2.00 Policies & Procedures-- Cataloging
Mission Statement
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The mission of the Cataloging Department is to provide current, complete, and accurate information
regarding materials which are either in the library’s collections or are accessible to library users through the
online catalog or other Web-based information resources. Cataloging staff strive to meet and anticipate library
users’ queries and to be responsive to their specific needs.

2.1 Cataloging Standards
Catalogers maintain a current knowledge of national cataloging standards:


Descriptive cataloging is performed according to the Anglo-American Cataloguing Rules, 2nd ed., 2002
revision.

Records in our local database cataloged before January 1981 reflect the cataloging rules in effect at the time.
The Cataloging Department does not update these earlier bibliographic descriptions unless recataloging the
entire record for some other reason.



Subject headings are assigned according to Library of Congress Subject Headings (LCSH).
Titles are classified by the Dewey Decimal Classification (DDC).

2.2 Database Maintenance
Database maintenance is done routinely. Corrections and updates may be initiated by either Cataloging
Department staff or public service staff (whether at Main or a branch library). Catalog maintenance helps to
ensure consistency and reliability in catalog search results.
2.3 Material That Will Not Be Cataloged
For most collections, it is our policy not to catalog parts of single items: e.g., chapters of books, articles from
journals (either photocopies or offprints), issues of a serial that do not have their own distinctive titles, or
articles clipped from newspapers.
The Department may raise questions with library selectors about unusual material formats, such as spiralbound items, workbooks, books with accompanying toys or sticker sets, coloring books, etc.
2.4 Weeding Procedure
Cataloging weeds from the collection by request of the collection selector in accordance with CREW
standards. Weeded items in good condition are given to the bookstore for sale.

