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Technical Services Functions & Workflow  

The Technical Services Librarian, in collaboration with the Director and the professional staff, is 
responsible for all policies and procedures affiliated with this position.  Specifically, the duties 
include: 

 
1. Acquisitions 

¶ Collection development 

¶ Acquisitions policies & procedures 
2. Cataloging 
3. Processing 
4. Statistical record keeping 
5. Other duties as assigned 
 

 
 

ACQUISITIONS: 
 

1. Collection development: 

¶ Keeps up-to-date on curricular and program changes in order to select 
     appropriate materials for the library collection; 
 

¶ Takes responsibility for keeping up-to-date on Internet accessible sources of  
     information and considers this when deciding whether to maintain paper  
     copies; 
 

¶ Evaluates materials for possible weeding; 
 

¶ Coordinates the selection of all materials to assure a balanced development 
     of the collection; 
 

¶ Oversees and reviews allocation of funds according to subject areas,  
     academic departments, student needs, etc.; 
 

¶ Solicits feedback from faculty to determine the changing 
     curriculum/informational needs; 
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¶ Reviews the literature for new materials in each subject (liaison area); 
 

¶ Distributes reviews to the appropriate librarian based on subject liaisons: 

¶ BCA (Technical Services Librarian) ï Humanities, Anthropology, Nursing 

¶ DR (Public Services Librarian) ï Creative Arts, Social Sciences, Business, 
Education, Physical Education. 

¶ ST (Electronic Resources Librarian) ï Applied Technology, Computer 
Sciences, Life Sciences, Administration of Justice 

¶ WE (Instruction/Reference Librarian) ï Physical Sciences, Economics, 
Education, History, Political Science, Psychology, Sociology 

 

¶ Evaluates gift materials to determine if they should be added and routes to acquisitions 
for proper disposition (See Gifts in this manual); 
  

¶ Evaluates withdrawn items for possible replacement; 
 

¶ Informs users of new acquisitions;  
 

¶ Reviews circulating materials to determine collection use, condition, and age;  

 

¶ Scans appropriate reviews and selection tools on an ongoing basis to identify 
     potential additions to the collection;  
 

¶ Reviews electronic sites for linkage to libraryôs homepage.  

¶ Weeds superseded editions and multiple copies (See Inventory, 
     Weeding, and Collection Assessment in this manual).  
 

2. Collection Development ï Acquisitions policies & procedures: 

¶ Vendor selection and periodic review of vendor(s); 

¶ Pre-order bibliographic searching including: 

¶ Checking Voyager (online catalog) to insure no duplications; 
¶ Reviewing sources: 

 

¶ Choice 

¶ Library Journal 

¶ Video Librarian 

¶ Publishersô catalogs 

¶ Faculty, staff, student, community requests 
 

¶ If items to be ordered are not in the sources above, the Technical Services Librarian 
is responsible for verifying items to be ordered via: 

¶ BIP 
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¶ Amazon.com 

¶ OCLC WorldCat, etc. 
 

¶ Receiving materials ï Oversee the Library paraprofessional staff by: 

¶ Verifying materials that we have purchased against what we have ordered; 
¶ Claiming if necessary. 

¶ Keeping up-to-date on new acquisitions methodologies and technologies; reviewing 
and recommending implementation of those that promise cost-effective improvement 
of departmental effectiveness.  

 

 

CATALOGING: 

¶ Oversees all modules of the libraryôs automated system that are needed in this position;  

¶ Answers staff questions and trains new workers; 

¶ Supervises copy cataloging done by classified staff;  

¶ Reviews cataloging done by classified staff systematically to check for accuracy; 

¶ Performs full original cataloging of books and materials using MARC 21 format, LC 
subject headings, etc.; 

¶ Establishes correct authority records for names, series, subject, uniform titles, etc.; 

¶ Corrects and resolves problems related to obsolete, conflicting, or incorrect older 
cataloging;  

¶ Checks LC subject heading changes as they occur and updates local database on a 
regular basis; 

¶ Takes responsibility for keeping up-to-date on revisions in cataloging rules/practices; 

¶ Shares information about new cataloging rules/practices with other librarians and staff, 
and applies this knowledge to the work as appropriate.  

 

PROCESSING: 

¶ Supervises physical processing of materials and checks to be sure work is being done 
accurately and neatly; 

¶ Oversees the handling of all processing for incoming materials for the purpose of physical 
identification to include: 

¶ Inserting tattle tapes 

¶ Typing and preparing labels (call numbers, book pockets, etc.) 

¶ Binding  

¶ Mending 
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¶ Barcodes 

¶ Voyager maintenance, etc. 

¶ Keeps up-to-date on current practices involving Library Automation and the various 
systems available. 

 

 

STATISTICAL RECORD KEEPING 

¶ Reviews and oversees the budget for purchasing materials;  

¶ Monitors expenditures/encumbrances to ensure that funds are being expended at an 
appropriate rate;  

¶ Provides statistical, financial, and evaluative reports to library administration as 
scheduled or requested;  

¶ Keeps In-house statistics; 

¶ Supervises verification of funds and the disbursement process to ensure that correct 
procedures are being followed. 

 

 

 

OTHER DUTIES 

¶ Performs general reference service; 

¶ Prepares pathfinders; 

¶ Teaches bibliographic instruction classes as assigned; 

¶ Teaches unit bearing courses; 

¶ Serves on various campus and other committees; 

¶ Attends classes and workshops for professional development. 
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NONPRINT PROCESSING 
 

 

NONPRINT INCLUDES: 
 

1. Microforms ï microfilm and microfiche 
2. Audiocassettes 
3. Videocassettes 

Á Video recordings (VHS) 
Á Videodiscs 
Á Motion pictures 

4. DVD 
Á Video recordings 
Á Computer programs 

5. CD 
Á Music 
Á Computer programs 
Á Reference books 

6. Electronic resources 
Á E-books 
Á Reference books 
Á Databases 
 
 
ACQUISITION OF NONPRINT MATERIALS 
 

1. Librarians and other faculty submit requests to Technical Services librarian. 
2. Librarians decide whether to purchase nonprint requests based on our Collection 

Development policy. 
3. In compliance with the Assistive Technology Act of 1998, only closed-captioned videos 

and DVDs will be purchased to comply with ADA. 
4. In the event that there are videos on reserve (instructorôs copies, living room series, etc.) 

or otherwise in the collection (e.g. gifts), the Instructional Technology & Development 
department will provide a staff member to close caption these items. 

5. Liaison numbers are assigned by the Technical Services librarian. 
6. Since we do not have a nonprint Vendor, nonprint materials are ordered from 

www.amazon.com or directly from publishers / distributors. 
7. The Technical Services librarian is responsible for verifying publishers and distributors. 
8. Nonprint materials are then given to the Library Specialist responsible for Acquisitions. 

a. The Library Specialist finds the item in OCLC, updates our holdings in OCLC, 
exports the record and then enters a PO in the Voyager Acquisitions module. 

b. The request and copy of the PO is then given to the DOM who generates a PR 
that will be signed by the director and sent to the publisher/distributor. 

 
 
CATALOGING NONPRINT MATERIAL 
 

1. Nonprint materials will be cataloged the same as print materials (p.3) using AACR2, 
MARC and OCLC designations for nonprint materials. 

2. OCLC uses the following for Nonprint material: 
a. Microform 

http://www.amazon.com/
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i. [microform] in 245 field 
ii. microfilm in 533 field 
iii. microfiche in 533 field 

 
b. Audiocassettes ï Sound recordings 

i. [sound recording] in 245 field 
ii. 2 sound cassettes (179 min.) :#b analog in 300 field 

 
c. CD ï Sound recordings 

i. [sound recording] in 245 field  
ii. 1 sound disc (59 min.) : #b digital ; #c 4 3/4 in. in 300 field 
iii. ñCompact discò in 500 or 538 field 

 
d. Videorecording ï VHS 

i. [videorecording] in 245 field 
ii. 2 videocassette(s)  or ñ2 videocassettes (VHS)ò in 300 field 
iii. ñVHSò or ñVHS formatò in 538 field 

 
e. Videorecording ï DVD 

i. [dvd videorecording] in 245 field 
ii. videodisc or videodisc (Laser videodisc) in 300 field 

 
f. Videorecording ï Videodisc 

i. [videorecording] in 245 field 
ii. 1 videodisc or ñ1 videodisc(s) (Laser videodisc)ò in 300 field 

 
g. Videorecording ï Motion picture  

i. [videorecording] in 245 field 
ii. film reel(s) in 300 field 

 
h. CD ï reference books, computer programs 

i. [electronic resource] in 245 field 
ii. ñ1 computer optical discò in 300 field 
iii. ñCompact discò in 538 field 
iv. ñSystem requirements for network (or ñPCò or ñMacintoshò) éò in 538 field 

 
i. Electronic resources ï E-books 

i. [electronic resource] in 245 field 
ii. For E-books, ñElectronic reproductionò in 533 field 

 
j. Electronic resources ï Online reference books (e.g., OED) 

i. [electronic resource] in 245 field 
ii. ñElectronic dataò or ñElectronic data and programò in 256 field 

1. Text (XGML) or ñWorld Wide Web Resourceò in 516 field 
2. ñMode of access:  Internet.  Host: mpcfaculty.net/libraryò in 538 field 
3. ñSystem requirements: éò in 538 field 
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PROCESSING NONPRINT MATERIALS 
 

1. When nonprint materials are received, they are checked against the PR for accuracy by 
the DOM and checked in by the Acquisitions Library Specialist. 

2. The Acquisitions Library Specialist checks the material into the Voyager Acquisitions 
invoice, prints a copy of the OCLC record and gives these to the Technical Services for 
cataloging. 

3. After the Technical Services librarian checks the OCLC record for accuracy and 
completeness (e.g., correct LC call number, correct subject headings, etc.), items are 
given to the Library technician for processing. 

a. All material receives an MPC stamp. 
b. All materials receive labels for: 

1. Call numbers 
2. Colored tape with CD or DVD designation 

1. Yellow for CD  
2. Red for DVD  

c. All materials (except audio cassettes) have a security strip attached: 
1. Videos ï in the box or container ï not on the tape 
2. CDs and DVDs on the locked plastic case  

4. The items then go to the Library Technician for counting, review and any corrections in 
Voyager. 

 
For more information, refer to ACRLôs Guidelines for Media Resources in Academic 
Libraries. 

Updated 8-06 bca 3-03 

 

 

 

 

 

 

 

 

 

 
 

 

http://www.ala.org/acrl/guides/medresg.html#biblio
http://www.ala.org/acrl/guides/medresg.html#biblio
http://www.ala.org/acrl/guides/medresg.html#biblio
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Workflow ï Technical Services 
 
1. Collection Development: 

¶ Reviews from Library Journal, Choice, Video Librarian, etc. for book and nonprint 
materials are routed to appropriate liaison librarian for ordering. 

¶ Liaisons select books, etc. & put orders in the Acquisitions box in the Technical 
Services librarianôs office. 

¶ Technical Services Librarian assigns appropriate liaison numbers to orders. 

2. Acquisitions: 

¶ Firm orders from our book vendor ï Midwest: 

¶ Technical services librarian prepares a packet of orders to be entered into our 
Voyager Acquisitions module by the Library Specialist; 

¶ Library Specialist finds OCLC records and imports them into our Voyager 
Acquisitions module adding the appropriate prices, etc. 

¶ If there is no OCLC record, a short bibliographic record is created; 

¶ Once the records are properly imported into Voyager, the Library 
Specialist prints an order and routes to the Technical Services librarian for 
final approval; 

¶ After final approval, the Library Specialist or ITS (Instructional Technology 
Specialist) prints 3 copies ï one for the Library Specialist, one for the 
Technical Services Librarian and one for the vendor. The Technical 
Services Librarian signs and sends the order to Midwest, our book 
vendor. 

¶ The Library Specialist updates the liaison reports in excel. 

¶ It is best to send out one order per week with approximately 25 items. 

¶ Direct orders: 

¶ The Technical Services librarian reviews the material to make sure that the 
information is correct and current (e.g., publisher information, price, etc.). 

¶ The librarian then assigns a liaison number to the material that is given to the 
DOM who prepares a PR/PO for each item. 

¶ Standing orders ï Brodart & Gale come in automatically. 
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3. Cataloging: 

¶ When an order is received, the Library Technician checks in the books (or other 
materials) and verifies that the materials are correct according to the POs and/or invoices. 

¶ The Library Technician goes into OCLC to: 

¶ Add our holdings in OCLC; 

¶ Print out a copy of the MARC record and add a 599 or 500 field to include: 

¶ Who ordered the item and liaison area; 

¶ The cost of the item; 

¶ Date the item was entered into Voyager; 

¶ Any other important information e.g. Choice Best Academic title, Pulitzer Prize 
winners, Nobel Prize winners, etc. 
 

¶ Places the copy of the MARC record within the material (book, video, CD, etc.): 

¶ If the MARC record is not the full bibliographic record, the Library Technician 
locates the correct record, prints it and places it inside the book (or other 
material). 

¶ The materials are then routed to the Technical Services Librarian who verifies that the 
OCLC record exactly matches the material and that all the other information is correct 
and exact.  These include: 

¶ Call number 

¶ Subject headings 

¶ Pagination 

¶ Locations (Reference, Main, Nonprint, etc.) 
 

¶ The Technical Services Librarian includes a PSSST slip in her liaison areas to be 
routed to the appropriate faculty or staff member.  

¶ The items are then given to the Library Technician who updates the record in 
Voyager with the appropriate changes and/or additions. 

¶ The materials then go to the Library Specialist for final processing. 

 

4. Processing: 

¶ The Library Specialist pencils in the OCLC number as near as possible to the ISBN 
number (usually on the verso of the title page); 

¶ Pencil the call number on the title page; 
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¶ Types the call number labels and affixes them to the material unless the labels are 
produced by our vendor; 

¶ The materials are then routed to the Library Technician who does final preparation for 
librarian review and shelving. 

¶ Enters the 852 (Voyager field for locations and call numbers) into the Voyager 
system; 

¶ Affixes a barcode either on the inside cover or on the first page of the book; 

¶ The barcode is then added to the item in the Voyager database; 
 

¶ When the books have been processed, the Library Technician checks them for errors 
and prepares them for the librariansô review. 

¶ Library Technician then prepares 2 reports: 

¶ One for the Public Services Librarian with a list of the new books with call 
numbers; 

¶ One for the Technical Services Librarian of the new books by liaison number. 
 

¶ After the librarians have reviewed the books, the Library Technician counts the books 
by LC subject area. 

 

¶ Books are placed on a truck for the Librarians to review and to notify faculty of our 
new purchases with PSSST slips. 

¶ Books are then put on the new book shelf or shelved appropriately. 

