraries. It outlines currently accepted practices for cataloguing library resources and facilitates standards-based data entry. It focuses on understanding a bibliographic* record* and consistent data entry.

The Wider Information Landscape

The Education Sector Architectural Framework (ESAF)

School libraries are part of a wider information landscape. The Education Sector Architectural Framework documents a vision to build a standards-based, innovative, networked, seamless and flexible education system where New Zealanders can access the information and resources they need to learn and to meet their specific needs at any time or place they choose. To facilitate the sharing of information, the education sector must invest in standards-based interoperable systems. 

Standards are required to:

· maintain accuracy and consistency

· maximise access to resources

· successfully merge bibliographic records for the same titles* 

More information is available on the Ministry of Education’s site at: http://www.minedu.govt.nz
Educational rationale

School libraries do not exist in an information vacuum: they are part of a growing information network. Therefore, the school library staff must use systems and standards that are compatible with national and international cataloguing practice.

A standards-based library catalogue enables the library staff to provide effective guidance to teachers and students in the use of the OPAC*, search strategies and conventions. 

This enables the school community to:

· access resources effectively 

· develop transferable search and information retrieval skills

· become information literate

Cataloguing

SCISWeb

School libraries should use SCISWeb as a basis for consistent cataloguing.

SCISWeb provides or enables:

· access to records that are based on internationally accepted library standards

· enhanced access to the schools’ resources

· the sharing of bibliographic data among schools

· improved consistency

· records in the existing catalogue to be overwritten to improve access

Standards for data entry

An effective library catalogue is based on international cataloguing rules and standards to ensure accurate and consistent data entry.

Every item in the collection must be described using a standard format. Each bibliographic description must contain the same basic components. Consistent and correct punctuation must be used.

Training in using cataloguing standards is essential to ensure consistency and accuracy. Contact your library adviser for information.

See Appendix I: Cataloguing authorities

Copy cataloguing*

Copy cataloguing refers to the process of cataloguing items by using existing bibliographic records, e.g. SCISWeb. If a record is not available on SCIS OPAC, use other online catalogues and alter the records to conform to SCIS standards for cataloguing and data entry. http://www.curriculum.edu.au/scis/managing/standards.htm 

SCISWeb may be used to find a record for a different edition* of the same title or a similar item (see Appendix II: Locating different editions of a title on SCISWeb). If these records are used they must be edited to accurately describe the resource in hand. Use CIP* (cataloguing-in-publication) data and other online catalogues only when the title which is being catalogued is not on SCISWeb. Alter the data entered to conform to SCIS standards for cataloguing and data entry. (see Appendix V: Cataloguing from SCIS OPAC).
Further information is contained in the Copy Cataloguing handout available from your library adviser.

Original cataloguing*

Any original cataloguing must conform to SCIS standards for cataloguing and data entry. Original cataloguing is only necessary if the bibliographic records are unavailable from SCISWeb or by copy cataloguing from standards-based catalogues. (see the Copy Cataloguing handout and Appendix V: Cataloguing from SCIS OPAC).

While original cataloguing allows for immediate cataloguing, there are some concerns. These include:

· It is time-consuming. The library staff’s time can be much better spent working with teachers and students. 

· Ironically, unqualified school library staff often do more original cataloguing than most professional cataloguers. Using standards-based products like SCISWeb, and taking advantage of suitable copy records from Web OPACs, can save time, and avoid the need to correct inconsistencies at a later date.

Authority control*

An integrated library system (ILS)* has authority files*. These include subject headings*, authors’ names, series*, and publishers’* names etc. 

Correct use of authority files ensures consistency and accuracy. For example, if a catalogue contains several forms of the same author’s* name: Smith, Jane; Smith, J; Smith, J.S., any one search by author would only locate only some of the resources. However, if the same form was always used for the author’s name, all of the resources by this author would be located. A further example is available at:

http://www.curriculum.edu.au/scis/connections/cnetw05/53authors.htm
(Further information is contained in the Authority files handout available from Library Advisers)

Authority files: global change / merge facility 

Most ILS have a global change / merge facility to change data in the authority files. The global change / merge facility should be used to correct data which does not comply with SCIS standards of cataloguing and data entry. It is preferable to globally change or merge a term in an authority file, rather than delete it. Always backup the ILS before making these changes. Contact your system vendor for instructions.

Some vendors’ preloaded authority records* are inaccurate. They will need to be merged to comply with SCIS standards for cataloguing and data entry.

SECTION 2

Descriptive cataloguing*

Descriptive cataloguing consists of two elements*: describing the physical item, and determining the main entry* and added entries. (see Figure 3: Choice of Main Entry)

Describing a resource consists of recording the bibliographic information, (title, author, publisher, date, number of pages, etc.)

Access points*

An access point is a name, subject heading, keyword, or code, e.g. Dewey number used to search and identify a bibliographic record. One item can be found in a catalogue under various access points, such as the author’s name, title, subject headings and keywords.

