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Visit to the Cataloging Department 

  

 The cataloging process is central to the smooth operation of the library.  A 

patron's or librarian's ability to locate materials depends on the clarity of the 

classification system the library uses.  Last week I visited Greenwood Public Library to 

speak with the Head of Technical Services about the process that library uses to catalog 

incoming materials.   

 The Greenwood Public Library serves the general public.  The City of 

Greenwood has a population of about 40,000 people.  The library is fairly large, 

consisting of two floors.  The first floor houses the children's department, the audio-

visual department, the Friends' bookstore, the circulation desk, community meeting 

rooms, a coffee shop (when it has a tenant), and the Technical Services Department.  

Upstairs you will find the Adult Services Department, the Youth Services Department, 

the computer classroom, individual study rooms, and administrative offices.   The 

library's collection includes books, DVDs, CDs, magazines, newspapers, video games, 

board games, and access to online databases.   

 Cataloging takes place in the Technical Services Department.  It is done by three 

people, the Head of the Technical Services, a Senior Cataloger, who works 20 hours a 

week, and a Cataloger, who works eight hours a week.  Each staff member is assigned a 

different area of the collection.  The Head of Technical Services catalogs the children's 

materials and the audio-visual materials.  The Senior Cataloger handles the adult 

materials, and the Cataloger mainly deletes items from the catalog.  There is no 

outsourcing of cataloging duties.   

 Greenwood requires that catalogers have MLS degrees.  The Senior Cataloger 

was already working as a cataloger when the current Head of Technical Services was 

hired, so there was no additional library-specific training required for those two roles.  

The Cataloger was familiar with the AARC2 when she was hired.  But because there is a 
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difference book knowledge and practical knowledge, the Cataloger was closely 

supervised at the start of her employment.   

 When materials arrive at the library, they are divided by the three categories 

assigned to different catalogers.  Adult materials are placed on a cart, where the Senior 

Cataloger retrieves them for cataloging.  Children's materials are also placed on a cart.  

However, these are first reviewed by the children's department librarians, as they are 

more familiar with children's literature than the technical staff are.  The children's 

librarians sort the materials by type, such as picture books, easy readers, or early 

chapter books.  Flags are inserted into the books to alert the technical staff as to which 

books belong to which type.  Then the books are placed on shelves inside the Technical 

Services Department indicating they are ready for cataloging.  Audio-visual materials 

are also sorted onto a cart before cataloging.   

 The cataloging staff does both original and copy cataloging, although original 

cataloging is rare.  Because Greenwood belongs to the Evergreen Indiana Consortium, 

records for 90% of the library's materials can be found in the Evergreen catalog.  If the 

Evergreen record needs enhancing, the cataloging staff may do so.  Then they simply 

add their item to the catalog.  If they can't find the record in Evergreen, then they check  

OCLC.  Records can imported from OCLC into Evergreen.  If the item cannot be found 

in OCLC, they next check the online catalogs of other libraries and batch load those 

records into Evergreen.  However, OCLC has 99.9% of everything they might need to 

catalog.  If they still can't locate the record for an item, then they would do original 

cataloging, but this is very, very rare.   

 Evergreen uses Library of Congress subject headings, and there are expected to 

be one or two in every record.  A cataloger might add some if there aren't any in the 

record.  If a record contains Sears, Mesh, or Spanish subject headings, for instance, these 

are retained.  The reason for this is that more and more libraries are joining the 

Evergreen consortium, and these additional subject heading types might be useful to 

other libraries.  Online resources are used during the cataloging process.  Print 

resources are not used, simply because they are all online.  Greenwood does not 
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purchase bib records with materials, however, they do pay for access to OCLC.  The 

resources they use most are OCLC, LOC Online, and Web Dewey.   

 The biggest challenge faced by the Greenwood Public Library cataloging staff is 

managing the ebb and flow of work.  When funds are available many orders are placed 

and the cataloging staff has a difficult time keeping up.  However, when funds are low, 

it can be difficult to find work to do.  The cataloging staff does not utilize volunteers.  

Another anticipated challenge will be the conversion to RDA standards.  And one 

challenge faced personally by the Head of Technical Services, who sits on the Evergreen 

Cataloging Committee, is teaching the staff of incoming libraries how to use Evergreen 

for cataloging.  She finds that staff coming from smaller libraries may not have prior 

cataloging experience or familiarity with AARC2. 

 It was interesting to me to hear about the processes used by the staff in the 

Technical Services Department at Greenwood Public Library.  I was impressed that they 

manage to do so much with so few staff members working so few hours.  The 

conversation I had was very informative, and I look forward to learning more about 

cataloging and technical services. 