 
 
 
 
 
 
 

Bca updated 2-07 3-04 
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MPC LIBRARY LIAISONS  

SPRING 2008 

Liaison Librarian Department # of students in 
major 
2000      2005 

# of classes from 
catalog 

 
2000    2005 

# of items in 
subject area 

 
CIRC     REF 

# OF ITEMS CHECKED 

OUT (11/02-11/05) 

  APPLIED TECH    2000      
2005 

1 ST Automotive Technology  TL 31              29       7               15 198             12 12           
43 

 ST Aviation 8                 0 2                4   

 ST Drafting/Architecture NA 47               6 5                5 973             21 55          
566 

 ST Engineering 67             76 1                7 748             73 59          312 

 ST Fire Protection Technology 346          449 14             25 120              9 12           24 

 ST  Golf Management 0                4 12               6 24                2 NA 

 ST Parks & Recreation 59            148 16              64 66                6 NA 

 ST Real Estate 25             98 6                 7 27                4 NA 

  
TOTAL 

585        810 63          133 2156        127 138        945 

  %     

       

  
BUSINESS 

    

2  EK Business  HF, HD, HE 449         407 20           25 1278       155 205         570 

3 DR/ EK Business Skills 18            16 35           39 See Business  

4 ST Computer Science/    QA76 
Information Technology  

204         217 34           33 374          18   221         609 
            (ever) 

  TOTAL 671        640 89            97 1652      173 426      1179 
  %     

       

  
CREATIVE ARTS 

    

5 DR Art N not NA, NK 155         
167 

60           
131 

26
35         
66 

572        
1603 

6 BCA/ST/ 
LB 

Drama PN1560 - 3307 NA           73 NA           50 1079         75 PN1560 - 3307 

7 DR Music M 63            59 40            39 1192         97 69          1122 

8 DR Photography TR 19            40 6              16 378            8 102          270 

  TOTAL 237        339    106        236     5645      275 743      2995 
  %     
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HUMANITIES 

    

9 BCA/SF/ 
LB 

ESL  PE1128 - 1499 NA           NA 18              28 149            12 PE1128 ï 1499 fill 

1
0 
ST/BCA/ 
SF/LB 

English / Sign Language 
P, PE, PN, PR, PS, PZ 

125         106 72 w/dram 44            10895       446 
No drama 

1319Fill 4394 

1
1 
BCA/ 
SF/LB 

Foreign Language 101           41 
12 (Sp.)     24 
13 (Fr.)      9 
NA (Ger)    5 

13            31 2631          13 214         390 

1
2 
BCA/SF 
/LB 

Humanities/Liberal Studies 
A 

61           113 4                  5 
 

297            56  12             30 

1
3 
BCA/SF/ 
LB/PJ 

Philosophy/Religion 
B except BF 

6              12 6                  8 2177          82 154          725 

1
4 
BCA/ 
SF/LB 

Speech/Communication 
PN4001 ï 4500 P87 ï 99.6 

NA            41 7                10 161             7 PN4001 ï 4500 P87 
ï 99.6 

  TOTAL 318        351 120        126 16,310   706 1699    5803 
  %     

       

L
i
a
i
s
o
n 

Librarian Department # of students in 
major 

 
2000     2005 

# of classes 
 
 

2000     2005 

# of items in 
subject area 

 
CIRC      REF 

# of items 
checked out 
(11/02-11/05) 

 
2000     2005 

  
LIFE SCIENCE  

    

1
5 
ST  Anatomy/Physiology 

Zoology (pre-med, pre-
nursing) QM, QP, QL 

149          172 2                6 1011         63        33           451 

1
6 
ST  Biology 65            67 15             15 2196        206  426        1154 

  ¶ Ornamental        
Horticulture QK, S, SB 

58            54 7               23 601           90 49            238 

1
7 
ST  Dental Assisting RK 13            55 5                14 18               4 0                4 

1
8 
ST  Health see Biology  7                  5   

1

9 
DR  Family & Consumer  

Sciences GT, TT, TX, NK 
NA           21 2                  4   

  ¶ Fashion GT, TT 15             51 6                22 386            36                      260 

  ¶ Hospitality TX 41             50     13              29 355            14                 
171 

  ¶ Interior design NK 41             51 7                12 361            29                    
266 

  ¶ TOTAL for F&CS 97            152  26              63 1102          79 61            697 

2
0 

S
T
  

Medical 
Assisting 

63             69 7                18 1                    1  

  Á Emergency Medical 0                 0 4                  9      
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 TOTAL  445        590 71          148 4928      443  569      2544 

  %     
       

       

  
NURSING 

    

2
1 
BCA  Nursing 357         532 14              34 99              11 28              72 

  TOTAL  357        532 14            34 99            11    28            72 

  %     
       

       

  PHYSICAL 
EDUCATION 

    

2
2 
DR Dance 25             31 23              25 See P.E.  

2
3 
DR Physical Education 14            121     62              73 666            34 73            328 

  ¶ Sailing & Navigation 10            NA 3                  6   

  ¶ Massage Therapy 41            48 NA               5   

  TOTAL 90          200 88          109 684          34 73          328 
  %     
       

 
 
 
 
 
 
 
 
L
i
a
i
s
o
n 

 
 
 
 
 
 
 
L
i
b
r
a
r
i
a
n 

Department # of students in 
major 
 
2000      2005 

# of classes 
 

 
2000      2005 

# of items in 
subject area 
 
CIRC      REF 

# of items 
checked out 
(11/02-11/05) 
 
2000      2005 

  
PHYSICAL SCIENCE 

    

2
4 
BE  Astronomy  QB NA             0   4                3 272              23 27            200 

2
5 
BE  Chemistry QD, TP NA            15 9               10 197              36 38              92 

2
6 
BE Geology/Geography  

G-GF, QE 
1                7   5                 7 480            148 10            134 

2BE TD Mathematics + Stats QA NA            35                527              91 NA           499  
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7 (not QA76), HA 20       incl.QA76 

2
8 

B
E 
Oceanography GC 10              6 1                1 48                  7 26              43 

  ¶ Marine Advanced 
Technology Education  

NA            32 5                15 See 
Oceanography 

 

2
9 

B
E 
Physics 12             10 4                  6 306               17 14            185 

  TOTAL  23          105 28            62 1830        322 115      1153 

  %     
  

SOCIAL SCIENCE 
    

3
0 
ST/EK Administration of Justice 

(HV, K) 
2047       248 17              32 1474           168 300          923 

3
1 
BCA/DR Anthropology CC,GN, GR 11            18 7                10 568               26 44            238 

3
2 
DR Child Development HQ 

767.7 ï 792  
149          188 16              39 160                 3 

See W.S. (HQ) 
NA           673  
      with W.S. 

3
3 
DR/BE/ 
EK 

Economics/Acct/Finance 
HB,HC,HD,HG,HJ,HF5601-
5688 

110           89       5                  8             1587           112 NA           457 
With business 

3
4 
DR/BE Education L NA            NA 0                  2 596             216    47            250 

  ¶ Learning Skills  25              35   

  ¶ Personal Development 3375?       NA 24              17   

  ¶ Study Skills Dev.  7                  6   

3
5 
DR/EK Ethnic Studies (E184-

185.98) 
36             2 4                13 550              48    E184-185.98 

3
6 
DR/BE/EK
PJ 

History D,E,F,C (not CC, 
CS) U,V 

28             32 14              19 8258           317 370        2744 

  ¶ Gentrain  13              42   

  ¶ Interdisciplinary Studies  3                  2   

  ¶ Travel Study  2                  1   

3
7 
BE/DY Political Science  J 23             29 10              10     1106            92 67            256 

3
8 
DR/BE Psychology  BF 98            118  9                11 1018            14  161          485 

3
9 
DR/BE/EK Sociology & Human Serv. 

H,HE,HM,HN,HS,HT,HX 
25             66       10              13 1248            44 463          264 

4
0 
DR Womenôs Studies (HQ) 12             14  10              18 836               51  226          673  

incl.Child Dev. 

4
1 
ALL Library & Information Sci. NA            NA 3                  7 208             106   8                   80 

  ¶ Genealogy CS NA              4 2                  4 19                 25   NA               40 

  TOTAL  5914      808 181        289 17,628   1222   1680      6410 

  %     

  General Studies  

Undecided 

NA        1316 
NA         7431 
NA          474 
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University/Transfer 

  GRAND TOTAL  8530  13596 766 43646 5517 

   Update: spring 08 Update: 2/06 Update: 8/05 
 

bca 
10-00 

 

 

IN-HOUSE USE 

 
During the 9th week of fall and spring semesters, a study will be conducted to determine which 
and how many of our materials are used inside the library building.  Beginning on Monday of 
the specified week, signs will be displayed asking that patrons do NOT re-shelve any materials 
that they have used in the library building.  Rather, we would like them to place the items they 
have used (in house) in the BINS that will be distributed throughout the building.  Please 
encourage all users NOT to re-shelve their items.  Obviously, this does not apply to items that 
patrons want to check out.   

 
Using the hand-held scanner, each staff person will be assigned a particular area to scan the 
barcodes of the items in the BINS as well as items left at the end of each shelf.  Please check 
all the shelves in your area (at the end of the stacks on the bottom shelf, etc.) not just the BINS. 
 
Since we have only 1 scanner, each person will have 15 minutes to complete their areas of 
responsibility.  The time allotted may be less than 15 minutes, in which case, the scanner is 
given to the next person as soon as they have finished.  I have included each name and time 
on the chart. 

 
Areas of responsibility are: 

¶ Reference ï Library Technician (Amy) 

¶ Nonprint ï Library Technician (Amy) 

¶ Vertical File ï Library Specialist ï Periodicals (Kirk) 

¶ Periodicals ï Library Specialist ï Periodicals (Kirk) 

¶ Microfiche ï Library Specialist ï Periodicals (Kirk)  

¶ Reserves ï Library Specialist ï Circulation (Roseann) 

¶ Databases ï Instructional Technology Specialist (Stephanie) 

¶ Circulating: 
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Procedures: 
 

1. Beginning on the designated date, we will place signs throughout the library. 
2. BINS will be located in the following areas: 
 

a. Upstairs ï at the end of the stacks, on the reference desk and on top of the low 
stacks. 

b. Main floor ï one in periodicals, two in reference and one in nonprint. 
 

3. Notify Circulation/Instructional Technology Specialist when to start counting Reserve 
material. 

4. Notify ITS to begin counting database use in CybraryN. 
5. At a designated time everyday, each person should scan the materials in their area 

and give the scanner to the next person.   
6. After scanning the items in the bins and/or on the shelves, please put these items on a 

book truck to be shelved later.   
a. There will be a book truck in the copy center on the 3rd floor.   
b. For the main floor, please use one of the trucks in technical services. 
 

7. The last person then gives the scanner to the ITS who will then record those numbers 
in the appropriate column. 

a. Over the weekend, users will be directed to place all items that they use in the 
library in the MARKED BINS. 

b. On Monday morning, staff will gather all items used over the weekend, scan 
those items and give the scanner to the ITS. 

 
8. The only items that need to be counted manually are microfiche and Vertical file items. 
9. Evenings: Since there are only 3 people on duty in the evening, the regular staff 

(according to the above schedule) will count items first thing every morning. 
 
Please let me know if you have any questions or need further information.  Thank you for 
all your help! 
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MONTEREY PENINSULA COLLEGE  
Library & Technology Center 

 
 

COLLECTION DEVELOPMENT POLICIES & PROCEDURES FOR  

INVENTORY, WEEDING, & COLLECTION MANAGEMENT  

 
 

The MPC LIBRARY & TECHNOLOGY CENTER serves as the focal point for the 
research and information needs of its students, faculty, staff and community members.  
If students are to become competent and literate in an information rich environment, 
they must be provided with resources that are relevant, reliable, accurate and up-to-
date.  It is the responsibility of the college librarians to provide a collection that is as 
comprehensive as possible while properly maintaining that collection.  The quality of 
any library collection depends on collaborative collection development policies and 
procedures and well as careful collection management.  One important factor involved 
in collection management includes judicious weeding or de-selection of materials that 
no longer support the instructional programs of the college. 

 

Weeding or de-selection is an essential element of collection development that ensures 
the libraryôs materials are useful and accessible. Every libraryôs print collection is limited 
by the space available to house it, and collections should change over time to reflect 
changes in the community and in the libraryôs goals. Weeding is a periodic or continual 
evaluation of resources intended to remove items that are no longer useful from the 
collection (From:  Arizona State Library). 

 

 

 

 

 

 

 

 

 

http://www.lib.az.us/cdt/weeding.htm
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INVENTORY 

 

Inventory is the process of checking the libraryôs actual holdings against the online catalog 
to make sure that the catalog is accurate.  It allows the library to eliminate from the catalog 
items that have been lost, stolen or misplaced.    
 
The MPC librarians and staff have decided to conduct an Inventory of the entire collection 
every summer.  Inventory should also prove to be advantageous to the weeding process. 
 
Although there are several methods of inventory, 2 are predominantly used: 
 

Á Comparing a list of printed call numbers with the actual items; 
Á Utilizing an automated system such as a hand held portable scanner. 

 
 We will be using the hand held portable scanner because it has the capability to read our 
barcodes that can be downloaded into our online (Voyager) system that will, in turn, 
produce an inventory report. 

 
 
 
 
 
 

INVENTORY PROCESS 

 
1. All staff members will use the portable scanner for 15-20 minutes/day during the 

summer. 
2. Each staff member will be assigned certain call numbers to scan. 
3. After each use, the staff member will have our ITS (Instructional Technology 

Specialist) download the data into Voyager. 
4. At the end of the entire process, the Technical Services Librarian and the Library 

Technician will review the results and identify items that are not represented in 
Voyager.  Decisions will be made to: 

 

¶ Replace lost material; 

¶ Replace in another format; 

¶ Delete the record from the database. 
 

5. The data collected will be maintained to accurately reflect the status of missing or 
lost items and to assist in the weeding process. 

 
Bca 3-04 
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WEEDING 

 

This section discusses the criteria for weeding, the stages/steps of weeding, some practical 
information for use in planning or conducting weeding, and options for the materials you 
remove.  Weeding, the permanent removal of items from the collection, is a vital part of 
collection management.  The weeding process will help identify both strengths and 
weaknesses in the MPC library collection.  Recognition of weak areas will subsequently be 
addressed, and whenever possible, appropriate new titles will be acquired after consultation 
with faculty and recommended bibliographies.  At the end of the process, a portion of the 
library budget will be allocated to the development of the collection in areas that have most 
recently been weeded. 

 

Criteria for Weeding 
 
The weeding or de-selection of materials must be a collaborative effort involving librarians, 
faculty members, and other parties as appropriate.  The decision by the professional staff to 
weed materials will take into consideration the following criteria:  

Á obsolescence of the content; 

Á physical state of the material;  

Á availability of hardware and software to support the item; 

Á adequate use for curriculum support. 

 
The 6 criteria listed below should help in weeding library materials. 

 

1. Condition: If a book is in poor condition, it may be considered for removal 
      depending on your ability and willingness to mend it. Problems to watch for 
      include: 
 

Á broken spine 
Á fragile or brittle paper or bindings 
Á bent corners, torn or missing pages 
Á defaced pages or covers 
Á insect or mildew infestations and books that are just plain worn-out. 
 

2. Age:  Evaluating an itemôs usefulness based on its age is a tricky issue 
      especially for books.  In truth, most old books hold very little value (monetary or 
      otherwise) in a public library.  Public library customers generally prefer new  
      books, regardless of content.  However, collection development policies in 
      academic libraries call for the inclusion of older books for retrospective and  
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      research purposes.  Some questions to ask when considering age as a reason 
      to withdraw an item:  
 

Á Is the book so fragile that it canôt withstand normal library use?  
Á Does this item have local historical value? If so, perhaps it should be given 

to the local historical society. (If your library serves as the townôs archives, 
youôll probably consider housing those materials separately from the regular 
circulating collection anyway.) 

 
 

3. Frequency of Use:  
 

Á When was the last time an item circulated?  
Á How often is it used in the library?  
Á If you want to keep the item, perhaps it could be moved to a more visible or 

attractive location. 
 
 

4.   Multiple Copies: Sometimes you will discover that you have many more copies of  
      an item than you realized. Perhaps some of them were donated copies, you have   
      several different editions of the same work, or it was a very popular subject or  
      best-seller that has fallen into decline.  
 

Á Does your collection contain material that provides better, more 
current coverage?  

Á Extra copies are often excellent candidates for book sales, trades or 
donations. 

Á The Library should make every effort to ensure that the last copy of 
a standard work is not inadvertently removed from the collections 
without  purchasing a newer and more relevant edition of the old 
material. 

 
3. Currency/Accuracy:   
 

Á When evaluating currency, the key issue is relevance.  
Á History books may not be especially current, but if they are still 

relevant they should be kept.  
Á Materials on computers, law, science, technology, health and travel 

on the other hand, need to be current to be useful.  
Á For example, if your health guides donôt discuss AIDS and other 

disease prevention issues, you will need to remove them and 
update your collection. 

Á Other items likely to be out of date quickly are travel guides, atlases, 
subjects that change frequently such as college entrance exams, 
guides to elected officials and anything related to fashion or fads.  

Á Fiction can become outdated, too. 
 
6.   Coverage:  Another issue to consider is appropriate coverage. Since society is  
      constantly changing, what was an accepted view of minorities or women years ago 
      might be considered. 
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There are numerous criteria for weeding discussed in the literature.  Two methods are 
included below that should provide added information for weeding our collection. 

 
Method 1 
 
Items to be weeded or de-selected should fall under one or more of the following: 

 
1. An item is obsolete or out of date and 

a. The item was published more that 20 years ago 
b. The item has been updated by a newer edition  
c. It has no historical value 
d. It contains inaccurate information 
e. The item has very little or no apparent relevance to current or 

anticipated college programs. 
 