Sources of information to describe resources

	Sources of information for books                                           

Figure 1
Title page*:  Chief source

Title page verso*:  Back of the title page
Colophon*:  Last page of an item, back cover

Preliminaries:  Pages at start of a work (cover to t.p. verso*) 




The title page is the chief source of information. It is important to recognise the title page, as books may have several ‘title’ pages. If there is no title page then the cover becomes the chief source of information.

Additional information may be found on the verso (back) of the title page. Information appearing elsewhere in the item, e.g. the colophon, may also be used in the catalogue entry.

Sources of information for areas of a bibliographic record

The description in a catalogue record is divided into eight areas. These are arranged in a particular order and have specified names.

The following table lists the main areas in the catalogue record and the places in the resource which provide the required information.

	                             Prescribed sources of information                      Figure 2

	Area
	Prescribed sources

	1. Title and Statement of Responsibility*
	Chief source (Title page)

	2. Edition


	Chief source, other preliminaries, colophon

	3. Special area (only for serials*; maps, etc.; music)
	

	4. Publication, distribution etc.

(Publisher / Imprint*)
	Chief source, other preliminaries, colophon

	5. Physical description*

(Collation*)
	Whole publication

	6. Series
	Whole publication

	7. Note*
	Any source

	8. ISBN*
	Any source


Elements

Each area of description* is then further divided into elements. For example, the publication area contains the following elements:

Place of publication

Publisher

Year of publication

According to Anglo-American cataloging rules (AACR2), any information taken from outside these prescribed sources should be enclosed in square brackets [ ]. 

Library Advisers recommend schools follow SCIS standards in the use of square brackets. SCIS uses square brackets when:

· a single statement of responsibility names more than three persons or corporate bodies performing the same function, or with the same degree of responsibility, omit all but the first of each group of persons or bodies. Indicate the omission by the mark of omission ‘…’ and add ‘and others’ in square brackets. Do not use ‘et al.’. (SCIS Standards Section 2, 1.1F5)

Example

An illustrated guide to common weeds of New Zealand / by Bruce Roy ... [and others].

· if the place of origin is not certain, use square brackets with a question mark, e.g. [United States?]. (SCIS Standards Section 2, 1.4C6)
Choice and form of Main Entry

The main entry is the principal access point in a bibliographic record. It is usually the first named author of an item. If there is no author, or more than 3 authors, the main entry is the title. The concept of main entry provides guidance for shelving resources and the order of bibliographies. 

The general principle of main entry is to enter a work under the person(s) or corporate body* / bodies responsible for its intellectual content. 

In general:

	                                          Choice of Main Entry                          
Figure 3



	If there is/are
	Main Entry
	Added Entry*/ies

	One author
	Author
	Title

	Two authors
	First author
	1. Second author

2. Title

	Three authors
	First author
	1. Second author

2. Third author

3. Title

	More than three authors and / or corporate bodies
	Title
	First author or corporate body only

	One, two or three editor*/s or compilers
	Title
	For each editor or compiler

	Four or more editors or compilers
	Title
	First named editor or compiler

	Government report
	Name of country or state followed by the name of the agency / committee
	Title

	One re-teller and one author
	Re-teller
	1. Author

2. Title

	Adapted from Organisation of Knowledge : Study guide. Information by Rosalind Gumbys. Adapted by Christopher Ridler. University of South Australia, 2004.


Some examples of title entry are:

Prohibition / Dennis Nishi, book editor. (Note classification number is 363.4 PRO)

To our shores : a collection of favourite stories retold by immigrants to New Zealand / compiled by Angie Belcher ; illustrated by Samer Hatam. (Note classification number is 304.8 TO)

These are title main entries. The title of the resource is entered in the Title field.* The suffix after the Dewey number is derived from the title.

SECTION 3

Access points in Integrated Library Systems (ILS)

The OPAC provides user access to the catalogued resources. 

In an ILS an access point is created when information is entered into a searchable field. For example, information entered in the title field will create a title that is searchable. The ILS will also create keyword access from the title which provide additional searchable access points. The ILS will also create keyword access from other fields, e.g. series, subject headings etc. The ILS should also create alphabetical authority files for the names of authors, subject headings, series etc. 

Use the OPAC to:

· check search results for the access points

· see how the data is displayed for the users.

Fields in an ILS

Local fields*

Local fields are not downloaded from SCIS. They must be configured in the ILS to provide further access to the school’s resources.  Some local fields include:

Location
Location shows where a resource is found in the library and / or school. It may be used to show the location of collections that:

· are special

· are on separate shelving sequences

· have circulation restrictions, e.g. reference

· are elsewhere in the school, e.g. English Department, Teacher resources. 

Keywords

For information about Keywords, see Appendix IV: Subject heading and keywords : the difference.

Stopwords*
These are entered into the stopwords file. They are not searched because they appear in too many records. A list of possible stopwords is available at:

http://www.lextek.com/manuals/onix/stopwords1.html
MARC* fields

The following MARC (Machine-Readable Cataloging) fields are commonly found in an ILS. MARC is a system of codes developed by Library of Congress so that libraries can share machine-readable bibliographic data. Each record conforms to an international standard for communication of bibliographic information. (see Appendix III: MARC record)

SCIS follows agreed international standards (MARC 21, AACR2*, Dewey Decimal Classification (DDC)) for its catalogue records. It is important that SCIS adheres to MARC standards so that a standards compliant ILS does not have to be customised to import SCIS bibliographic records. Thus, SCIS follows MARC standards and conventions for punctuation.

