Introduction to the Cataloging Staff Training Outline

The Cataloging Staff Training Outline (http://www.library.yale.edu/cataloging/ccc/Cat_train_chklst51.doc) is an overview with links to evolving system-wide documentation useful to all catalogers. It does not include Beinecke-specific practices documented in the Beinecke Cataloging Manual. Where there is conflict between Beinecke procedures and those in the Cataloging Staff Training Outline, the Beinecke procedures take precedence. Glaring contradictions in the procedures should be brought to the attention of the Rare Book Team Leader and the Assistant Head of Beinecke Technical Services. It is not the intention of Beinecke Technical Services staff or Rare Book Team catalogers to diverge from system-wide practices unless the nature of the materials warrants this.

Sections I-VI and X contain documents relevant to Beinecke Material.  An edited version of Sections VII-IX is below.  

VII. Materials Processing
____ Marking: when to mark, how to mark, where to mark 

Marking of Volumes

 http://www.library.yale.edu/BeinCatM/marking.html
____ What to throw away after cataloging and what to keep in the book 

____ How to handle book and non-book (i.e. AV, microfilm, etc.) materials without damaging them and how to finish processing them, etc.


Video for handling books: file://werewolf\murder$\clickher.mpg
VIII. Advanced topics

____ Copy Cataloging

Copy cataloging 

 http://www.library.yale.edu/BeinCatM/copy_cataloging.html
____Variant Edition Cataloging


Transcription of Dates in the 260 Field


http://www.library.yale.edu/BeinCatM/dates_in_260.htm
____ Bound-withs


Bound-With Volumes


http://www.library.yale.edu/BeinCatM/bd_with.htm
____ Classed together, analyzed

Authority Control Workflow for C&T Staff: Series

http://www.library.yale.edu/cataloging/authorities/ctacworkflow.htm#series
Multipart Policies and Procedures

http://www.library.yale.edu/cataloging/Orbis2Manual/multipartworkflow.htm
____ Serials 


Beinecke Serials Cataloging

http://www.library.yale.edu/BeinCatM/serials_cataloging.htm
Standard for Recording Serial Holdings in MFHD

http://www.library.yale.edu/cataloging/Orbis2Manual/serialmhfd.htm
Rules for Marking Beinecke Serials:

http://www.library.yale.edu/BeinCatM/marking.html - Multi-Volume
____ Multipart monographs

Multipart Policies and Procedures (Draft)

http://www.library.yale.edu/cataloging/Orbis2Manual/multipartworkflow.htm
Multipart Monograph MFHD Guidelines (Draft)

http://www.library.yale.edu/cataloging/Orbis2Manual/multipartmfhd.htm
____ Non-book materials



Reproductions (Photocopies and Microform)

http://www.library.yale.edu/cataloging/Orbis2Manual/Orbis2TOC.htm#reproductions
Guidelines for Cataloging CD-ROMs at Yale

http://www.library.yale.edu/cataloging/netinfo/cdroms.htm
Video Cataloging Checklists
http://www.library.yale.edu/cataloging/Orbis2Manual/Orbis2TOC.htm#video
Sound Recordings

http://www.library.yale.edu/cataloging/Orbis2Manual/Orbis2TOC.htm#sound
Cartographic: instructions for creating minimal level records at:

http://www.library.yale.edu/cataloging/Orbis2Manual/MapMinimal.htm
IX. Catalog Management

____ Withdrawals

Catalog Maintenance Procedures for Records Representing Material that is Withdrawn 

http://www.library.yale.edu/catman/catmaint/withdrawal.htm
Policies for Deletion, Suppression, and Re-Use of Orbis Records

http://www.library.yale.edu/cataloging/admin/deletion.html
ADDITIONAL BEINECKE PROCEDURES

Substitutions and Withdrawals

http://www.library.yale.edu/BeinCatM/substitutions.htm
____ Transfers


YUL PROCEDURES
Catalog Maintenance Procedures for Records Representing Material that is Transferred

http://www.library.yale.edu/catman/catmaint/transfer4.htm
Catalog Maintenance Procedures for Records Representing Material that is Transferred & Reclassified

http://www.library.yale.edu/catman/catmaint/transfer_reclass2.htm
ADDITIONAL BEINECKE PROCEDURES

Transfers to Beinecke Library

http://www.library.yale.edu/BeinCatM/transfersvoyager.htm
____ Cataloging for LSF
See guidelines and policies listed under Library Shelving Facility on the Cataloging at Yale page:

http://www.library.yale.edu/cataloging/
____ Reclassification

Cataloging Maintenance Procedures for Records Representing Material that is Re-classified

http://www.library.yale.edu/catman/catmaint/reclassification4.htm
____ Re-linking of records

Covered in the NELINET cataloging training document, p. 36.

http://www.library.yale.edu/cataloging/Orbis2Manual/Orbis2Cat_1.2Rev.doc