2. An item is damaged and 
a. Irreparable and not rare/valuable 
b. The cost of repair is more that the value of the item 
c. We have other copies in our collection 
d. Replacement is readily available 
 

      3.  An item has not been used for at least 10 years.  However, seldom-used books are  
           not discarded if they: 

 
      a.  Are in BCL 
                  b.  Have historical or monetary value 
      c.  Are part of the ñcoreò materials for a subject area (from recommended  
                       bibliographies) 
                  d.  Contain information that is not readily available elsewhere 
                  e.  Could potentially serve a special purpose for faculty, students, staff, or the  

    community.  
 

If librarians are undecided as to whether an item should be marked, it will not be marked 
for withdrawal. 

 
 

Method 2 
 

Texas State Library uses the CREW (Continuous Review, Evaluation, and Weeding) 
Method with the following criteria: 

 M =    Misleadingïfactually inaccurate 
              U =    Uglyïworn beyond mending or rebinding 
              S =    Supersededïby a new edition of by a much better book on the subject 
              T =     Trivialïof no discernible literary or scientific merit 
              I  =     Irrelevant to the needs and interests of the libraryôs community 
              E =    Elsewhereïthe material is easily obtainable from another library 
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STAGES/STEPS FOR WEEDING 
 

STEP ONE: Librarians are responsible for Weeding material in assigned Subject Areas 
according to the Liaison chart prepared by the Technical Services Librarian. 

  
Á Full-scale weeding will take place when appropriate time and money is available.  

However, weeding on a smaller scale is an on-going process whereby the librarians 
identify areas of the collection (according to the librarianôs liaison area) that are in 
need of review.   

 
Á Librarians will examine each title within a designated area and place a yellow slip in 

the book be considered for removal. 
 

 
Á The criteria on pages 17 ï 19 include factors which, when used in combination, will 

help librarians make informed decisions about materials to be kept and materials 
which may be removed from the collection.   

 
 

Á To review, Items that meet any of the following conditions will be kept: 
 

 
1. The item is current and there is no newer edition? (Always check for newer 

edition or replacement title).  
2. How often has the item been used ï has it been checked out within the last 

10 years? 
3. What is the physical condition of item?  
4. If the item is currently in the Reference section of the library should it be 

transferred to the Circulating Collection (or other appropriate collection) or 
withdrawn completely from library inventory?  

5. What in the curriculum does this item support?  
 
 

STEP TWO: Librarians Check Standard Bibliographies 
 

Á During this step, titles in areas identified for the weeding process will be 
compared against the most recent edition of Books for College Libraries 
(BCL).  Most of our collection has been checked against BCL, with ñbclò on 
the title page.  

 
Á If recommended by an academic department or program, the collection will 

also be compared to available recommended, discipline-specific, 
professional bibliographies. 
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STEP THREE: Faculty Review of Marked Items in Context 
 

Á The faculty will be notified when specific sections of the collection are ready 
for their review.   

Á Faculty will be given a timeline to review only the items with yellow colored 
slips in their subject areas on the shelves.   

Á Faculty has the following options for marking each item, according to how 
they evaluate that itemôs future in the collection: 

 
1. Mark the item with a colored blue slip and leave both (e.g. yellow or blue) slips 

intact.  Two different colored slips indicates the item is to be removed from the 
MPC Library collection. 

 
Á If faculty choose items to be weeded, the faculty member should: 
 

Á Decide if the item should be set aside for possible inclusion in a 
departmental reading room.  

Á Insert a slip in the book with the name of the department 
requesting the book.  If two or more departments request the 
item, it will remain in the MPC Library. 

 
2. Leave the item alone, with the colored strip intact. A single colored strip 

indicates that the item will be set aside for interdepartmental review and 
possible de-accessioning. 

 
 
 
 

STEP FOUR: Final Faculty Review of Marked items 
 
Á The purpose of the final review is to allow faculty from all departments the 

opportunity to examine materials proposed for withdrawal from the Library collection, 
either through de-accessioning or moving them to departmental reading rooms.  

 
Á The faculty chairs of all departments will be notified that potentially weeded items 

have been removed from the stacks and have been placed in a temporary storage 
area for faculty review.  

 
 

Á These materials will be those marked with yellow strips or with two different colored 
(yellow and blue) strips.  

 
 

Á For ease of reviewing, these items will be separated from the rest of the collection 
and arranged by call number.  

 
 

Á They will be available for faculty review for two weeks. 
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At this stage, which repeats the steps used in Stage Four above, faculty members may 
      mark an item in one of the following ways: 

 
1. Mark the item with a blue strip and leave the original yellow strip intact. Any 

item with a two strips indicates that the item will be withdrawn from the 
collection and either sent to a department, set aside for a book sale or 
discarded. 

2. Leave the item alone, with the original yellow strip intact.  
3. The faculty member must insert a slip in the item with the name of the 

department requesting the item. If two or more departments request the 
item, it will remain in the Library. 
 

 
STAGE FIVE: Library End Processing 

 
1. After all stages above are completed, the library staff will finish the weeding 

process. 
 
2. Materials will be retained by the Library, processed out of the library, or sent to 

departmental libraries, as designated. 
 

 
3. Prior to the next cycle, statistics on the outcome of the weeding should be 

shared with the campus community possibly through the library web page. 
 

 
4. The library should make available the following information: 

 
 
a. The number of items reviewed in a given LC classification; 
b. The number of items identified for possible de-accessioning; 
c. The number of items sent to departmental reading rooms; 
d.  And the number of items ultimately de-accessioned. 
 
 

Items Needed for Weeding 
 
      Using a book truck, gather some weeding supplies, including: 
 

1. Circulation reports. 
 

2. Yellow strips of paper for librarians to be inserted into an item to be considered for 
withdrawal. 

 
 

3. Blue strips of paper for faculty to be inserted into an item to be considered for 
withdrawal. 

 
 

4. Other slips indicating a weeding decision (retain, mend, discard, etc.). 
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5. Some sort of place marker ï a piece of cardboard or a book wrapped in 
bright paper. 

6. A notebook and pen to record your stopping place, ideas for displays and 
new purchases. 

7. Red strips for department and faculty name who may want an item. 
 

8. List of LC call numbers with librarians and faculty associations (below). 
 

 

  WEEDING   
LC 
Classification 

Librarian Faculty   

A ï AZ DR    

B ï BD BCA     

BF  DR   DY    

BH ï BX BCA     

C ï CT DR  DY    

D ï DX DR  DY    

E DR  DY    

F DR  DY    

G ï GF ST      

GN ï GR BCA  DY    

GT ï GV DR     

H ï HX DR  DY    

J ï JZ DR  DY    

K ï KZ ST  DY    

L ï LT DR  DY    

M     

N     

P ï PQ BCA     

PR ï PS BCA  ST    

PT ï PZ BCA     

Q ïQE ST    

QH ï QR DR  DY    

R ï RS DR  DY    

RT BCA    

RV ï RZ DR  DY    

S ï SF DR  DY    

SH ï SK ST  DR      

T ï TP DR  ST      

TR     

TS ï TX DR      

U ALL    

V ALL    

Z ALL    
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bca 4-04 

 
 
 

                                                      GIFTS              
POLICY 

 

Gifts to the Library of materials or money will be accepted in accordance with Governing 
Board Policy 2175 (see below), provided that they meet the general criteria for selection and 
provided that there are no restrictions attached to the acceptance of the gift.  The Library 
Director will have the ultimate responsibility for acknowledging and accepting Gift Donations. 

 

PROCEDURES 
 

1. Gift books should go through the Technical Services librarian who will initially 
decide to accept or reject and then assign the materials to the appropriate  
      liaison librarian for a final decision of acceptance or rejection. 

2. The library faculty will determine the classification and circulation policy for  
all gifts. 

3. The library makes no commitment concerning the shelving, housing or final  
Disposition of gifts.  All gifts become the property of the library. 

4. The library faculty maintains the right to dispose of unneeded materials as  
required. 

5. Notice of the gift will be sent to the Governing Board with a copy of the  
Acknowledgement to the donor. 

6. All donors should get a copy of these Policies & Procedures. 
 

IN-PERSON DONOR: 
 

1. Refer to Technical Services Librarian or librarian in charge. 
2. If no one is available, fill out the donation form and give it to the 

Technical Services Librarian who will get back to the donor.   
 
TELEPHONE DONOR: 
 

1. Refer to Technical Services Librarian or Librarian in charge. 
2. If no one is available, ask the donor to call back or take the 

information to have the librarian call. 
3. If Director is not available for an extended period of time (summer, 

etc.), refer to the librarian in charge. 
 

        
 
 
 

 GOVERNING BOARD POLICY 2175:  Gifts of Donations to the District 
 

The Governing Board, through the Administration of the District, reserves the right to accept 
or refuse gifts, donations, and bequests.  The Board shall not assume responsibility for 
appraising, or assessing value to such gifts, donations, and bequests for donorsô income tax 
purposes. 
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Acceptance and acknowledgement of gifts shall not be considered an endorsement by the 
District of a commercial product, or business entity, or institution of learning. 

   

GIFT INFORMATION FORM 
 
 

Donor Name ______________________________________   Date: _____________ 
 

Address _____________________________________________________________ 
 
City, State, Zip Code ___________________________________________________ 
 
Telephone ___________________________________________________________ 

 
 

COMMENTS FROM DONOR: 
 

  
 
 
 
     COMMENTS FROM PERSON ACCEPTING DONATION: 

 
 

 

 

    FOR LIBRARY USE ONLY: 
 

Total number of items:  ________________________ 
 
Books    _________________________   Periodicals _______________________ 
 
Pamphlets ______________________    Non-print ________________________ 
 
Other (Specify):  ____________________________________________________ 

 

 

 
ACKNOWLEDGEMENT: 
 
Presidentôs Secretary __________________________   Date __________________ 

  
         Library Director   ______________________________   Date __________________ 
 

  Liaison Contact   _____________________________   Date __________________ 
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Supervising Student Workers 
 

Coordinate with the Job Center contact 
 
Hire students through job placement 

¶ Work study 

¶ District 
 
Train, assign jobs and supervise students work 
 
Keep record of student hours: 
 

¶ Put out student work sheet. 

¶ Put hours from work sheet in time cards at end of month. 

¶ Make sure time cards are signed by student and yourself. 

¶ Turn time cards in to job placement by noon on last working day of month. 
 

MPC LIBRARY STUDENT POSITIONS  

 

 INTERVIEW QUESTIONS 
 

1. Have you ever worked in a library? 
 

2. If yes, please explain where and when. 
 

3. What were your duties? 
 

4. What other kinds of jobs or volunteer work have you had?  Please explain. 
 

5.  If the student does not have relevant work experience, ask:  What are  
     examples of tasks you do well? 

 
6. Do you have experience with computers?  Please explain. 

 
7.  What computer programs have you used?  Example:  Microsoft Word,   
     Excel, Access, etc. 
 
8. Have you worked with any library-related databases?  If yes, please explain. 
 
9. Have you ever worked with the public?  Please explain. 
 
10. If you were offering someone some advice in working with people, what  

would you say?  
 
11. How many units are you taking this semester?  When are you available 

to work? 
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Bca 5-2004 
PROCEDURES FOR STUDENT WORKERS 

 
 

The DOM will find students (work study or district) through the Job Placement Center and 
oversee the necessary paperwork.  This includes making sure the students have filled out the 
appropriate forms.  The DOM will keep the ñDaily Time Reportsò making sure each student fills in 
the exact times they have worked.  When students come to the library after completing the 
appropriate forms, BCA will interview each student and (if hired) assign them to one of the areas 
listed below and the appropriate person will train the students.  The person in charge of each 
area (the trainer) will be responsible for overseeing and supervising the students in their 
respective areas. 
 
LIBRARY AREAS: 
 

1. Circulation (Head of Circulation ï trainer) 
 

a. Library cards 
b. Check-out/in all materials (reserve and circulating) 
c. Check-out/in study rooms 
d. Assist in Copy Center 
 

2. Technical Services (Library Technician ï trainer) 
 

a. Shelving and shelf reading 
b. Print spine labels 
c. Cover books 
d. Updating Reference sources (see next page) 
e. Cleaning ï dusting shelves at least once a week 

 
3. Computer Labs (Instructional Technology Specialist ï trainer) 
 

a. Check all printers and copiers for toner and paper. 
b. Assist users with programs (Word, excel, etc.), printing, etc. 
c. Reference questions should go to a librarian. 
d. Prepare rooms for classes according to Office Tracker schedule. 
e. Assist in Copy Center as assigned. 
 

4. Periodicals (Library Specialist ï trainer) 
 

a. Shelve periodicals 
b. Shelf read periodicals 
c. Clean periodical area including dusting shelves once a week. 
d. File microfiche. 
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UPDATING REFERENCE SOURCES 
 

 

¶ There are several reference sources that we receive on a continuations basis. 
 

¶ These are usually indexes which means that there are lists in the front of each issue. 
 

 

¶ These need to be updated when they come in: 
 

 
o Grangerôs Index to Poetry                                           REF PN1021.G7 
o Short Story Index                                                        REF PN3373.S5 
o Play Index                                                                   REF PN1655 .P53 
o Abridged Biography & Genealogy Master Index         REF CT214 .A37 
o Speech Index                                                              REF PN6122 .S85 
o Popular Song Index                                                    REF ML128.S3 H4 
o Twentieth century Short Story Explication                  REF PN3373.S56 
o Poetry Explication                                                       REF PN1021 .K8 
o Book Review Digest     REF Z1219.C95 
o Biography Index     REF CT100.B56 
 

¶ Steps for updating: 
 
o When a new edition of any of the above titles arrives, a student or other employee 
needs to find the pages that read ñIndex of Collectionsò or something similar.   
These are in the front or back of each issue. 

 
o Some include periodicals and books ï we need to check books and periodicals. 

 
o Go into our OPAC and search by author, title or keyword. 
 

o If we do not own an item, place a 0 with a line through it.    
 
o If we own the item, place a check mark with the call number next to the item. 

 
o Please include the date when you have finished on the 1st page of the lists. 

 
 

HANDOUT FOR STUDENT WORKERS 

 
 
 

 

 
Now that you have been officially hired, we would like to heartily welcome you to our family.  We 
hope that this job will serve as a means of helping you both financially and educationally.  Your 
library training here offers many opportunities that will assist in your studies at MPC, and 
provides valuable work experience that will benefit you in your next job. 

We would like to share with you some guidelines that will help us all work better together. 
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 Your work schedule 

 You are an important part of the operation of the library.  We count on you for the 
accomplishment of many library activities, and we depend on you to appear for work 
when you are scheduled. 

¶ Time sheets are kept in a notebook in the Division Office Managerôs office. 
 Sign in each time you report for work, and sign out when you leave.   

¶ If you are sick, or if you will be unavoidably late or absent, please telephone the 
library at 646-4095 as soon as possible.  (We worry about you when we donôt hear 
from you.) 

¶ Due to our need to coordinate many work schedules, we ask that you report  
for work no more than 15 minutes before your scheduled work time and leave  
no more than 15 minutes after your scheduled work time. 

¶ If you need time off for exams or appointments, please work this out with 
the Division Office Manager.  She will make the arrangements if you want to  
make up time. 

¶ Feel free to leave personal items in the LOCKERS and food items in the  
refrigerator while working but please remove them when you are finished with  
your shift.  We need the space! 

 Work assignments 

¶ There are various areas of available work assignments in the Library. You   
may be assigned to assist in the computer area, at the circulation desk or to a  
variety of jobs which will be designated by the Library Technician. 

¶ Please do not hesitate to ask for help if there is something about your  
assignment that you donôt understand.  Food and drinks can be kept in the 
refrigerator located in the staff room.  The microwave can be used for any food 
except popcorn. 

 

 Breaks ï you do not get paid for breaks 

¶ Students who work a 4-hour shift are entitled to a 15-minute break.    
You do not have to sign in or out, but please let a staff person know when you are 
leaving on a break.   

¶ Students who work a 6-hour shift are entitled to a 30-minute break.  You must 
sign in and out for this break.   

¶ Please arrange a time with the staff member overseeing your work for your 30-
minute break at the beginning of your shift.   

¶  
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 When library users ask you questions 

¶ Aside from general directional inquiries or questions relating to areas you have 
been trained in, you are asked to refer all other questions to a library staff 
member. 

¶ Questions about research or how to find information should be directed to a 
Librarian.  