More information is available at:

http://www1.curriculum.edu.au/scis/managing/catfaqs.htm
The following fields are in MARC order.

001
Control number 

 
The control number assigned by the organisation creating, using, or distributing the record. This is where the SCIS No (Number) is found.

020
ISBN (International Standard Book Number)

The ISBN is entered with no hyphens or spaces. It does not end with a full stop. Sometimes it may end with an X

Examples

1864015659

006106047X

There will be a 13-digit ISBN from 1 January 2007

For more information, refer to SCIS standards Section 21.8B1, 1.8B2, 1.8B4, 2.8B1, 6.8B1

Notes for use

Scan the ISBN into the ISBN field. Check that the Universal Product Code* (UPC), which is the number at the bottom of the barcode, is not being scanned. Most barcode scanners can be configured to read the ISBN. Check with your scanner vendor.

020
Price

It is important to enter the cost of a resource, because it is a Ministry of Education requirement. The recorded cost is the purchase price (or estimated if donated) and is GST exclusive. This complies with Financial Reporting Standard (FRS) 3: Accounting for Property, Plant and Equipment Financial Reporting Standard. For more information on School Finances: New Accounting Requirements for School Fixed Assets, see: 

http://www.minedu.govt.nz/print_doc.cfm?documentid=7457
Check the Ministry of Education’s site for the Financial information for schools handbook www.minedu.govt.nz for information on recording library acquisitions.

022
ISSN* ( International Standard Serial Number)

Example

0726-4127

The ISSN contains a hyphen. It does not end with a full stop. 

For more information, refer to SCIS standards Section 2 1.8B1

082
Classification 

All resources in all formats can have classification numbers.  The latest version of the Abridged Dewey decimal classification and relative index should be used to assign Dewey classification numbers.  Enter the classification number of the resource. All resources (both fiction and non-fiction) have call numbers. 

Classification numbers do not end with a full stop.

Examples

F TWA

796.333 SMI

782.42 SON

Notes for use

Other names include Dewey, Call number, Classif., Suffix

In some ILS, there may be more than one field for classification information. 

Search the OPAC for a subject which contains both fiction and non-fiction resources. Ensure that the classification is displayed clearly and will lead users to the resource. Check that classifications are entered separately from the Location field. 

100
Personal Name* (Main Entry) and 700 Personal Name (Added Entry)

Choose the name most frequently used by the person.

The author’s surname is not capitalised, except for the first letter

The author’s name ends with a full stop.

The general rule for titles of nobility is to employ the most commonly used name. An aristocrat may be entered under his or her family name or title.

Examples

Mahy, Margaret.

Homer.

Lawrence, D.H.

Day Lewis, C.

Sarah, Duchess of York. 

Andrew, Prince, Duke of York. 

John Paul II, Pope

Hillary, Edmund. 

Where authors have two or more initials, the initials are separated by a full stop and no space. The final initial is followed by a full stop.

Examples

Wallace, J.D. 

Wallace, P.F.X.

Where authors have an initial and a name, there is a full stop after the initial, and a space between the initial and the name.

Examples
Jackson, Daniel J. 

Jackson, J. Charles.

More information is available at:

http://www.curriculum.edu.au/scis/managing/catfaqs.htm
110
Corporate Name (Main Entry) and 710 Corporate Name (Added Entry)

Meetings entered under the name of a corporate body are treated as corporate names. 

Examples

New Zealand Ergonomics Society. Conference (6th : 1995 : Lincoln, N.Z.)

New Zealand. Ministry of Education. 

National Library of New Zealand. School Services. 

New Zealand. Learning Media. 

Catholic Church. Vatican Council (2nd : 1962-1965) 

Ends with a punctuation mark or closing parenthesis.

111
Conference Name (Main entry) and 711 Conference Name (Added Entry)
Example

International Conference on Technology in Mathematics Education (2000 :  Auckland)

Ends with a mark of punctuation or closing parenthesis.

245
Title, GMD* and Statement of Responsibility 
Capitalise the first letter of the first word of the title. Capitalise proper nouns and proper adjectives, e.g. A history of the English-speaking peoples. Everything else is lower case. Do not transcribe* titles appearing in block capitals as capitals. (see examples below).

Do not end the title with a full stop unless the last word is an abbreviation, an initialism, or data ends with a mark of punctuation or there are no other elements following.

Two titles in one book with no collective title*:

Examples

Witch in the cherry tree ; Wind between the stars / Margaret Mahy

Pooh goes visiting ; and, Pooh and Piglet nearly catch a woozle

Two books in one volume, e.g.

Example

Maisy in the mud ; Maisy's masterpiece

245b
Subtitle

Examples

The school library and learning in the information landscape : guidelines for New Zealand schools / Ministry of Education and National Library of New Zealand.

