G11. Cataloguing Guideline Worksheet


G11.
  CATALOGUING WORKSHEET

	Library / Branch:
      

	Completed by:
      
	Date:
     


Objective 

To provide a framework for bibliographic control of library materials and the exchange of bibliographic data. 

To maintain rigorous control to ensure consistency and uniformity which facilitates use by those unfamiliar with the rules. 
Guidelines 

	Guidelines

These Guidelines are from Living Learning Libraries 5th ed. 2013
	Action indicator

Select from drop down list
	Commentary

Add comments on the library’s performance in the context of each Guideline

	All materials available in the collection are listed in the library catalogue
	 FORMDROPDOWN 

	Comments:      

	Access to the collection, particularly unique items, is maximised by contributing information to Libraries Australia
	 FORMDROPDOWN 

	Comments:      

	Public libraries’ catalogue data should conform with international standards for descriptive and subject cataloguing
	 FORMDROPDOWN 

	Comments:      


Suggested performance indicators

· Catalogued materials (including outsourced cataloguing/materials) conform to the recommended standards

· Cost of cataloguing each item

· Timeliness, for example, turnaround time (time taken from receipt of item to ready for loan) for both in-house processed and outsourced items meets acceptable targets. 

· Proportion of collection added to Libraries Australia database

· Per cent of acquisitions contributed to Libraries Australia per annum

Other resources

· Cataloguing standards for Libraries Australia:  http://www.nla.gov.au/librariesaustralia/services/cataloguing/standards/ 

· Libraries Australia is a subscription-based service for libraries. The free service based on the ANBD and other Australian information repositories is known as Trove.  Trove is a discovery service focused on Australia, Australians, and items found in Australian collecting institutions. It provides a single point of access to resources discoverable via the National Library of Australia's multiple discovery services, and to digitised material freely available online anywhere in the world. Trove is available at: http://trove.nla.gov.au/ 

· Resource Description and Access (RDA) in Australia: http://www.nla.gov.au/acoc/resource-description-and-access-rda-in-australia 

· For some library material formats, cataloguing standards will be determined by the format. For example, see Digital practice guidelines, State Library of New South Wales, December 2011 (Library Council of New South Wales Guideline): http://www.sl.nsw.gov.au/services/public_libraries/digitisation/digital_practice_guidelines/index.html
Points to consider

Contributors to Libraries Australia should ensure that the records of their holdings are kept current, not only by contributing information on new material, but also by deleting holdings information for material discarded.

Cataloguing backlogs should be minimised, that is, actively managed to maximise throughput consistent with meeting cataloguing standards and timeliness of availability for loan to customers.
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