 Dress 

¶ The library and its services represent the college to its many users, and as 
employees we want to dress to reflect this public service capacity.   

¶ As students, casual dress is acceptable, but please: no bare feet or shorts. 

 Use of the telephone 

¶ The library telephone lines have to be kept open for incoming inquiries and 
       other patron contacts.  Only absolutely necessary calls should be made from  
       the Library.   

¶ Please donôt have business associates, friends, or relatives phone you at the  
      library, except in an emergency. 

 Conversation in the library 

¶ Please keep in mind that many students are using the library for quiet study               
     and that noise can be disturbing.  Talk when necessary but keep it low. 

¶ Should you have any questions or problems concerning your work here,  
      please feel free to discuss them with us.  Again: Welcome!  We hope your  
       work experience with us here will be both interesting and fun! 

Signature:  _____________________________________ 

Phone Number: ____________________ 

Date: ____________ 
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AMERICAN LIBRARY ASSOCIATION 
AMERICAN LIBRARY ASSOCIATION CODE OF ETHICS 

 
As members of the American Library Association, we recognize the importance of codifying 
and making known to the profession and to the general public the ethical principles that guide 
the work of librarians, other professionals providing information services, library trustees and 
library staffs. 
 
Ethical dilemmas occur when values are in conflict. The American Library Association Code of 
Ethics states the values to which we are committed, and embodies the ethical responsibilities 
of the profession in this changing information environment. 
 
We significantly influence or control the selection, organization, preservation, and 
dissemination of information. In a political system grounded in an informed citizenry we are 
members of a profession explicitly committed to intellectual freedom and the freedom of access 
to information.  We have a special obligation to ensure the free flow of information and ideas to 
present and future generations. 
 
The principles of this Code are expressed in broad statements to guide ethical decision     
making.  These statements provide a framework; they cannot and do not dictate conduct to 
cover particular situations. 
 

I. We provide the highest level of service to all library users through appropriate and 
usefully organized resources; equitable service policies; equitable access; and 
accurate, unbiased, and courteous responses to all requests. 
 

II. We uphold the principles of intellectual freedom and resist all efforts to censor library 
resources. 
 

III. We protect each library userôs right to privacy and confidentiality with respect to 
information sought or received and resources consulted, borrowed, acquired or 
transmitted. 

 
IV. We recognize and respect intellectual property rights. 

 
V. We treat co-workers and other colleagues with respect, fairness and good faith, and 

advocate conditions of employment that safeguard the rights and welfare of all 
employees of our institutions. 

 
VI. We do not advance private interests at the expense of library users, colleagues, or 

our employing institutions. 
 

VII. We distinguish between our personal convictions and professional duties and do not 
allow our personal beliefs to interfere with fair representation of the aims of our 
institutions or the provision of access to their information resources. 

 
VIII. We strive for excellence in the profession by maintaining and enhancing our own 

knowledge and skills, by encouraging the professional development of co-workers, 
and by fostering the aspirations of potential members of the profession. 
Adopted by the ALA Council 

June 28, 1995 
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LIBRARY TECHNICIAN POSITION 
Job Description/Summary  

 

Under general direction, the Library Technician (LT) performs a variety of complex and 
technical duties associated with library work.  With limited supervision from the Head of 
Technical Services and the Director, the Library Technician works within a broad framework 
of standard operating policies and procedures.  This position requires knowledge of library 
terminology and procedures as well an overall knowledge and understanding of functional 
area policies and procedures in a library, preferably an academic library.   

Responsibilities of the Library Technician involve a combination of duties common to a 
library environment including: 

¶ Staffing; 

¶ Scheduling; 

¶ Customer/patron relations; 

¶ Policy & Procedure development and implementation; 

¶ Accounting and financial/management; 

¶ Data collection, recording, analysis, and reporting;  

¶ Oversight for daily activities/operations; 

¶ Oversight of Technical Services functions.  

The LT serves as the designated supervisor for paraprofessional staff members and for 
students.  

 

 

DUTIES 

The Library Technicianôs duties fall within these major categories: 

1. Overall management of the office; 

2. Overseeing the support tasks common to Technical Services; 

3. Record keeping and statistics pertaining to the operations of the library; 

4. Serving as the backup to the professional staff; 

5. Performing other related duties as assigned. 
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OVERALL MANAGEMENT OF THE OFFICE 

Á The LT performs general duties associated with the management of the office that 
includes, but is not limited to: 

Á Operating computers to perform a wide variety of library duties; 

Á Monitoring students by: 

Á In conjunction with the Technical Services librarian, interview, 
select, and train student workers; 

Á Training, assigning, supervising and evaluating the work of student 
workers; 

Á Confer with the DOM on monitoring pay records. 
 

¶ Supervising the library and staff in the absence of certificated staff or library 

faculty by: 
 

Á Overseeing the office work flow; 
Á Substituting and scheduling classified staff to ensure appropriate 

coverage during breaks, vacations, sickness, and leaves; 
Á Responding to technical inquiries during the day-to-day operations of the 

library. 

Á Interpreting library policies and procedures to the staff and to the general 
public; 

Á Suggesting modifications in library use policies and procedures. 

 

OVERSEEING THE SUPPORT TASKS COMMON TO TECHNICAL SERVICES: 

¶ Trains, reviews and monitors the work of the Library Specialist for Technical 
Services.  This training includes: 

¶ Creating purchase orders; 

¶ Receiving material; 

¶ Processing material; 

¶ Standing orders; 

¶ Processing reserve items; 
¶ Collection management and maintenance. 

 

Acquisitions policies and procedures: 
 

¶ Assisting with acquisitions by using a variety of library tools to obtain 
bibliographic information for purchasing library materials; 

¶ Verifying elements of the records to be ordered; 

¶ Checking and verifying authority files; 

¶ Maintaining and updating the accuracy of the online catalog; 

¶ Making recommendations for selection and de-selection of library 
materials. 
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Cataloging policies and procedures: 

¶ Editing all new materials for the library's online automated system using 
accepted library standards and procedures; 

 

¶ Making adjustments to print and online records in accordance with cataloging 
policies and rules; 

   

¶ Entering holdings into the online information management systems (OCLC); 
 

¶ Providing copy cataloging using OCLC and other appropriate systems; 
 

¶ Assisting in cataloging and processing Reserves online; 
 

¶ Performing basic MARC cataloging for the Fiction collection; 
 

¶ Verifying and updating new subject headings using the Library of Congress 
Subject Headings; 
 

¶ With the assistance of the technical services librarian, the LT interprets the 
Library of Congress cataloging rules for technical processing by staff and 
students; 
 

¶ Coordinating staff during annual inventory; 
 

¶ Collecting appropriate data and providing reports regarding Cataloging. 
 

Processing policies and procedures including: 

¶ Overseeing the process of receiving materials done by the Library Specialist; 
 

¶ Monitors the physical processing of newly acquired materials: 
 

¶ property stamping 

¶ security stripping 

¶ attaching call number labels 

¶ attaching barcodes, etc. 
 

¶ Selecting materials to be repaired or bound; 
 

¶ Initiating the appropriate process for binding and following to completion. 
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RECORD KEEPING AND STATISTICS PERTAINING TO THE  
OPERATIONS OF THE LIBRARY: 

¶ Maintains statistical records for all reporting requirements; 

¶ Analyzes moderately complex data in order to compile, prepare and submit 
necessary information; 

¶ Keeps detailed records related to the operation of the library; 

¶ Researches and applies appropriate technology to accomplish goals and 
objectives; 

¶ Interprets and follows policies and procedures in order to meet the libraryôs 
organizational goals and objectives.  

 
 

 

    SERVING AS BACKUP TO THE PROFESSIONAL STAFF  
 

¶ When the professional librarians are not available the LT: 
 

¶ Assists students, staff, faculty and the community in the use of library facilities 
and resources; 

¶ Instructs patrons in the use of the computers, online indexes and technical 
equipment; 

¶ Assists patrons in the use of microform equipment, copy machines, printers 
and other library equipment; 

¶ Refers questions outside the Library Technicianôs expertise to the librarian 
when appropriate. 

 

PERFORMING OTHER RELATED DUTIES AS ASSIGNED 

¶ Creates attractive and interesting displays throughout the library; 

¶ Maintains a clean, orderly and safe working environment; 

¶    Works independently and exercises initiative in applying policies, procedures and 
instructions. 
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Supervision and Participation in Acquisitions Processing 
 

¶ When new books are ordered, their records are updated in OCLC and exported to a floppy 
through a P.O. in Voyager.  Gifts are updated and exported to a floppy separately.  
 

¶ All P.O.s need to be proofread after processing is complete.  
 

¶ When new books are routed back to the Library Technician from the Acquisitions Librarian all 
the changes on the record have to be made in the Voyager cataloging module. 

 

¶ Call numbers are printed on the title page. 
 

¶ BARCODES are added at the top (in the middle) of the 1st page of the book at this 
time.  

 

¶ All new processed books and gifts need to be prepared for the librarians to review.   
 

¶ Attention needs to be paid to non-print materials. Yellow color tapes are added to all CDs.  
 

¶ The MARC records are recycled before librarians review and orange slips are given to the 
Library Specialist, who puts them into the appropriate faculty mailboxes for those who are 
interested in certain titles after librarians review. 

 
 
NEW BOOK DISPLAYS 
 

¶ All new processed books are put on the new book display shelves except for Reference and 
gift books.  

¶ A green dot, which indicates that it is a new book, is put on every new book on the New Book 
shelves.  

¶ Their temporary location has to be added in the Voyager cataloging module.   

¶ For all new books and gifts, their approximate date of going on the shelf has to be entered in 
notes.   

¶ Reference books entry date on the shelf DO need to be entered in notes.  

¶ The books that have been on the new book shelf for a designated period of time are put into 
circulation after their location is changed in Voyager and the green dots are removed. 

¶ Reference books and gifts go straight to circulation ï unless otherwise specified. 

¶ All lost, discarded and gift books need to be counted in Discards, Gifts and Lost items 
Hand Count statistics, which is printed out every month.    
 

 
Books are then given to the Library Specialist for completion of processing.   
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Standing Orders 
 

¶ Standing orders are books and periodicals that come in on a regular basis and usually 
belong in the reference section.  For example: Standard and Poorôs Industry Standard, 
Essay and General Literature Index, Book Review Digest, etc.  All of them are processed 
differently. 

 

¶ Some items are checked in using acquisitions.  Open acquisitions.  Under the Check-In 
tab, press serials check-in.  Check to make sure you are checking in the right item.  Click 
Accept.  Click Receive.  Click Okay.  Check History to see if it was entered properly.   

 

¶ Some items are linked to a bibliography in cataloging.  Open cataloging.  Search for the 
title.  Pull up marc record and check to make sure itôs the correct one.  Check for an 
open-ended entry.  Check items.  Click new items.  Click yes to link item.  Click new item.  
Make sure that the item type is noncirc for the reference location.  Enter barcode.  Enter 
the price on the item record.  Save.   

 

¶ BOTH)  Some items are checked into acquisitions and linked to a bibliography, such as 
the Annals of the American Academy of Political and Social Science.  Sometimes the old 
item will be deleted if one is added.  For example: directory of overseas jobs, uniform 
crime report, etc.  Sometimes the old item is placed in circulation and the new one put in 
reference.   

 

¶ Some items are treated as new books only.  Usually this is for an irregular periodical 
series, such as Master Writers and Reference Shelf (always 20 dollars.)  Access OCLC, 
pull up the marc record using the ISBN, print, put price on the first page, and give to the 
Technical Services Librarian. 

 

¶ Items that are not treated as new books are processed like regular books.  Magnetize 
everything.  Stamp Monterey Peninsula College.  Type spine label. 

 
 

¶ Items that replace others mean that the old items are sometimes discarded.  Check to 
see which are saved and which are discarded.  

 
 

¶ Give invoice (if any) to the office manager. 
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    Call Numbers for Common Standing Orders 
 

Accident data on CA state 
highways 

 
REF 
HE 
5614.3 
.C2 
C652 
[year] 

 

Annals of the American 
Academy of Political and 
Social Science 

 
H 
1 
.A4 
[vol. #] 
[year] 

Background notes 
 

REF 
JA 
51 
.U54 
[vol. #] 

Best American short 
stories 

 
PS 
648 
.S5 
B4 
[year] 

Biography index 
 

REF 
CT 
100 
.B56 
[month-year] 

 

Book review digest 
 

REF 
Z 
1219 
.C95 
[month-year] or 
[year] 

 

CA library directory 
 

REF 
Z 
732 
.C2 
C473 
[year] 

CA library statistics 
 

REF 
Z 
732 
.C2 
C475 
[year] 

 
 

CA state publications 
 

REF 
Z 
1223.5 
.C2 
[month-year] 

 

Chaseôs calendar of 
annual events 

 
REF 
GT 
4803 
.C48 
[year] 

 

Cumulative index to 
nursing and allied health 
literature 

 
REF 
RT                      
RT 
41                       
41 
.C85                   
.C85 
[month]              
[vol. #] 
[year]                 
[pt. #] 

 

Current biography 
 

REF 
CT 
100 
.C8 
[full year] 
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Directory of overseas 
summer jobs 

 
REF 
HD 
6270 
.D5 
[year] 

 

Encyclopedia of 
associations 
 

REF 
HS 
17 
.G332 
[year] 
[v. #] 
[pt. #] 

 

Essay and general 
literature index 

 
REF 
AI 
3 
.E752 
Vol. # 
Index 
Tables 

 

Geographic reference 
report (gift) 

 
REF 
HD 
6983 
.G38 
[year] 

HEPéhigher education 
directory 

 
REF 
L 
901 
.H46 
[year] 

 
 
 

MPC catalog 
 

REF 
LH 
1 
MC 
[years] 

Magillôs literary annual 
 

REF 
PN 
44 
.M351 
Year 
v. # 

 

Modellôs drugs in current 
use and new drugs 

 
REF 
RS 
79 
.D7 
[year] 
 

 

National directory of 
addresses and 
telephone numbers (gift) 

 
REF 
HE 
8811 
.N38 
[year] 

 

Physicianôs desk 
reference 

 
REF 
RS 
75 
.P45 
[year] 

 

Prize stories 
 

PS 
648 
.S5 
P73 
[year] 

Public Papers of the 
Presidents 

 
J 
80 
.A2 
[nothing] 

 
 

Readerôs guide to 
periodical literature 

                          
Annual                          
REF              
AI                                            
3 

                  .R48 
[month-year]     

Regional industrial 
buying guide for 
Northern California (gift) 

 
REF 
HF 
5065 
.C2 
R427 

Requirements for 
certification of 
teachersé 

 
REF 
LB 
1771 
.W6 
[year-year] 
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Short story criticism 
 

REF 
PN 
3373 
.S56 
[no volume #] 

 

Short story index 
 

REF 
PN 
3373 
.S5 
[year] 

Standard & Poorôs 
industry surveys 

 
REF 
HC 
106.6 
.S74 
[month-year] 

 

Standard California codes 
ï Civil 

 
REF 
KFC 
30.5 
.S2 
C52 
[year] 

 

Standard California 
codes ï Penal 

 
REF 
KFC 
30.5 
.S7 
A23 
[year] 

Time almanac 
(Information Please 
Almanac) 
 

REF 
AY 
64 
.I55 
[year] 

Treaties in force (gift) 
 

REF 
JX 
236 
.U5 
[year] 

Twentieth-century 
literary criticism 

 
REF 
PN 
94 
.G2 
[no volume #] 

 

United States 
government manual 

 
REF 
JK 
421 
.A3 
[year- 
year] 

 

Wages, salaries, and 
benefits survey 

 
REF 
HD 
6993 
.C2 
W33 
[years] 

 

Washington information 
directory 

 
REF 
JK 
404 
.C6 
[year- 
year] 

Western assoc. of 
schools and colleges: 
directory 

 
REF 
L 
903 
.C2 
W47 
[year-year] 

 

Whoôs who in the west 
 

REF 
F 
595 
.W64 
[year- 
year] 

World almanac and book 
of facts 

REF 
AY 
67 
.N5 
W7 
[year] 

World of learning 
 

REF 
L 
900 
.W6 
[year] 
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World today series 
 

REF 
JA 
51 
.W6 
[various A4, E3, 
L3, R8, M5]   
[year] 
 

 

Writerôs market 
 

REF 
PN 
161 
.W83 
[year] 
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Copy Cataloging 
 

¶ Copy cataloging is the verification of MARC bibliographic records of new materials for 
accuracy of subject headings, physical description, imprint, holdings, and call number 
before routing to the catalog librarian.   