How the kangaroos got their tales : an Aboriginal story / told by George Mung Mung Lirrmiyarri ; compiled by Pamela Lofts.

Parallel title*

Examples

Raranga whakairo = Maori plaiting patterns / Mick Prendergrast.

Te Kooti’s diamond = Te taimana a Te Kooti / Mere Whaanga ; na ngawini kereru i Whakamaori.

245c
Statement of Responsibility

This is a statement taken from the item which describes the person(s) and / or corporate body / bodies responsible for the intellectual or artistic content of the item. Includes authors, illustrators, compilers, editors etc. 

The Statement of Responsibility should not be deleted when importing records from SCISWeb.

Original cataloguing should include the Statement of Responsibility where applicable.

Examples

Te poti ro potae / na Dr Seuss.

The cat in the hat / by Dr Seuss.

Letters from Dunedin : ABC / paintings by Annie Baird ; verses by George Griffiths. 

Why do dogs sniff bottoms? / written by Dawn McMillan and Bert Signal ; illustrated by Ross Kinnaird.

Notes for use

A specific Statement of Responsibility field is not available in some ILS. However all systems using SCISWeb should display it in the OPAC after the title.

245h
GMD (General Material Designation) 

Notes for use

Other names include Media

(See Appendix VI: General Material Designations) for a list of GMDs used by SCIS. Further information is available at:

http://www.curriculum.edu.au/scis/managing/catfaqs.htm
246
Variant title*

Title on title page:
Heinemann active guide to punctuation & spelling 

Variant title:

Heinemann active guide to punctuation and spelling 

Cover title*: Primary school mathematics. Teachers’ source book. 

Notes for use

If your system does not have a variant title field, include in Note area

250
Edition

A reprint* is not considered a new edition. Record any edition statement as per examples below. 
2nd ed.

4th ed.

Rev. ed. 

New ed.

Abridged ed.

Illustrated ed. 

American ed.

Windows 95 ed. 

Version 1.0.1.

Ends with a full stop (even after a closing parenthesis) unless the last word is an abbreviation or ends in a mark of punctuation.
2 Publication area

This area records the place where the item was published, the name of the publisher and the year of publication.

Standard cataloguing practice consists of the following with punctuation as presented:

Place of publication : Publisher, year.

Example

Auckland : Reed, 2002.

Notes for use

Check how the ILS displays this information. It may be displayed in either two or three fields, e.g.

Publisher

Place of publication
Year (in a separate field)
260a
Place of Publication

Other names in ILS include Publisher Location, Publication Place


Examples:

London

Wellington

Apia

Cambridge, N.Z.

Notes for use

Give the place of publication as it appears on the item.

SCIS omits the name of the country for Auckland, Wellington and Apia. 

SCIS standards say not to add the name of the larger jurisdiction to capital cities. However N.Z. is added to other New Zealand cities.

Observe SCIS standards 1.4C 

260b
Publisher

Examples:

Auckland : Scholastic

London : Dorling Kindersley

Auckland : Oxford University Press

Notes for use

Give the name of the publisher in the shortest form in which it can be understood and identified. 

Omit any accompanying wording e.g. Inc. or Co. 

A publisher is a corporate body, so that each word used to describe the publisher should begin with a capital.

Observe SCIS standards 1.4D 

260c
Date of Publication*

Other names in the ILS include Pub. Year, Publish Year, Publication Year

Notes for use

Enter the date of publication of the edition being catalogued. If unclear, use copyright date*. Do not use ‘c’ in front of copyright date.

300
 Physical description area
This area is where the physical characteristics of a resource are described.  

Physical description of books

Describe the physical characteristics of books in the following order:

	Physical description area                                                          Figure 4
· Extent of the item:

Number of volumes and/or pages  

· Other physical details:

Illustrations 

· Accompanying material

(e.g. poster, teacher’s guide, CD-ROM)




	Pagination* and volumes                                                      Figure 5

· Give the number of pages using the pagination terminology indicated in a work.  Abbreviate the word pages to p.

· Give the number of volumes if monograph* contains more than one volume.  Abbreviate the word volume to v.

Examples:

327 p.

xvi, 25 p. 

5 leaves

1 sheet

1 v. (unpaged)
1 v. (various pagings)
2 v. 




	Illustrative matter                                                                    Figure 6
· Give ill. for an illustrated printed monograph 

· Tables containing numbers and words are not illustrations

· Disregard illustrated title pages and any minor illustrations (e.g. decorations)

Standard variations on the use of ill.

Examples

ill.

col. ill.  [coloured illustrations]

ill. (some col.)   [a mixture of coloured and black & white]

chiefly ill.  [contains mostly illustrations] 




The following table contains more detailed treatment of illustrations, and should be regarded as optional.  

	Optional:  Illustrative matter                                                     Figure 7

coats of arms

facsims.                       (facsimiles)

forms 

geneal. tables               (genealogical tables)

maps

music

plans

ports.                             (portraits)

Examples

219 p. : ill. (some col.), maps, ports.

