



CATALOGING POLICY FOR SPALDING UNIVERSITY LIBRARY


All items (e.g. av, av equipment, print, electronic) purchased or donated and meeting guidelines for inclusion into the collection will be cataloged with the following exceptions.  Items purchased for departments or to be shelved permanently in offices will not be cataloged.  No consumable items other than items for the curriculum lab will be cataloged.  In addition, no archives item, in order to preserve it properly and avoid damage, will be cataloged without instructions from the Archivist to do so.


All items will be cataloged using Dewey Decimal classification and Library of Congress Subject Headings.  MESH subject headings may also be used as appropriate.  The cataloger may add other subject headings for new topics not currently listed by the Library of Congress.  All items will be cataloged under the direction of the Associate Librarian for Technical Services.


Spalding Library has several collections of materials: circulating, reference, Stein Center, archives, audiovisual, juvenile, curriculum lab, and Stein Center.  The only collection not cataloged is archives.  There is also a rare books collection, but the acquisition and cataloging procedures for it are currently under review.


The bibliographic utility used for cataloging is OCLC.  Holdings will be added during the cataloging process for the purpose of ILL.


In addition to cataloging, the Technical Services department also oversees the processing and mending of items.