 

¶ Add specific fields for our library.    

¶ Add title and author analytics as necessary.   
 

¶ The following are modifications to make sure our record accurately represents the book in 
hand.   

 

¶ Check the call number.  050 is the best field that means it was cataloged by DLC, 
the Library of Congress.  If the 050 is missing, look at the 090 field to see if itôs an 
LC call number and if itôs set up how we do it.   

¶ Fix it to suit our needs with decimal points, spaces, and no small case letters after 
the subfield, add the date at the end, etc.   

¶ If the call number is missing, look in OCLC for similar records to use the DLC 
number, maybe from an earlier edition, etc.   

¶ Add our own 090 field if any changes are made.   

¶ Some exceptions:   
Á American Academy of Political Science books are always H1.A4;  
Á See Standing Orders call numbers (pages 9-12) for a complete list.   

 

¶ Check the 049 field, this is the MTJ field, if the book is main itôs MTJM, if itôs reference 
MTJR, if itôs a video, cassette or CD itôs MTJN.   

 

¶ Check page numbers, Roman numeral page numbers for the last marked page (xii, 200 
p.), and height in centimeters.   

 

¶ Check for the index page numbers, bib page numbers, illustrations, maps, etc to make 
sure that they are there or not there and correct (add a 500 field if you add something like 
that.)   

 

¶ Check the copyright date, ISBN and publisher information.   
 

¶ Add a 599 tag field for the price and date of purchase.  For two copies, add two 599 
fields.  Example: 599 10/00 $13.00 pb.  Add pb if itôs a paperback.   

 

¶ Make sure everything is correct.   
 

¶ Sometimes, title or author analytics are added to a record; for example with a book of 
short stories.  If each short story is not included in the record or each author and the 
librarian would like them added, add them manually in 7XX fields separately.  (740 for 
titles)  
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Maintaining Holdings in the OCLC  
 

¶ Records can be found in OCLC using several search strategies.   
 

¶ OCLC Connexion is fairly easy to search (see Library Specialist section for in-depth 
instructions). 

 
 
 

 
Adding and deleting titles to our OCLC holdings list as needed. 

 

¶ Go into OCLC Connexion (connexion.oclc.org) and enter the following: 
 

¶ Authorization:  100050291 

¶ Password:        erin 
 

¶ To add our holdings to OCLC: 
 

¶ Find the correct record for the item; 
 

¶ Update the record by clicking on the Action menu and click on Update 
Holdings. 

 

¶  

 

http://connexion.oclc.org/
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Deleting titles from OCLC: 
 

¶ Go into OCLC Connexion (see previous page for login information). 
 

¶ After finding the correct record, click on the Action menu and click Delete Holdings. 
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NONPRINT PROCESSING 
 

 
NONPRINT INCLUDES: 
 
7. Microforms ï microfilm and microfiche 
8. Audiocassettes 
9. Videocassettes 

Á Video recordings (VHS) 
Á Videodiscs 
Á Motion pictures 

10. DVD 
Á Video recordings 
Á Computer programs 

11. CD 
Á Music 
Á Computer programs 
Á Reference books 

12. Electronic resources 
Á E-books 
Á Reference books 
Á Databases 
 

ACQUISITION OF NONPRINT MATERIALS 
 
9. Librarians and other faculty submit requests to Technical Services librarian. 

 
10. Librarians decide whether to purchase nonprint requests based on our Collection Development 

policy. 
 

11. Only closed-captioned videos and DVDs will be purchased to comply with ADA. 
 

12. Liaison numbers are assigned by the Technical Services librarian. 
 

13. Since we do not have a nonprint Vendor, nonprint materials are ordered directly from 
publishers and/or distributors. 
 

14. The Technical Services librarian is responsible for verifying publishers and distributors. 
 

15. Nonprint materials are then given to the Library Specialist responsible for Acquisitions. 
 

a. The Library Specialist finds the item in OCLC, exports the record and then enters 
a PO in the Voyager Acquisitions module. 

b. The request and copy of the PO is then given to the DOM who generates a PR 
that will be signed by the director and sent to the publisher/distributor. 

c. Many nonprint items can be ordered directly through Amazon or Barnes & Noble. 
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CATALOGING NONPRINT MATERIAL 
 
4. Nonprint materials will be cataloged the same as print materials using AACR2, MARC and OCLC 

designations for nonprint materials. 
 
5. OCLC uses the following for Nonprint material: 

 
M 

a. icroform 
i. [microform] in 245 field 
ii. microfilm in 533 field 
iii. microfiche in 533 field 

 
b. Audiocassettes - ïound recordings 

i. [sound recording] in 245 field 
ii. 2 sound cassettes (179 min.) :#b analog in 300 field 

 
c. CD - ïound recordings 

i. [sound recording] in 245 field  
ii. 1 sound disc (59 min.) : #b digital ; #c 4 3/4 in. in 300 field 
iii. ñCompact discò in 500 or 538 field 

 
d. Videorecording - ïHS 

i. [videorecording] in 245 field 
ii. 2 videocassette(s)  or ñ2 videocassettes (VHS)ò in 300 field 
iii. ñVHSò or ñVHS formatò in 538 field 

 
e. Videorecording ï DVD 

i. [dvd videorecording] in 245 field 
ii. videodisc or videodisc (Laser videodisc) in 300 field 

 
f. Videorecording - ïideodisc 

i. [videorecording] in 245 field 
ii. 1 videodisc or ñ1 videodisc(s) (Laser videodisc)ò in 300 field 

 
g. Videorecording - ïotion picture  

i. [videorecording] in 245 field 
ii. film reel(s) in 300 field 

 
h. CD ï reference books, computer programs 

i. [electronic resource] in 245 field 
ii. ñ1 computer optical discò in 300 field 
iii. ñCompact discò in 538 field 
iv. ñSystem requirements for network (or ñPCò or ñMacintoshò) éò in 538 field 

 
i. Electronic resources ï E-books 

i. [electronic resource] in 245 field 
ii. For E-books, ñElectronic reproductionò in 533 field 
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j. Electronic resources - ïnline reference books (e.g., OED) 

i. [electronic resource] in 245 field 
ii. ñElectronic dataò or ñElectronic data and programò in 256 field 

1. Text (XGML) or ñWorld Wide Web Resourceò in 516 field 
2. ñMode of access:  Internet.  Host: mpcfaculty.net/libraryò in 538 field 
3. ñSystem requirements: éò in 538 field 

 
 
PROCESSING NONPRINT MATERIALS 
 

5. When nonprint materials are received, they are checked against the PR for accuracy by 
the Library Technician.  

 
6. The Acquisitions Library Technician checks the material into the Voyager Acquisitions 

invoice, prints a copy of the OCLC record and gives these to the Technical Services 
librarian for cataloging. 

 
A 

7. fter the Technical Services librarian checks the OCLC record for accuracy and 
completeness (e.g., correct LC call number, correct subject headings, etc.), items are 
given to the Library technician who will make appropriate changes to the record in 
Voyager. 

 
I 

8. tems are then given to the Acquisitions Library Specialist for processing.  Midwest 
provides tattle tape, stamps, and spine labels.  If Midwest has not provided these, do the 
following: 

 
A 

a. ll material receives an MPC stamp. 
b. All materials receive labels for: 
 

1. Call numbers 
2. Colored tape with CD  

¶ Yellow for CD  
 

c. All materials (except audio cassettes) have a security strip attached: 
 

1. Videos ï in the box or container ï not on the tape 
2. CDs and DVDs on the locked plastic case  
 

9. The items then go to the Library Technician for counting, review and any corrections in 
Voyager. 

 
 

For more information, refer to ACRLôs Guidelines for Media Resources in Academic 
Libraries. 

 
 
 

http://www.ala.org/acrl/guides/medresg.html#biblio
http://www.ala.org/acrl/guides/medresg.html#biblio
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Maintaining Microsoft Access Database 

 
 
 
 

 Lists of Holdings 
 

¶ Add titles to the Acquisitions New Book List.  Videos, Audiocassettes, CD-
Audios and CD-ROMs do not have to be entered in Access table. 

 

¶ Run reports from Access for librarians if they ask for it. 
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Tabulating Library Statistics 

 

¶ Keep statistics in the Microsoft Excel database. 
  

¶ Keep statistics on monthly basis: 
 

¶ Every month receive statistics from the reference desk (librarians), circulation desk 
(Circulation supervisor), and workroom (LT).   

 

¶ Statistics for ILL, periodicals,  and microforms are received from Kirk. 
 

¶ Some reports are received from Kim (Item Circulation, Cybraryn statistics, database 
use, etc.). 

 

¶ Database statistics can be retrieved from vendors. 
 

¶ Volumes added and discarded from Voyager. 
 

¶ From the librarianôs calendar (Office Tracker), count the number of classes taught 
and the total number of students in all of the classes.   

 

¶ Check with the Division Office Manager to find out the amount of fines paid that 
month.   

 

¶ Place the monthly stats into excel files with the month name on them.  (There is a 
blank monthly template to use.)  Add the monthly results to the five year stats. (A 
separate Excel file) 

 

¶ Do cumulative statistics at the end of the fiscal year: 
 

¶ The year runs from July to June.  Add all of the monthly stats up.  This is the really 
important one, with yearly circ stats, volumes added, etc.  At the end of each year 
back up all the statistics to disk. 

 

¶ Monthly and yearly statistics are sent to everyone in the library. 
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Maintaining the Accuracy of the Voyager Online Catalog 

 

¶ Adjust bibliographic and reserve records as necessary. 
 

¶ Fix records brought to you by Librarians. 
 

¶ Coordinate with the Computer Technician (Information Technology Specialist) on proper 
use of Item Types and Holdings Locations. 

 
 

Creating records in Voyager: 
 

¶ Records can be exported to Voyager through a PO or through a disc.  
 

¶ The bibliographic record needs to be adjusted, in other words, all of the changes 
       added by the Acquisitions Librarian need to be made.  Attention needs to be paid to  
       Reference books and Non-print materials. 

 

¶ Holdings need to be pulled up and call number field (852) filled out. 
 

¶ New items need to be pulled up.   
 

¶ Barcode number needs to be filled 

¶ Temporary location needs to be stated if it is a new book 

¶ Date of approximate arrival on the shelf needs to be typed in notes (599).  
 

¶ All needs to be separately saved to the database. 
 
 
  Deleting records in Voyager: 

 

¶ Bibliographic record needs to be pulled up. 
 

¶ Holdings need to be pulled up. 
 

¶ Items need to be pulled up.  If there is more than one item, they all need to be pulled  
      up. 

 

¶ After everything being opened, deleting can be started until everything is cleared. 
 

¶ All needs to be separately saved to the database. 
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Deleting of records of ordered books in Voyager: 
 

¶ These records can not be deleted from the Voyager database since they are attached to 
POôs but they can be suppressed from OPAC. 

 

¶ Records need to be pulled up. 

¶ System icon needs to be clicked on. 

¶ Suppress form OPAC icon needs to be clicked on. 

¶ The same procedure is done to Holdings and Items. 

¶ All these changes need to be separately saved to the database. 
 
 

Voyager Image Server Supervision 
 

¶ Supervise the process and creation of the local digital collection. 
 

¶ To be completed. 
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Supervising Student Workers 
 
 

Coordinate with the Job Center contact 
 
Hire students through job placement 

¶ Work study 

¶ District 
 
Train, assign jobs and supervise students work 
 
Keep record of student hours: 
 

¶ Put out student work sheet. 

¶ Put hours from work sheet in time cards at end of month. 

¶ Make sure time cards are signed by student and yourself. 

¶ Turn time cards in to job placement by noon on last working day of month. 
 

PROCEDURES FOR STUDENT WORKERS 
 

The DOM will find students (work study or district) through the Job Placement Center and 
oversee the necessary paperwork.  This includes making sure the students have filled out the 
appropriate forms.  The DOM will keep the ñDaily Time Reportsò making sure each student fills in 
the exact times they have worked.  When students come to the library after completing the 
appropriate forms, BCA will interview each student and (if hired) assign them to one of the areas 
listed below and the appropriate person will train the students.  The person in charge of each 
area (the trainer) will be responsible for overseeing and supervising the students in their 
respective areas. 
 
LIBRARY AREAS: 
 

5. Circulation (Head of Circulation ï trainer) 
a. Library cards 
b. Check-out/in all materials (reserve and circulating) 
c. Check-out/in study rooms 
d. Assist in Copy Center 
 

6. Technical Services (Library Technician ï trainer) 
a. Shelving and shelf reading 
b. Print spine labels 
c. Cover books 
d. Updating Reference sources (see next page) 
e. Cleaning ï dusting shelves at least once a week 

 
7. Computer Labs (Instructional Technology Specialist ï trainer) 

a. Check all printers and copiers for toner and paper. 
b. Assist users with programs (Word, excel, etc.), printing, etc. 
c. Reference questions should go to a librarian. 
d. Prepare rooms for classes according to Office Tracker schedule. 
e. Assist in Copy Center as assigned. 
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8. Periodicals (Library Specialist ï trainer) 

a. Shelve periodicals 
b. Shelf read periodicals 
c. Clean periodical area including dusting shelves once a week. 
d. File microfiche. 

 
 

 

UPDATING REFERENCE SOURCES 
 

 

¶ There are several reference sources that we receive on a continuations basis. 
 

¶ These are usually indexes which means that there are lists in the front of each issue. 
 

¶ These need to be updated when they come in: 
 
o Grangerôs Index to Poetry                                           REF PN1021.G7 
o Short Story Index                                                        REF PN3373.S5 
o Play Index                                                                   REF PN1655 .P53 
o Abridged Biography & Genealogy Master Index         REF CT214 .A37 
o Speech Index                                                              REF PN6122 .S85 
o Popular Song Index                                                    REF ML128.S3 H4 
o Twentieth century Short Story Explication                  REF PN3373.S56 
o Poetry Explication                                                       REF PN1021 .K8 
o Book Review Digest     REF Z1219.C95 
o Biography Index     REF CT100.B56 
 

¶ Steps for updating: 
 
o When a new edition of any of the above titles arrives, a student or other employee 
needs to find the pages that read ñIndex of Collectionsò or something similar.   
These are in the front or back of each issue. 

 
o Some include periodicals and books - ïe need to check books and periodicals. 
 
o Go into our OPAC and search by author, title or keyword. 
 

o If we do not own an item, place a 0 with a line through it.    
 
o If we own the item, place a check mark with the call number next to the item. 

 
o Please include the date when you have finished on the 1st page of the lists. 
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HANDOUT FOR STUDENT WORKERS 

 
 
 

 

 
Now that you have been officially hired, we would like to heartily welcome you to our family.  We 
hope that this job will serve as a means of helping you both financially and educationally.  Your 
library training here offers many opportunities that will assist in your studies at MPC, and 
provides valuable work experience that will benefit you in your next job. 

We would like to share with you some guidelines that will help us all work better together. 

 Your work schedule 

You are an important part of the operation of the library.  We count on you for the 
accomplishment of many library activities, and we depend on you to appear for work when you 
are scheduled. 

¶ Time sheets are kept in a notebook in the Division Office Managerôs office. 
 Sign in each time you report for work, and sign out when you leave.   

¶ If you are sick, or if you will be unavoidably late or absent, please telephone the 
library at 646-4095 as soon as possible.  (We worry about you when we donôt hear 
from you.) 

¶ Due to our need to coordinate many work schedules, we ask that you report  
for work no more than 15 minutes before your scheduled work time and leave  
no more than 15 minutes after your scheduled work time. 

¶ If you need time off for exams or appointments, please work this out with 
the Division Office Manager.  She will make the arrangements if you want to  
make up time. 

¶ Feel free to leave personal items in the LOCKERS and food items in the  
refrigerator while working but please remove them when you are finished with  
your shift.  We need the space! 

 Work assignments 

¶ There are various areas of available work assignments in the Library. You   
may be assigned to assist in the computer area, at the circulation desk or to a  
variety of jobs which will be designated by the Library Technician. 