30 p. : forms

Enter any of these details after ill. In alphabetical order.

	


	Physical description of non-book resources                                       Figure 8
· Terminology used in the physical description varies from the GMD for sound and video recordings.

· SCIS terminology varies from AACR2 

Sound recordings

1 cassette (22 min.)

6 CDs (5 hr., 20 min.)

Video recordings

· Sound characteristics: give sd. (sound or si (silent) to indicate sound characteristics

· Colour: give col. or b&w to indicate whether in colour or black and white.   

1 cassette (3 hr.) : sd., col.

1 DVD (2 hr., 10 min.) : sd., col. with b&w sequences

Kits

List all types of media contained within the kit.  For example:

1 CD-ROM, 1 student workbook, 1 teachers’ guide, 3 activity cards, 1 poster. 

Other examples

1 atlas (xv, 100 p.)

1 map : col.

1 poster : col.

1 picture : col.

CD-ROM : sd., col.

5 activity cards : col.


Examples of catalogue records for non book resources* may be found in SCIS standards for cataloguing and data entry.
Examples of how the physical description area could look:
1 v. (unpaged) : ill., port.

[46] p. : col. ill.

180 p. : ill. (some col.)

1 v. (unpaged) : ill. (chiefly col.)

32 p. : col. ill., ports.

278 p. : ill. (some col.), map.

392 p. : map.

59 p. : col. ill., facsims. (some col.), col. map, ports.

440  
Series area 

Many books are published as part of a series.  In the series area, note the series title, and if it is given, the item’s number in the series.

The series area does not end with a mark of punctuation unless the last word is an abbreviation, an initialism, or data ends with a mark of punctuation.
	Series area                                                                                          Figure 9
· Transcribe the title proper* of a series and numbering as found on the item.

· Rules for punctuation, capitalisation, diacritics and accents are the same as for titles.

· Unlike titles, the sources of information for series include the whole item. 

· If the wording of the name of the series differs in different places on the item, choose the form from:

· Series title page 

· Title page

· Cover

· Rest of the publication 


Examples:

Worldwatch environmental alert series

Profiles

The really horrible guides




	Numbering within series                                                                 Figure 10
· Give the numbering of the item within the series if it appears on the item. 

· Use standard abbreviations ‘no.’ for number and ‘v.’ for volume.
Examples:

Future energy ; no. 3

Teen health ; v. 1

Mathematical solutions ; 6

Pony pals ; 4

A series of unfortunate events ; bk. 2


	More complex series                                                                        Figure 11

Sub-series

If the item is part of a series that is itself part of a larger series and both series are named on the item, give the details of the larger series before the smaller series.
Examples:

Galaxy kids maths. Yellow level

Home trends. Bathrooms ; no. 3 

More than one series

Notes for use

If an item has two or more separate series and both are named on the item, include them both. If the series field is repeatable on the ILS then record each series in a separate series field. Otherwise record the second series as a note.  

Example

Title:      Africa

Series:    Continents

Series     Heinemann first library


500
Note area

Notes provide additional, searchable information about the resource. The note area contains descriptive information about the resource which cannot be fitted into other areas of the bibliographic description. Concise, relevant notes provide added value to the resource.

	Note area                                                                                            Figure 12
Notes for use

Observe SCIS standards section 2 1.7 for notes. Keep notes to a minimum and record only those of significance either to the work in hand or to the user group. 

Notes should be objective. Do not give personal opinions.

Notes are searchable as keywords so choose terms which provide best access.

Add a summary if it is easily obtainable, e.g from the National Library of New Zealand catalogue 

Order of information 

If the information given is similar to one of the other areas of description then set the note out the same way.

Example

First ed. published: Christchurch : Caxton Press, 1965. 

Quotations

Sometimes quoting the information is the best way to convey the information.

· Use double quotation marks 

· Give the source of the quotation after it, unless it is the chief source of information of the item. If no source is given it implies it is from the chief source.

Example

“Originally published in German as: Hausmarchen”-- T.p. verso.


	Examples of useful types of notes:                                                       Figure 13

	Type of note
	Example                         

	Language note
	Text in English and Maori.

Parallel text in Maori and English.

	Source of title note
	Cover title.

	Variations in title
	Spine title*: Traditions of Mexico.

At head of title: Goscinny and Uderzo present fourteen all-new Asterix stories.

Cover title: Wedding days : celebrations of marriage.

	Edition and history notes
	First published 1986.

Originally published: Auckland : Ashton Scholastic, 1993.

“First published by Coromandel Press, 1984” – T.p. verso.

	Contents note
	Contents: Hi there, supermouse! – A proper little Nooryeff -- Star turn. (if the same author)

Contents: The conjuror's game / Catherine Fisher -- The thirteenth owl / Nick Warburton -- Words of stone / Kevin Henkes.

	Accompanying material
	Accompanied by poster;  or, Includes poster.

	Summary note



You may wish to quote an abstract from an item.
	Introduces a range of chemistry tests which explore acids, bases and salts.  Includes experiments.

	Availability note
	Teacher’s guide also available.

	Sequel note
	Sequel to:  The subtle knife.

	Curriculum note
	Supports Technology and Health Curriculum.

	General note
	“Based on the Natural New Zealand ABC wallchart by Helen Taylor” – T.p. verso.


650
Subject heading
A subject heading is a pre-defined term, from a list such as SCIS Subject Headings. 

Subject headings provide a consistent way of entering and retrieving resources on a similar topic. Add subject headings exactly as they appear in the authority list to ensure consistency. 

Ends with a punctuation mark or a closing parenthesis.

Examples

Dogs – Fiction.

Napoleon I, Emperor of France.

London (England)

Wellington (N.Z.)

New Zealand. Ministry of Education.

Notes for use

All New Zealand schools should use SCIS Subject Headings online.

Read the introductions in SCIS Subject Headings before assigning subject headings. Library advisers provide advice on using SCIS Subject Headings.

For more information, see http://www.curriculum.edu.au/scis/managing/catfaqs.htm for an explanation of the SCIS policy on punctuation for subject headings.

For information about subject headings, see Appendix IV: Subject headings and keywords : the difference.

APPENDIX I: Cataloguing Authorities

These authorities replace all previously used cataloguing tools

Cataloguing authorities

Anglo-American cataloguing rules. 2nd ed., 2002 Revision. Chicago, Ill.: American Library Association, 2002 + Amendments approved by the Joint Steering Committee of AACR.

SCIS standards for cataloguing and data entry / compiled by Schools Catalogue Information Service. Carlton South, Vic : Curriculum Corp., 2002- 2nd ed. May 2005 Revision. ISBN: 1863665684  http://www.curriculum.edu.au/scis/managing/standards.htm
MARC 21 format for bibliographic data including guidelines for content designation. Washington, D.C.: Library of Congress.

MARC 21 format for authority data including guidelines for content designation. Washington, D.C.: Library of Congress.

MARC 21 concise formats. Washington, D.C.: Library of Congress. http://lcweb.loc.gov/marc/
Classification authority

Abridged Dewey decimal classification and relative index. 14th ed. Dublin, Ohio.: OCLC, 2004.

Subject authority

SCIS subject headings. Latest ed. Carlton South, Vic.: Curriculum Corporation. + New and changed headings approved by the SCIS Information Services Standards Committee.

SCIS subject headings online is available free of charge to all New Zealand school until 31 December 2007.

APPENDIX II: Locating different editions of a title on SCIS OPAC

SCIS OPAC is used to locate:

· a SCIS number for a resource

· a different edition of the same title

· a similar item

To locate a SCIS number for resources without ISBNs:

· Click on the SCIS OPAC button and use the Basic or Guided Search. 

· Search by Author or Title. 

· From the list displayed select the correct record and double click on the link to view. 

· Highlight the SCIS number. 

· On top menu bar select Edit then select Copy. 

· Open a new Word document. 

· On top menu bar select Edit then select Paste. 

· Continue to search for catalogue records. As each one is located, paste the SCIS number into the Word document. 

· When all SCIS numbers for resources have been located and saved into the Word document, highlight all SCIS numbers, select Edit from the top menu bar and then select Copy. 

· Return to Create Orders on the SCISWeb Menu page. 

· Place the cursor into the Enter Orders Here box. Select Edit then select Paste to add the SCIS numbers into the box.

· Import into the integrated library system

· Edit when you have imported a different edition from the resource in hand, e.g. ISBN, publication details, etc.

APPENDIX III: MARC record

Journey to Tangiwai : the diary of Peter Cotterill, Napier, 1953 / David Hill. 

000 00733cam 2200229 a 450 

001 1122683 

005 20031121134545.0 

007 ta 

008 030227s2003 nz ac ||||||||| 1 eng d  

020 __ |a 1869434994 

040 __ |a N.S.W. 

082 14 |a F |b HIL |2 a13 

100 1_ |a Hill, David. 

245 10 |a Journey to Tangiwai : |b the diary of Peter Cotterill, Napier, 1953 / |c David Hill. 

260 __ |a Auckland, N.Z. : |b Scholastic, |c 2003. 

300 __ |a 191 p. : |b ill., ports. 

440 _0 |a My story 

650 _7 |a Diary stories. |2 scisshl 

650 _7 |a Family relations |x Fiction. |2 scisshl 

650 _7 |a Scouts and scouting |x Fiction. |2 scisshl 

650 _7 |a Railways |x Accidents |x Fiction. |2 scisshl 

651 _7 |a New Zealand |x History |y 1945-1999 |x Fiction. |2 scisshl

Appendix IV: Subject headings and keywords:  the difference

	Characteristics
	Subject headings
	Keywords

	Purpose
	· Indicate the main topics in a resource.

· Normally used for topics comprising at least 20% of the resource.

· Apply to fiction and non-fiction.
	· Provide useful access to key sub-topics, which may form a small proportion of the overall work, and have not been covered in the subject headings.

· Supplement the access provided by subject headings, but should not replace them.

· Apply to fiction and non-fiction.

	Vocabulary control
	· Controlled vocabulary.