¶ Please do not hesitate to ask for help if there is something about your  
assignment that you donôt understand.  Food and drinks can be kept in the 
refrigerator located in the staff room.  The microwave can be used for any food 
except popcorn. 
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 Breaks ï you do not get paid for breaks 

¶ Students who work a 4-hour shift are entitled to a 15-minute break.    
You do not have to sign in or out, but please let a staff person know when you are 
leaving on a break.   

¶ Students who work a 6-hour shift are entitled to a 30-minute break.  You must 
sign in and out for this break.   

¶ Please arrange a time with the staff member overseeing your work for your 30-
minute break at the beginning of your shift.   

 When library users ask you questions 

¶ Aside from general directional inquiries or questions relating to areas you have 
been trained in, you are asked to refer all other questions to a library staff 
member. 

¶ Questions about research or how to find information should be directed to a 
Librarian.  

 Dress 

¶ The library and its services represent the college to its many users, and as 
employees we want to dress to reflect this public service capacity.   

¶ As students, casual dress is acceptable, but please: no bare feet or shorts. 

 Use of the telephone 

¶ The library telephone lines have to be kept open for incoming inquiries and 
       other patron contacts.  Only absolutely necessary calls should be made from  
       the Library.   

¶ Please donôt have business associates, friends, or relatives phone you at the  
      library, except in an emergency. 

 Conversation in the library 

¶ Please keep in mind that many students are using the library for quiet study               
     and that noise can be disturbing.  Talk when necessary but keep it low. 

¶ Should you have any questions or problems concerning your work here,  
      please feel free to discuss them with us.  Again: Welcome!  We hope your  
       work experience with us here will be both interesting and fun! 

Signature:  _____________________________________ 

Phone Number: ____________________ 

Date: ____________ 
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Accepting Gift Books 
 

¶ ALWAYS REFER GIFTS TO THE LIBRARIAN FIRST.  
 

¶ NOT ACCEPTED: 
Ma 

¶ gazines are not accepted.   

¶ Extremely large donations should be directed elsewhere depending on the type of 
books and subject area.   

¶ Old textbooks, study guides, and workbooks are not accepted.   

¶ Books in bad condition or graffitied are not accepted. 

¶ Anything with mold or insects should be immediately thrown into the outside garbage bins.   

¶ Nothing really outdated. 
 

¶ ACCEPTED: 

¶ Books that support our curriculum. 

¶ Older art books and classic literature are accepted.   

¶ Books that have been printed within the past 5 years can be accepted. 

¶ The Library Technician or Specialist gives the person donating a form to fill  
        out (see previous page).  A letter is sent to Victoria Phillips in the Presidentôs Office to be  
        acknowledged in the board minutes.  Another letter is given to the Director. 

 
PROCEDURES 
Gifts that are already in the collection: 

¶ Library Specialist will search Voyager database for duplicate items. 

¶ Attach a note with the call number of duplicate items to the gift books and set aside. 

¶ Donated duplicates are compared to what is currently owned to see if the donated item is 
in better condition to take the place of what is owned.  

¶ Sometimes donated duplicates are added as a second copy if there is a need to have two copies 
of the same item. 

¶ The Library Technician will be responsible for adding the barcode to the replacement item. 

¶ The Library Specialist will be responsible for stamping the book being removed from the library 
collection with the ñDiscardò stamp and putting them into storage for future book sales. 

¶ The Library Specialist will be responsible for processing the replacement item. 
 
Gifts that are not already in the collection: 

¶ Books that are not duplicates are sorted into the appropriate liaison sections where 
donated books are kept (Reserve stacks). 

¶ The librarian responsible for their liaison area will make a decision on whether to accept 
or reject a donated item. 

¶ Donations rejected by the librarians are put into storage to be used in future book sales. 

¶ Donations accepted by the librarians will go to the Library Technician who will search for 
bibliographic records and route the books to the Technical Services Librarian. 

¶ The Library Specialist will process these books as usual, adding spine labels, security 
stripping, stamping, title page information and book covers as required.  

 
All gift books need to be counted in Discards, Gifts and Lost Items Hand Count Statistics.  

         What gift books get counted, by whom and when? We need to explain this better.   
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Lost Books 
 

¶ Once a year perform a lost book inventory. 
   

¶ The Computer Technician (ITS) can run an Access Report for Voyager detailing all 
System-Applied and Library-Applied lost item statuses. 

 

¶ Compare the shelves to the list to find if the books are actually lost. 
 

¶ Check Books in Print to see if the books are still published or find comparable books, 
videos, etc. on the subject. 

 

¶ Print out the new recommendations with the year the item was lost in the upper right 
corner. 

 

¶ The librarians will review the recommendations and order as they feel itôs appropriate. 
 

¶ If the items are not being re-ordered we want to delete them from Voyager Cataloging 
but keep the patron fines attached in Circulation: 

 

¶ Check again to make sure the items have not returned to the shelves. 
 

¶ Write down the call number and OCLC# for each item. 
 

¶ Forgive the patron fine attached to the barcode and create a new, equal fine with the 
lost date, title, and author in the note field. 

 

¶ Discharge the item to remove the lost item status. 
 

¶ After you have finished a batch, have the Computer Technician (ITS) run an exception 
report in Access.  This will allow you to delete the item. 

 

¶ Delete the item, holding, and bibliographic record in Voyager. 
 

¶ Delete the holding in OCLC. 
 

¶ Count all lost books in Discard, Gifts and Lost items Hand Count statistics.  
 

¶ If the items are being re-ordered, have the Library Specialist use the same record or 
import the new comparable item record. 

 

¶ When the item arrives, delete the old item as described above and have the Library 
Specialist add the new one. 
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Inventories 
 

Reference collection  

¶  Inventory collection once a year. 
 

¶ Recheck books marked missing in 6 months: 
 

¶ Print record from Voyager for missing books 

¶ Check Books in Print for replacement copy 

¶ Declare book lost ï refer to lost book section in this manual 

¶ Remove record from OCLC and voyager 

¶ Count and give to Deborah Ruiz 
 

¶ Look for books to update or discard  
 
Circulating collection 

¶ Inventory every 3 years 

¶ Recheck books marked missing in 6 months 
 

Á Print record from Voyager for missing books 
Á Check Books in Print for replacement copy 
Á Declare book lost - ïefer to lost book section in this manual 
Á Remove record from OCLC and voyager 
Á Count and give to Technical Services Librarian. 
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Weeding 
 

¶ Weeding a section of the collection will be directed by the Librarians.  Reference the book: 
Weeding Library Collections by Slote, 3rd ed., Z703.6.S55 1989. 

 

¶ Perform an initial weed looking for outdated or beyond repair items.   
 

¶ Damaged items can be re-ordered if necessary.   
 

¶ Look for books with ñmodernò or ñcurrentò in the title.  Usually, these are outdated first.  
Check with Books for College Libraries to help determine the value of an item. 

 

¶ Allow the Technical Services librarian to peruse the selection of items to be discarded and 
perform the final de-selection. 

 
Discarded items: 
 

¶ Delete from Voyager and OCLC.   
 

¶ Stamp DISCARD on the top of the item.   
 

¶ Count in Discards, Gifts and Lost items Hand Count statistics.   
 

¶ Put the items in the ñfor saleò section. 
 
 

 
 

Back up at the Reference Desk 
 

¶ Help students access and use the on-line catalog. 
 

¶ Assist students with computer programs as necessary. 
 

¶ Discern between directional reference questions and in-depth reference questions.  Direct in-
depth reference questions to the librarians. 
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Occasional Duties 
 

     
 

¶ Bind college catalogs every five years (Periodicals). 
 

¶ Bind magazines every year (Periodicals). 
 

¶ Organize complete shelf reading Summer and Early Spring. 
 

¶ Help train new employees. 
 

¶ Serve on hiring committees as asked. 
 

¶ Interpret library policies in the librarianôs absence. 
 

¶ Weed out the lost and found occasionally:  
 

¶ Take items to the general lost and found at the information center in the student 
services building. 

 

¶ Make signs as requested. 
 

¶ Monitor staff room during lunch and break times to make sure staffing is sufficient,  
e.g. at least 3 full-time staff present at all times. 
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Examples of Duties for Library Technician 

Á Assists instructors and students in the use of library facilities and resources; instructs them in the 
use of the computer, online indexes and technical equipment: refers to librarian as appropriate. 

 
Á Responds to technical inquiries during the day-to-day operation of the library; does basic MARC 

cataloging and performs technical services work related to acquisitions, copy cataloging using 
OCLC and other appropriate systems and assists in processing reserves on line.  

 
Á Maintains and updates the accuracy of the online catalog; verifies and establishes new subject 

headings using Library of Congress Subject Headings, as directed. 
 

Á Uses a variety of library tools to obtain bibliographic information; verifies elements of the record; 
checks authority files. 

 
Á Interprets Library of Congress cataloging rules for technical processing by staff and students; 

selects materials to be repaired or bound; initiates appropriate process, follows to completion. 

 
Á Supervises library and staff in absence of certificated staff or library faculty; coordinates staff 

during annual inventory; verifies records; collects appropriate data; provides reports 
 

Á Oversees office work flow; substitutes and schedules classified staff to ensure appropriate 
coverage during breaks, vacations, sickness, and leaves; monitors staff. 

 
Á Interviews and selects student workers; trains, assigns, supervises and evaluates work; monitors 

pay records. 
 

Á Operate computers to perform a wide variety of library duties, assists patrons in the use of 
computers, microform equipment, copy machines, printers and other library equipment. 

 
Á Maintains statistical records for all reporting requirements; uses appropriate computerized 

software to create reports and maintain records. 
 

Á Creates attractive and interesting book displays; maintains a clean and orderly environment. 

 
Á Interprets library policies to the staff and general public; suggests modifications in library use 

policies; makes recommendations for selection and de-selection of library materials. 
 

Á Assists with acquisitions by checking bibliographies, publishersô catalogs, on-line resources and 
other check points, against holdings. 

 
Á Trains, reviews, and monitors the work of the Library Specialist for cataloging.  This person 

creates purchase orders, receives material, processes items, processes standing orders, and 
processes reserves items for the Technical Services Department. 

 
Á Performs other related duties as assigned 
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LIBRARY SPECIALIST-TECHNICAL SERVICES 
 
 

JOB SUMMARY  
Under general direction, provide complex and technical duties involving the 
ordering, processing and distribution of books and other printed materials for 
the Library using a variety of current on-line library systems; perform more 
complex technical library work including searching varied data bases, entering 
records in data bases, compiling and maintaining library statistical data; 
maintain currency with new library technologies such as on-line search 
engines and library related programs. 

 

EXAMPLES OF FUNCTIONS 
 
Essential Functions 

V Advise on use and policies regarding technical processing. 
 

V Perform varied technical duties in connection with the ordering and acquisition of 
books and other printed library related materials. 

 
V Receive, process and prepare all new library materials for use; update various 

collections and lists to maintain up-to-date collections and records. 
 

V Search automated databases for a variety of materials requested by 
students/faculty/staff, making additions or deletions, and performing routine copy 
cataloging. 

 
V Develop forms, filing systems, and other procedures for materials processing, 

including covering, labeling, cleaning and repairing of materials; use word 
processing, spreadsheet and/or database programs to maintain statistics; 
produce letters, memos, and reports as necessary. 

 
V Compile information on library acquisitions; provide public documents; consult 

fiscal records for payment information; maintain paper and computer files to 
correct detailed outstanding orders and acquisitions. 

 
V Interpret policies, rules, and regulations regarding access to collection and use of 

materials; informs library staff concerning policy problems or modifications; 
determine library privileges by verifying individual status. 

 
V Assist in reclassifying books; enter new call numbers into computer data base 

and perform other steps as needed to reclassify; refill shelf lists and return books 
to circulation. 

 
V Perform circulation desk activities; check library materials in/out; take in fines. 
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V Help patrons with questions/directions; serve as source of library policies. 
 

V Schedule rooms through Office Tracker system. 
 

V Issue Library cards following Library rules. 
 

V Maintain currency with new library technologies such as on-line search engines 
and library software programs 

 
V Edit library patron records as needed. 

 
V Assist with servicing the library machines which may include keeping paper 

stocked in printers, installing new ink cartridges, etc. 
 

V Assist library users in locating and using materials and machines to obtain 
appropriate information, perform circulation desk activities. 

 
V Respond to inquiries from students, faculty and staff regarding the various 

collections. 
 

V Maintain appropriate files for the technical services area of the Library. 
 
 
Other Duties 

V Maintain a clean and orderly library environment. 
 

V Participate on committees as required. 
 

V Train and monitor the work of student assistants. 
 

V Perform other related duties as assigned. 
 

EMPLOYMENT STANDARDS 

Education and Experience  
 
Any combination of education, experience and training which would indicate 
possession of the required knowledge, skills and abilities listed herein. For 
example, a Library Technical Assistant Certificate (LTA), and two years of 
experience in current technical services area of library operations. 
 
 
 
 
 
Knowledge 
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Knowledge of: basic library principles, Library of Congress classification 
system; current technology/software, on-line data bases and networks  
relating to library materials and procedures; technical processing of library 
materials; current technical processing policies relating to library materials; 
library filing and indexing; circulation and reference sources; current office 
methods and practices; principles and methods of ordering books, supplies 
and equipment; a variety of word processing, spreadsheet and/or database 
programs as needed to fulfill the requirements of the job. 
 
 

Abilities  
 
Ability to: quickly understand and successfully use new/evolving library 
technologies; analyze/advise on use and policies regarding technical 
processing of library materials; use online library system and Library of 
Congress classification system; make accurate additions/deletions as needed; 
learn and efficiently use new library technologies as required to fulfill the 
duties of the job; prioritize tasks and do several tasks simultaneously; operate 
a variety of office machines; use word processing and spreadsheet software 
accurately and efficiently; learn and successfully use new software programs 
as needed to fulfill the requirements of the job; use good judgment in 
recognizing the scope of authority as delegated; use appropriate and correct 
English spelling, grammar and punctuation; perform arithmetical calculations 
with speed and accuracy; communicate effectively in both oral and written 
form; establish and maintain effective work relationships with those contacted 
in the performance of required duties; demonstrate an understanding of, 
sensitivity to and appreciation for, the academic, ethnic, socio-economic, 
disability and gender diversity of students and staff attending or working on a 
community college campus. 
 
 

PHYSICAL EFFORT/WORK ENVIRONMENT  

Moderate physical effort which may include frequent standing, walking, lifting 
and occasional climbing, crawling or stooping; use of medium weight tools 
and materials. Indoor work environment. 
 
 
 
 
 
 
 
 
 
 
 

GIFTS 
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Policy & Procedures 
 

Gifts to the Library of materials or money will be accepted in accordance with 
Governing Board Policy 2175 (see below), provided that they meet the general 
criteria for selection and provided that there are no restrictions attached to the 
acceptance of the gift.  The Library Director will have the ultimate responsibility for 
acknowledging and accepting Gift Donations. 
 

PROCEDURES 
 

7. Gift books should go through the Technical Services Librarian who will initially 
      decide to accept or reject and then assign the materials to the appropriate  
      liaison librarian for a final decision of acceptance or rejection. 
8. The library faculty will determine the classification and circulation policy for  

all gifts. 
9. The library makes no commitment concerning the shelving, housing or final  

disposition of gifts.  All gifts become the property of the library. 
10. The library faculty maintains the right to dispose of unneeded materials as  

required. 
11. Notice of the gift will be sent to the Governing Board with a copy of the  

Acknowledgement to the donor. 
12. All donors should get a copy of these Policies & Procedures. 

 
 

IN-PERSON DONOR: 
 

3. Refer to Technical Services Librarian or librarian in charge. 
4. If no one is available, fill out the donation form and give it to the 

Technical Services Librarian who will get back to the donor. 
 

 
TELEPHONE DONOR: 
 

1. Refer to Technical Services Librarian or Librarian in charge. 
2. If no one is available, ask the donor to call back or take the 

information to have the librarian call. 
3. If Director is not available for an extended period of time 

(Summer, etc.), refer to the Librarian in charge. 
 
 
 
 
 
 
 
 
 

Accepting Gift Books 
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ALWAYS REFER GIFTS TO THE LIBRARIAN FIRST.  

 

¶ NOT ACCEPTED: 
a. Magazines are not accepted.   
b. Extremely large donations should be directed elsewhere depending on 

the type of books and subject area.   
c. Old textbooks, study guides, and workbooks are not accepted.   
d. Books in bad condition or graffitied are not accepted. 
e. Anything with mold or insects should be immediately thrown into the 

outside garbage bins.   
f. Nothing really outdated. 