· Use a list of approved terms.

· Each heading represents a group of associated ideas and synonyms.
	· Uncontrolled vocabulary - any term you wish to choose.

· Not drawn from a list of approved terms.

· May include a range of terms for the same topic.

	Consistency
	· Ensure that all items catalogued on the same topic are given the same subject access points.
	· There may be great variation in range of keywords chosen to describe the same topic.

	Fields searched
	· A subject search will usually search only the Subject field.

· Results will therefore be precise.

· Library software used in NZ primary schools varies in approaches to subject searching.
	· A keyword term may be picked up wherever it occurs on the library catalogue.

· The term may appear as an author surname, a title, a subject, in the series title, or in the notes.

· Results will therefore not be precise.

· Library software used in NZ primary schools varies in the approach to keyword searching.

	Reference links
	· Some automated library systems are able to provide links, which direct the user from a non-approved term to the approved subject heading.  At present, not all library systems used in NZ primary schools are able to do this.
	· There are no reference links, which relate keywords with the same meaning to each other.

· A term used for a search may have been assigned to only some of the resources on that sub-topic.

· A keyword search may bring up an incomplete list of resources on a topic.


APPENDIX V: Cataloguing from SCIS OPAC

Some strategies for cataloguing SCISWeb unmatched items

· Refer to Copy cataloguing guide to locate a bibliographic record.

· Log on to SCIS OPAC at:
http://scis.curriculum.edu.au/cgi-bin/Pwebrecon.cgi?DB=local&PAGE=First 

· Go to Basic Search Author to establish form of author’s name.

· Go to Basic Search Subject to establish suitable subject headings.

· If this proves difficult, try a Guided Search Keyword Anywhere to locate appropriate records.

· To check subject headings use SCIS subject headings online, log on at: http://scis.curriculum.edu.au/scisshl/ 

· Enter subject heading into subject field of your library system.

· Go to Basic Search Subject to identify a resource on the same topic. Arrange according to Publish Date (most recent first) to check for an Abridged 14 Dewey number.

· To check the Dewey number, do a Guided Search using the Abridged 14 Dewey number as a phrase In Dewey.

· SCIS OPAC Guided Search may be used to check the form of series and publisher entries by using the dropdown screen to search In Series; In Publisher: Place; In Publisher: Name

· Contact your National Library Adviser for further advice and support.

APPENDIX VI: General Material Designations (GMDs)

The complete list of GMDs used by SCIS is:

activity card

art original

art reproduction

braille

chart

diorama

electronic resource

filmstrip

flash card

game

globe

kit

manuscript

map

microform

microscope slide

model

motion picture

music

picture

realia

slide

sound recording

technical drawing

toy

transparency

videorecording

website

APPENDIX VII: Glossary

AACR2   Anglo American Cataloguing Rules Second Edition

Access points  Headings or entries for titles, names or subjects in a catalogue record which enables a user to search on that title, name or subject to gain access to these items.  

Added entry  Any entry made in addition to the main entry. Added entries can be made for joint authors, illustrators, editors, compilers, translators, series, title, and subjects.

Area of description  A major section of the bibliographic description dealing with a particular category, e.g. publication details.

Author   The person chiefly responsible for the intellectual or artistic content of a work (e.g. the writer of a book, compiler of a bibliography, composer of a musical work, artist, photographer)

Authority control  The control of access points by establishing and using consistent headings.

Authority file  A collection of authority records containing the preferred forms of headings for names, series and subjects. 

Authority record  The authoritative form of a heading used in a library catalogue for names, series, subject etc and assigned to new items as they are added to the library collection.  Authority records are based on cataloguing standards.

Bibliographic  Means related to books or other library resources.

Bibliographic record   A catalogue entry containing full catalogue information for a given item.

Cataloguing  The technical process of describing a work bibliographically and assigning a call number. It includes determining the main entry, describing the item, and assigning added entries, subject entries, and a call number.

CIP (Cataloguing-In-Publication) This is cataloguing information which is usually put on the verso of the title page of a book prior to its publication. The cataloguing information is supplied by the National Library or Library of Congress.

Collation  The physical description of an item, including number of pages, illustrations, size, accompanying material etc…

Collective title  The title of an item containing several works.
Colophon  A statement at the end of an item giving information about title, author and publisher.

Copy cataloguing  The process of obtaining a copy of a catalogue record from an online source and adding local holdings details.

see also Holdings
Copyright date  The date identified in a work by the symbol ©. Note this date can vary from the publication date. 

Corporate body  An organisation or group identified by a particular name acting as an entity. e.g. organisations, firms, clubs, associations, committees, government departments.

Cover title  Title taken from the cover of an item (if varies from the title page)

see also Variant title
Date of publication  The earliest year in which a particular edition of a work was published. (e.g. if a work is published in 2000 and reprinted in 2002 without alteration then the date of publication is 2000)

Descriptive cataloguing  This cataloguing process is concerned with describing a physical item, identifying the main entry, and selecting added entries.

Edition  All copies of the work produced from the same original

Editor  Person who prepares another person’s work for publication. 

Element  A distinct piece of bibliographic information which forms part of an area of description.

Entry  A record of an item in a catalogue. In addition to the main entry, there are title entries, series entries, other types of added entries, and subject entries.

Field  Unit of information in a bibliographic record which corresponds to an area of description or other piece of information (e.g. access point). In database management systems, a single data item within a record. It is used for a specific category of information.

GMD (General Material Designation)  Broad category or type of material to which an item belongs (e.g. sound recording, map, kit). It is included to alert the user that the item is not a book. It is appended in square brackets after the title and shows the precise format of the item.

Holdings  The location details of  how many copies a library has, where the item is shelved in that library (e.g. classification number and call letters)

ILS see Integrated Library System

Imprint  Publication details- place, publisher, date of publication. Publishing details such as where a book was published, what company published it and the date of publication.

Information landscape  A metaphor describing the range of available sources of and paths to information resources.

Integrated library system  A computer-based library system which provides two or more functions (acquisitions, cataloguing, circulation and the online public access catalogue) and relies on a single database of bibliographic data to perform these functions.

International Standard Book Number see ISBN

ISBN (International Standard Book Number)  A unique number assigned by a publisher to identify a specific book. It is hoped that in time it will cover all publishers in the world.

ISSN (International Standard Serial Number)  An internationally recognised number assigned to each serial publication by the International Serials Data System. Used for magazines, periodicals and journals.

Leaf/ Leaves  One sided pages with no information on the reverse.

Local field  A field which is not part of the MARC record, e.g. Location.

Main entry  The principal entry in a catalogue which contains the complete record of an item. Is usually the 1st named author of an item or if no author, or more than 3 authors it is the title. A full catalogue entry giving all the information necessary for identifying a work. The main entry includes the tracings for all other entries, or access points, under which a work is entered in the catalogue. The main entry is usually an author entry.

MARC (Machine Readable Cataloguing )  System of codes developed by Library of Congress so that libraries can share machine readable bibliographic data. It is a record that a computer can read and interpret. Each record conforms to a national standard for communication of bibliographic information, established and used by the National Library and the Library of Congress.

Monograph  A publication in one complete part ( e.g. book) or in a finite number of separate parts (e.g. multi volume book).

Non book resources  Resources other than printed resources (e.g. audiovisual material, computer software)

Note  Descriptive information which cannot be fitted into other areas of bibliographic description. (e.g. Includes index)

OPAC  (Online Public Access Catalogue)  The version of catalogue that the end user sees. It is an automated catalogue with subject, title and author search options directly available to patrons.

Original cataloguing  Cataloguing done for the first time (not copied) using cataloguing tools to create the record.

Pagination  The number of pages or leaves (or both) of a book identified in the bibliographic description.

Parallel title  Title proper in another language or script.

see also Variant title

Personal name  The person responsible for the creation of the intellectual or artistic content of a work

Physical description  Information about the physical form of an item (e.g. pagination, type of illustrations)

Publisher  A person or body which issues copies of a book or other item to the public. 

Record  In database management systems, a collection of related data items, or fields, which are treated as a single unit. It is comparable to a record in a manually kept file.

Reprint  A new printing of a work made from the original typeface. 

Serial  A publication issued in successive parts and intended to be continued indefinitely.

Series  A number of works related to each other by the fact that they have a collective title, as well as each work having its own title proper. 

Spine title  Title on the spine of a book 

  see also Variant title

Statement of responsibility  A statement taken from the item which describes the person(s) and /or corporate body or bodies responsible for the intellectual or artistic content of the item. A statement transcribed from the item being described, relating to authors or to corporate bodies issuing the item or to persons or corporate bodies responsible for the performance of the content of the item.

Stopword  Words which are usually articles, prepositions or common words that are not retrieved when searched

Subject heading  A word or group of words chosen from an authoritative list and assigned to the catalogue record, to provide an access point for a topic in the item being catalogued.

Title  A word or phrase which names an item

Title page  The chief source of information. The page which provides the most complete information about the author and title, and is used as the most authoritative source of cataloguing data.

Title page verso The back of the title page also an authoritative source of cataloguing data for information not included on the title page.

Title proper The main name of an item (usually in bigger or bolder print)

T.p. verso see Title page verso

Transcribe  Technical term used by cataloguers which means to copy

Universal Product Code  The barcode symbol that is the standard in the retail marketplace.

UPC see Universal Product Code

Variant title  A form of the title appearing on different parts of an item, or a portion of the title proper, or an alternative form of the title when the form differs significantly from the title proper. See also Cover title, Parallel title, Spine title.

Verso  The left-hand page in an open book. It is usually even numbered and refers to the back of the title page




All web links were accessed and checked at the time of publication, July 2007.  However, the Internet is a dynamic and fast-changing environment, and websites can and do change without notice.











� Ministry of Education & National Library of New Zealand.  2002, The school library and learning in the information landscape: guidelines for New Zealand Schools.  Learning Media, Wellington, p49.





* Indicates terms which are defined in Appendix VII: Glossary the first time they are used in the text.
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