 

¶ ACCEPTED: 
a. Books that support our curriculum. 
b. Older art books and classic literature are accepted.   
c. Books that have been printed within the past 5 years can be accepted. 

 
The Library Technician or Specialist gives the person donating a form to fill out 
(see previous page).  A letter is sent to the Presidentôs Secretary to be 
acknowledged in the board minutes.  Another letter is given to the Director. 

 

¶ PROCEDURES 
  Gifts that are already in the collection: 

a. Library Specialist will search Voyager database for duplicate items. 
b. Attach a note with the call number of duplicate items to the gift books 

and set aside. 
c. Donated duplicates are compared to what is currently owned to see if 

the donated item is in better condition to take the place of what is 
owned.  

d. Sometimes donated duplicates are added as a second copy if there is 
a need to have two copies of the same item. 

e. The Library Technician will be responsible for adding the barcode to 
the replacement item. 

f. The Library Specialist will be responsible for stamping the book being 
removed from the library collection with the ñDiscardò stamp and 
putting them into storage for future book sales. 

g. The Library Specialist will be responsible for processing the 
replacement item. 

 
 
 
 
 
 
 

Gifts that are not already in the collection: 
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a. Books that are not duplicates are sorted into the appropriate liaison 
sections where donated books are kept (located near the Reserve 
stacks). 

b. The librarian responsible for their liaison area will make a decision on 
whether to accept or reject a donated item. 

c. Donations rejected by the librarians are put into storage to be used in 
future book sales. 

d. Donations accepted by the librarians will go to the Library Technician 
who will search for bibliographic records and route the books to the 
Technical Services Librarian. 

e. The Library Specialist will process these books as usual, adding spine 
labels, security stripping, stamping, title page information and book 
covers as required.  

 
 
 
 
 
 

GOVERNING BOARD POLICY 2175:  Gifts of Donations to the District 
 

The Governing Board, through the Administration of the District, reserves the right to 
accept or refuse gifts, donations, and bequests.  The Board shall not assume 
responsibility for appraising or assessing value to such gifts, donations, and 
bequests for donorsô income tax purposes. 
 
Acceptance and acknowledgement of gifts shall not be considered an endorsement 
by the District of a commercial product, business entity, or institution of learning. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

78  

78  

Workflow ï Technical Services 
 

Collection Development: 

1. Reviews from Library Journal, Choice, Video Librarian, etc. for book and non-
print materials are routed to appropriate liaison librarian for ordering. 

2. Liaisons select books, etc. & put orders in the Acquisitions box in the 
Technical Services librarianôs office. 

3. Technical Services Librarian assigns appropriate liaison numbers to orders. 

Acquisitions: 

1. Firm orders from our book vendor ï Midwest: 

a. Technical services librarian prepares a packet of orders to be entered 
into our Voyager Acquisitions module by the Library Specialist; 

1) Library Specialist finds OCLC records and imports them into our 
Voyager Acquisitions module adding the appropriate prices, etc. 

2) If there is no OCLC record, a short bibliographic record is 
created; 

3) Once the records are properly imported into Voyager, the 
Library Specialist prints an order and routes to the Technical 
Services librarian for final approval; 

4) After final approval, the Library Specialist prints 3 copiesï one 
for the Library Specialist, one for the Technical Services 
Librarian and one for the vendor. The Technical Services 
Librarian signs and sends the order to Midwest, our book 
vendor. 

5) The Library Specialist updates the liaison reports in Excel. 

b. It is best to send out one order per week with approximately 25 items. 
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2. Direct orders: 

a. The Technical Services Librarian reviews the material to make sure 
that the information is correct and current (e.g., publisher information, 
price, etc.). 

b. The Librarian then assigns a Liaison Number to the material then is 
given to the DOM who prepares a PR/PO for each item. 

c. Standing ordersï Brodart & Gale come in automatically. 

 

Cataloging: 

¶ When an order is received, the Library Technician checks in the books (or other 
materials) and verifies that the materials are correct according to the P.O.s and/or 
invoices. 

a.  The Library Technician goes into OCLC to: 

1)  Add our holdings in OCLC; 

2) Print out a copy of the MARC record and add a 599 or 500 field to 
include: 

V Who ordered the item and liaison area; 
V The cost of the item; 
V Date the item was entered into Voyager; 
V Any other important information e.g. Choice Best Academic title, 

Pulitzer Prize winners, Nobel Prize winners, etc. 
 

b. Places the copy of the MARC record within the material (book, video, CD, 
etc.): 

c. If the MARC record is not the full bibliographic record, the Library 
Technician locates the correct record, prints it and places it inside the book 
(or other material). 

¶ The materials are then routed to the Technical Services Librarian who verifies 
that the OCLC record exactly matches the material and that all the other 
information is correct and exact.  These include: 

V Call number 
V Subject headings 
V Pagination 
V Locations (Reference, Main, Non-print, etc.) 
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¶ The Technical Services Librarian includes a PSSST slip in her Liaison areas to be 
routed to the appropriate faculty or staff member.  

¶ The items are then given to the Library Technician who updates the record in 
Voyager with the appropriate changes and/or additions. 

a. Enters the 852 (Voyager field for locations and call numbers) into the Voyager 
system; 
 
b. Affixes a barcode either on the inside cover or on the first page of the book; 
 
c. The barcode is then added to the item in the Voyager database; 
 

¶ The materials then go to the Library Specialist for final processing. 

 

Processing: 

1. The Library Specialist pencils in the OCLC number as near as possible to the 
ISBN number (usually on the verso of the title page); 

a. Pencil the call number on the title page; 

b. Types the call number labels (if labels are not included with book) and affixes 
them to the material unless the labels are produced by our vendor; 

2. When the books have been processed, the Library Specialist checks them for 
errors and prepares them for the Librariansô review. 

3. Books are placed on a truck for the Librarians to review and to notify faculty of our 
new purchases with PSSST slips. 

4. The Librarians are only required to complete to top part of the PSSST slip 
indicating who the slip goes to.  The Library Specialist completes the ñCall #ò and 
ñBook Titleò information on the slip. 

5. Books are then put on the ñNew Book Shelfò or shelved appropriately. 
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Processing New Material 
1. Magnetize everything with tattle tape: 

V Books- Strip spine, if possible; strip inside for paperbacks.   
V Videos- Strip the inside of the case, NOT the actual video.   
V Cassettes- Strip inside the case, NOT the actual cassette.   
V CDs- Strip inside the security case not the CD container.  
V DVDs- Strip inside the security case not the DVD container. 
 

2. Stamping: 
V Use the long ñMonterey Peninsula Collegeò stamp on page 101, top of the 

book, and bottom of the book.   
V Videos receive the small Monterey Peninsula College stamp on the actual 

video.  
 

3. Books- Tape spine label onto spine with clear tape.  If the book spine is too small 
for a label, tape it to the lower left corner.   
 

4. Computer Lab books receive a piece of green tape above the call number with a 
small, typed ñComputer Labò designation.  
 

5. CDs receive a bright yellow CD label to the right of the bar code.  The spine label 
goes to the left of the barcode.  Both are covered by tape to protect them.  A 
circular label with the ñMPC Libraryò stamp is placed around the center of the CD.  
This will have the call number written on it in ink.  If there are multiple CDs, indicate 
CD number on the circular label.  If the CD accompanies a book, include a label 
that says ñSee accompanying textò.  This will be placed under the barcode.   

 
6. DVDs will have a spine label placed on the spine of the DVD case.  A circular label 
with the ñMPC Libraryò stamp is placed around the center of the DVD.  This will 
have the call number written on it in ink.  If there are multiple discs in the same 
case, indicate disc number on the circular label. 

 
7. VHS cassettes need two spine labels: one on the outside of the case another 

located on one of the windows of the cassette itself. 
 
8. All new books get a green dot and they are placed on the New Books shelf for 

certain period of time.  The green dots will be located at the top of the spine.  Print 
the month and year on the green dot to keep track of the time it has been on the 
ñNew Booksò shelf.  This will be the same date written in the book on the title page.  
When they have stayed on this shelf long enough the green dot is removed, their 
temporary location is changed in Voyager and they go to main circulation.  The time 
on the new books shelf will depend on the amount of space on the shelves as this 
space is limited.  If there is need for space for newer books, pull and relocate all of 
the books with the corresponding month designated for relocation.   
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NOTE: Reference books, gift books and replacement books do not get green dots 
and are not placed on the New Books shelf. 

 
 
 

   Z    REF 
        731   Z 
       .D48   731 
       1986  .D48 
    1986 
 
9. Call numbers align on left margin.  REFERENCE books receive REF above the call 

number.  NOTE:  Whenever possible, place labels approximately ¼ inch from the 
bottom of the book. 

 
10. Some hardbound books will come with dust jackets that do not have plastic over 

them.  Use the plastic book sleeves to protect the jacket.  The labels will be 
attached to the protective cover and not the dust jacket. 

 
11. Prepare the title page in pencil.   

a. Place the date (month and year only) in the lower left corner.  Example: (5-01).   
b. Place the call number in the lower right corner.   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

c. If the title page is dark and the call number and date cannot be seen in pencil, 
place the date and call number on the opposite page or on the verso (back) of the 
title page. 
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12. The barcode should have already been added when entering the record in 
Voyager. 

 
13. All new books (Circulating and Reference) are then placed on a cart for Librarian 

review.  Send an email to all Librarians notifying them of the new books and giving 
them a deadline to review the books.  The average deadline is approximately 2 
weeks.  However, this will vary depending on the time of the year, i.e.: 
Spring/Summer/Winter break.  During the Summer break, rather than allowing 
books to stack-up in Technical Services, they are moved immediately to the New 
Book shelves and an email is sent out to the Librarians notifying them of this.  After 
emailing the Librarians, tape a ñFor Librarian Reviewò list to the cart.  The Librarians 
will initial this when they have reviewed the cart.  NOTE:  Gift books and 
replacement books get moved directly onto the floor and are not put on the cart for 
review. 

 
 

 
 

 
BACK to Table of Contents | PREVIOUS page | NEXT page 
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http://www.sscnet.ucla.edu/csrc/gmo/span145/satire/vii.html
http://www.sscnet.ucla.edu/csrc/gmo/span145/satire/titlepg.html
http://www.sscnet.ucla.edu/csrc/gmo/span145/satire/v.html
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Performing Minor Repairs to Materials  

The se duties include:  

 
V Re-typing and affixing spine labels 
V Re-taping book covers using book tape 
V Re-magnetizing materials for security 
V Gluing pages using the liquid plastic adhesive to glue spines or pages 
V Re-binding using book binding equipment 
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Finding a Call Number 
To help you find materials in our library, books, videos, CDs, etc. are shelved according to the 

Library of Congress Classification System. This system is a combination of letters and 

numbers that identifies the materials by subject and gives you the unique location on the 
library's shelves. Each book has its own call number. The Library of Congress (LC) call 
number begins with a letter or letters that represent the broad subject area into which the book 
falls. For example: B = Philosophy, Psychology, Religion and BC = Logic. 

 

 

 

Refer to the following diagrams for more in-depth information on call numbers. 

 

 

 

http://www.loc.gov/catdir/cpso/lcco/lcco.html
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To find a book with the call number 

 

PN 

1009 

.Z614 

B599 

Line 1:  Arrangement on the shelf is alphabetical.  

 

 

 

 
 

Line 2:  Then numerical. 
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Line 3:  Arrangement of the third line is first alphabetical and then numerical, as if 
the number were a decimal. 

 

 

 

 

Line 4:  Arrangement of the fourth line is first alphabetical and then numerical, as if 
the number were a decimal. 
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Books are sorted by their call numbers on a line-by-line basis.  

1. Alphabetically by the first line, then  

2. Numerically by the second line, then  

3. First alphabetically, then numerically by the third line. Note that the 
numbers on line three are treated as decimals, so that .C263 comes 
between .C26 and .C27.  

4. If there is a fourth line before the year of publication, it is sorted first 
alphabetically and then numerically.  

5. If a call number is identical in all respects except for year of publication, 
then the books are placed in chronological order by the year of publication. 

 
 

Process for Replacing Call Numbers on Books 
 

¶ Pull books from the shelves if: 
V If a book has a call number on black tape 
V If a book has a hand written call number 
V If a book has a call number engraved or written in white ink 
V If the book has a damaged or extremely worn spine label 
V If there are multiple copies or volumes but itôs not indicated on the spine 

label. 
V If there is only one copy but spine label indicates multiple copies. 
 

 

¶ Place books on a book truck and give to the Library Specialist (Technical Services). 
V The Technical Services librarian will review these pulled books to decide if 

they need weeding and/or replacing. 
V The Technical Services librarian will route those items to be weeded to the 

appropriate liaison librarian for final decision to weed. 
V The Library Specialist will type new spine labels and replace them on the 

books. 
V Books are re-shelved. 
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Ordering New Books 
 

Once you have a packet of requests from the Acquisitions librarian, you will 
need to process them and order them. 
 

General Overview of Ordering Material in OCLC 
 

1. The Technical Services librarian will give the Library Specialist hard copies of 
material that he or she will want you to order, with the requestorôs name and 
liaison numbers written on it. Save the hard copies of the items to be ordered 
when you are finished for future referral.  Some of these requests will come in the 
form of print-outs from BIP, Amazon, or from catalogs like Library Journal or 
Choice. 

2. Ordering consists of: 
V Searching for the full MARC record in OCLC 
V Saving the record in OCLC 
V Exporting the record from OCLC to a disc and finally  
V Importing the record from the disk to a purchase order in Voyager. 
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Searching for a Record in OCLC 
 

1. Log-on to OCLC at http://connexion.oclc.org/ and enter the following: 
  Authorization: 100050291 
  Password:  erin 
 

 
 
 

2. On the initial search page of OCLC [pictured below] there are a variety of ways to 
conduct searches: 
V The easiest is the ISBN number search. In the Numeric Search area, type 

the ISBN number of the item you are looking for, making sure ISBN is 
selected in the drop down menu. 

V If the ISBN number is not available, or the search does not produce quality 
results you may search by title, author, publisher and other identifiers 
using the drop down menus in the Keyword Search area.  

V Videos and CDôs are harder to find, but utilize the same search process.  
 

 

http://connexion.oclc.org/
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3. Your ISBN or Keyword search will bring you directly to a matching MARC record 
or a page like the one shown below which indicates more than one potentially 
correct record is available for you to look at. These are the results of an ISBN 
search. At this point there are a few things that you can look at in order to select a 
record you might want to investigate further. 
V Check author, title, copyright year, and edition. 
V Check for the identification DLC which indicates a Library of Congress 

record.  It is the preferred record over UKM which indicates a British 
Library record. 

V When you have located a record that looks promising, click on the blue 
number to take you to the MARC record [example shown below]. 
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4. You will want to compare the information from the hard copies of the orders given 
to you to the MARC record.  Pay special attention to the following fields: 
V 020 (for ISBN number)  
V 100 (for author name or authorship) 
V 245 (for title) 
V 250 (for edition)  
V 260 (for publisher and copyright information) 
V 300 (for book description information like number of pages, ill., etc.).  All 

these can be compared to information contained on the hard copy to 
assess whether or not you have found the record that matches the item 
you want to order. 
 

Note:  Sometimes, in the heading under the title and next to the OCLC 
number you will see ñMTJ Holdingsò.  This means that we already have this 
book.  Unless we are replacing or ordering additional copies, do not import 
this record. 
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Saving Records in OCLC 
 

When you find the correct record, you will want to save it in OCLC so that you 
may find and use it later. NOTE: A saved file lasts 14 days in OCLC, so you 
may logoff and come back later to continue working with the same save file 
for 14 days from the date you saved a record!  To save a record, follow these 
steps: 
 

1. Scroll to the top of the screen and click on the down arrow at the Action drop-
down menu, Click on ñSave Recordò 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

2. You will be prompted to save this file and should give your OCLC file a name; I 
always use my initials. 

 
3. Every time a record is saved you will be prompted to fill this in with the save file 

name you choose. Select YES or press ENTER when you are ready to save.  
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Exporting Records from OCLC 
 

Once you have saved all the records, itôs time to export them from your OCLC 
save file to a disk or folder in your system. 
 

1. Click the down arrow at the drop-down menu and select ñSave Fileò. 
 
 
 
 
 
 
 
 
 
 
 
 

2. Type in the same name you used to save your records in OCLC to access your save file. 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 

3. Click the down arrow at the Action/Sort drop-down menu and click ñFlag All 
Records Retrievedò.  This will put a green check mark in front of each record you 
saved that you wish to export from OCLC.  
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5. A message will notify you that the records have been flagged. 
 
 

6.  Click the down arrow at the Action/Sort box again and select ñExport Flagged 
Records (1-100)ò. Donôt be alarmed when you see ñAction/Sortò return to the box 
right after you click on ñExport Flagged Records (1-100).ò  This is normal.  Just 
wait for the next prompt---it will take a minute or two!!! 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. When OCLC says that the records have been exported, you will need to go to the 
tab marked ñGeneralò.  From the drop-down menu marked ñAdmin Optionsò 
select ñDownload Export Filesò.   
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8. After selecting ñDownload Export Filesò you will be directed to another site 
showing a list of files to be exported.  Select the files you want to export and click 
the ñDownloadò button. 

 
 

 
 

 
9. You will be prompted to save the file.  Click ñSaveò. 
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10. Type in a name (one that you will remember) for the file you are saving to your 
disc or computer file and click ñSaveò. I use the date of the export (using a dash & 
number if I am doing more than one export a day).   After a purchase order is 
made, itôs not important to keep these records saved. The records you import to a 
purchase order will automatically become a part of the Voyager database. 

 

 
 
 
 

11. The Save process is very rapid. When it is finished, you will receive a ñDownload 
Completeò prompt. Click ñCloseò.  Log off from OCLC. 
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Creating the Blank Purchase Order 
 
 

 
After you have exported the OCLC records to your disc or folder, it is time to 
make a purchase order.  Some of the fundamental steps will include: 

V Creating the blank purchase order 
V Adding records to the purchase order 
V Adding ordering details to each record, such as price, location, fund name, 

liaison information, and notes 
V Approving/Printing the purchase order. 

 
 

1. Sign into Voyager Acquisitions using your Operator ID and Password. 
 

2. Click on the ñOrdersò Bar. 
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3. Click ñNew Purchase Ordersò icon (a new, blank P.O. will be created). The 
numbering is automatic. 

 

 
 

The screen below illustrates a new, blank P.O. 
V The type is ñFirm Order.ò 
V Make sure that ñMPC Libraryò appears in the fields marked ñSiteò, ñShip toò, and 
ñBill toò. 

V Select the proper Vendor code. Commonly used vendor codes will be: Midwest 
(005803) and Amazon (AMA).  There is a search feature next to the code box 
that will allow you to look up a vendor code if you are not sure what it is. 

V Make sure ñUSDò appears as the currency code. 
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Adding Records to the Purchase Order 
 

1. From purchase order, click on ñAdd Line (Bib Import)ò. 
 
2. Go to folder where OCLC Export is saved and open saved file. 
 
3. Select one or all of the record titles you wish to import to the purchase order. 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
4. Click the ñImportò button and wait. A comparison of the records to existing 

purchase orders and materials owned is done during the import process, so this 
will take a while. Be patient. You will likely get several messages during this 
process that you will have to act on. 
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5. Often a message will appear that will say ñThis record was not added. Multiple 
duplicate records exist.ò This means that the record is not being brought into 
the P.O. automatically because Voyager is recognizing it as either something we 
own, or something we have on order. Sometimes this happens because the title 
we want to order may be similar, but not the same as one we own. Sometimes 
we are ordering an updated version of a book. Weôll learn how to import those 
records anyway a little later. For now, Click ñOKò 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Sometimes a message will appear during the import process that says ñThis 
record was not added. A duplicate record exists. Link line item to the duplicate?ò 
Click ñNOò! 
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7. One by one the line items will return from blue (being selected) to white (no longer 
selected) on the ñSelect Bib Records for Importò screen as they are imported to 
the database. When this process is finished, click ñCloseò and wait.  Your blank 
P.O. will soon display the imported records. 

 
 

8. This is a sample of what your P.O. will look like right after your records have been 
imported.  
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Finding the Records that did not Import 
 

There are a few things to do when some of the records you tried to import to 
your purchase order do not import. 
 
 

1. Go through the hard copies of your orders and find the titles that did not import to 
the purchase order. 

 
2. Search the P.O.s to see if the item is already on order by returning to the Voyager 

Acquisitions front page, clicking the ñSearch Ordersò icon (left column), and 
selecting ñSearch By: Bibliographic Infoò at the dropdown menu. 

 
3. Click on the box with the Ellipses [...] and select the ñKeywordò tab at the top. 

Type in the name of the book title you want to look up in quotes using Keyword 
search and press ñSearchò. Type the word and between each keyword if 
conducting a Boolean search. In this example, the title search yielded a result 
which indicates this book has already been ordered on another purchase order or 
is owned and displays in the Titles Index window. Click ñOKò. 
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4. The title is inserted in the Search For: box. Click the ñSearchò button. 
 

5. If the item is on a purchase order, the results will let you know which purchase 
order it is listed on and some other facts about this item. Go to the purchase order 
to see if this item has been received. You can get there by double clicking the 
highlighted block. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

6. Notice that when you go to the P.O., you find this book has not only been 
ordered, but has been received.  The next thing to do would be to check to make 
sure the item has not been lost. Check the OPAC, cataloging, and the shelves. 
Verify that this book hasnôt been lost. 
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7. By conducting a search in our OPAC, I find that not only do we have this book, it 
is checked out and overdue.  

 
 
 
 
 
 
 

 

 

 

 

 

 

 

8. The next search conducted for a book that didnôt import to the purchase order 
reveals that we have two books by the same title, but neither year matches the 
copyright date of the book we want to order.   We now have to take some extra 
steps to make the correct record accessible to import to the purchase order.  If 
the titles are similar, you will need to go into the OCLC record and change the 
title.  I usually add the published year or, if itôs a replacement or update, I will 
indicate ñreplacementò or ñupdateò next to the main title in parenthesis.  Make 
sure you save the updated record.  You will need to go through the export 
process again with these newly updated records.   
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Filling in the Details of the Purchase Order Line Items 
 

1. Select the first record and click the ñDetailed Line Itemò button at the bottom of the 
P.O. This will display the ñQuick Line Itemò template. 

 
 

 
 
 
 

2. Using the hard copies of your orders, fill in these spaces: 
 
V List Price: The price listed on your hardcopy for the item you are ordering. 

 
V Copies/Funds: 

¶ Intended Locations - Use the drop down menu to select. 
o Select ñMainò for books that will go into circulating stacks  
o ñReferenceò for items marked as REF on your hard copies  
o ñNon-Print CD or DVDò for those items, ñVideocassetteò for VHS; 

etc.  

¶ Number of Copies: Almost always 1 

¶ Ledger: Click the Folder and select the proper fund (normally dated) that 
the items you are ordering are going to be ordered against. 

¶ Commit to fund will fill in automatically. 
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V Notes 

¶ Here you will type in the Liaison Number and the initials of the liaison that 
approved the ordering of this item.  

o NOTE: You will also type in any additional information that is 
written on the hard copy, such as the name of a teacher that 
requested the item, notations such as  
Á ñChoice Best 2003ò  
Á ñPulitzer Prize Literature 2004ò etc.  
Á If the item is a reference book, type REF. before the liaison 

number. It will be important later for you and the vendor. 
 

V Delivery Options: Requester  

¶ Here you will type in the Liaison Number and the initials of the liaison 
that approved the ordering of this item.  Sometimes it is easier to just 
copy and paste what you have typed in the ñNotesò field as it will be the 
same information although this field allows a smaller amount of 
characters so you may need to abbreviate. 

 

 
3. When you are finished filling in the different fields. Click ñSaveò.  Move on to the 

next record and repeat until finished. Save your Purchase Order work periodically 
by clicking the small ñdiscò icon at the upper left hand of the screen. 

 
4. Unless instructed to do otherwise, place approximately 25 item orders on a P.O. 

for Midwest.  Amazon will be on one P.O. and there is no limit to how many will 
be on that list.  Note: When ordering from Midwest using a request printed from 
Amazon, you will need to go to BIP to find out the actual list price as Amazon 
prices may vary. 

 
5. Save. 
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Creating a Short Bib. Record 
 

Sometimes a matching OCLC record will not be found for an item you wish to 
order. In this instance click ñAdd Line [Template]ò. A blank template will 
display. Fill in a minimum amount of information on this. 
  

1. Copyright year (Date) 
2. ISBN number (without dashes)  
3. Author (last name first)  
4. Title (exactly as it appears on the hard copy) 
5. Click ñOKò.  A new line item will created automatically. 
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Verifying and Adjusting the ISBN 
 

1. After all of the records are imported to the purchase order, it is necessary to verify 
that the correct ISBN number appears as the first ISBN number on the MARC 
record for each item on your order. To do this: 

 
a. Open Voyager Cataloging. 
b. Click on a record by highlighting it then click the MARC button. 
c. Notice Voyager Cataloging will flash and then remain orange, indicating 

the MARC record is up and ready for your review.  
d. Click on Voyager Cataloging. 
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2. Sometimes a MARC record will only have one 020 field, one ISBN number.  
 

V As long as it matches the item you are ordering, you may close the 
MARC record and return to the P.O. to look at the next item.  

V If the MARC record has two or more ISBN numbers, it is very 
important to make sure the ISBN of the item you are ordering is the 
first 020 field listed on the MARC record. The first ISBN number 
will get printed on the purchase order!!!  MPC usually chooses 
paper copies over hard copies if they are available. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. This is an easy fix. Click on the beige space next to the ISBN number you wish to 
move to the top. 

 
4. Right Click on the beige space and select ñMove this field up by oneò. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
5. Now the correct ISBN for the paperback appears first.  
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6. Click the Save to DB button. 
 

7. Close the MARC Record and minimize Cataloging. 
  
8. Continue to verify and correct ISBN order on the MARC Records. 
  
9. When you are done you may close the Voyager Cataloging feature. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

112  

112  

Printing the Purchase Order 
 

When you are finished filling in all the details for each item on the purchase 
order it is time to print. You will print one copy for yourself, and two for the 
Technical Services librarian. Here is how: 
 

1. Click on File then select ñQueue for Printò. 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Due to permissions being given to a limited amount of people, you will then 
need to send an email to the appropriate person in charge of Voyager 
maintenance and let them know there is a P.O. sitting in the queue & request 
it be printed. 
 

3. After the P.O. is printed, you will need to make two copies: two are given to 
the Technical Serviceôs Librarian along with the book request information, one 
stays with the Library Specialist and is entered in the Liaison Report for that 
fiscal year. 
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Canceling an Item that a Company Cannot Provide 
 

1. The Library Technician receives notifications of backorders and 

cancellations of orders. Now and then you should request these so that you can 

clean up the purchase orders and the Voyager database of orders and records 

that are no longer necessary. 

 
2. Using the Acquisitions module, open PO with line item that needs to be cancelled. 

 
3. Select (highlight) and open Detailed Line Item you wish to cancel. 

4. Write down the liaison number and the price given on the purchase order. You 
will want to go to the liaison report later to remove the item from the ñOutstandingò 
column. 

 
5. Click on óReceive/Markô tab and click on box next to item you want to cancel. 

 
 
 

6. In drop down menu for óMark Reasonô click on óCancelô and after marking reason 
click on óMarkô button. 
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7. After doing this, go to the óProblemsô tab.  Highlight item to be cancelled and click 

óGenerate Cancelô button. 
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Creating a New Vendor 
 

1. Open the Acquisitions module. 
 

2. Search vendor names, under the vendors tab, to see if we already have an entry. 
   

3. If not: 
 

a. Press the ñNew vendorò icon. 
b. Create a code for the company name, usually an acronym three or four letters in 
length.  If itôs too short for an acronym, use the first three letters. 

c. Type in the Vendor name. 
d. Under Vendor Type, itôs usually a direct order, but check to make sure. 
e. Save. 
f. Press the ñAddresses/Phonesò tab.  Put in as much information as possible, 

including the address, shipping department, etc. 
g. Save. 

 

 
 

h. Close. 
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Creating a New Ledger 
 
 

1. Open Voyager Acquisitions module and click on ñLedgers and Fundsò located in 

the left hand column and click on ñNew Ledgerò. 

 
 

2. Select a Fiscal year in the drop down menu listed under ñLedger Nameò. 

Note: If you donôt see the year youôre looking for speak to the Tech. Coordinator 
or Library Technician about adding the correct year. 
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3. Policy Group will be ñAcq/Serialò 

 

4. Under ñLocationsò tab add everything except : browsing/wrong, cataloging/wrong, 

Ed Center at Marina, and tech serv/wrong. 
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5. Under ñLedgerò drop-down, select ñCommitments/Expendituresò. 

 

6. Place a check mark in the box titled ñOver Commit Allowedò and set at 25%. 

 

7. Place a check mark in ñOver Expend Allowedò and set at 25%. 
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Adding Funds to Ledger 
 
 

1. From Acquisitions go to ñLedgers and Fundsò then to ñSearch Ledgersò. 
 

2. Search by ñFiscal Yearò for 2006- 2008. 
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3. Click on blue triangle in left margin. 
 
 

 
 
 

 
4. Select ñTransactionsò tab and from there select ñNew Transactionò and enter 

dollar amount needed. 
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Liaison Number  Liaison Name 

 1    Applied Technology 

 2    Business: Business 

 3    Business: Business Skills 

 4    Business: Data Processing 

       5                                                               Creative Arts: Art 

 6    Creative Arts: Drama 

 7    Creative Arts: Music 

 8    Creative Arts: Photography 

 9    Humanities: ESL 

 10    Humanities: English 

 11    Humanities: Foreign Language 

 12    Humanities: Humanities 

 13    Humanities: Philosophy 

 14    Humanities: Speech 

 15    Life Science:                          
                                                                         Anatomy/Physiology 

 16    Life Science: Biology 

 17    Life Science: Dental Assisting 

 18    Life Science: Health 

 19    Life Science: Home Economics 

 20    Life Science: Medical Assisting 

 21    Nursing 

 22    Physical Education: Dance 

 23    Physical Education: Physical  
                                                                         Ed. 

 24    Physical Science: Astronomy 

 25    Physical Science: Chemistry 

 26    Physical Science: Geology 

 27    Physical Science: Math 

 28    Physical Science:  
                                                                        Oceanography 

 29    Physical Science: Physics 

 30    Social Science: Admin. Of  
                                                                        Justice 

 31    Social Science: Anthropology 

 32    Social Science: Child  
                                                                        Development 

 33    Social Science: Economics 

 34    Social Science: Education 

 35    Social Science: Ethnic Studies 

 36    Social Science: History 

 37    Social Science: Political Science 

 38    Social Science: Psychology 

 39    Social Science: Sociology 

 40    Womenôs Studies 

 41                   Librarianship 
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Liaison Assignments, Numbers and Names 
 
  Deborah Ruiz ï Public Services Reference Librarian 

Business-  Business/Business Skills 
Creative Arts- Art, Music, Photography 
Life Science- Family & Consumer Science 
Physical Education- All 
 
 

Social Science- Anthropology, Child 
     Development, Economics/Acct/Finance, 
     Education, Ethnic Studies, History, 
     Psychology, Sociology & Human Services 
Womenôs Studies 
 

 
 
 
 

Bernadine Abbott ï Technical Services Reference Librarian 
Creative Arts- Drama 
Humanities- ESL, English, Sign Language,  
Foreign Language, Liberal Studies,  
     Philosophy, Religion, Speech &  
     Communication 
 

Nursing- All 
Social Science- Anthropology 

 
 
 
 

Stephanie Tetter ï Electronic Resources Reference Librarian 
Applied Technology- All 
Business- Computer Science/ Information 

Tech. 

Creative Arts- Drama 
Humanities- English, Sign Language 
Life Science- Anatomy/Physiology,     Zoology,  

Biology, Dental Assisting, Health, Medical 

Assisting 

 

Social Science- Administration of Justice 
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Bill Easton- Instructional Reference Librarian 
 

Physical Science- All Social Science- 
Economics/Acct/Finance,  

      Education, History, Political 
Science,  

      Psychology, Sociology & 
Human Services 

 
 
 
 
 
 
 

All 
 

Library & Information Science 
Genealogy 
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Adjusting the Liaison Expenditure Report for Book Budget 
 
 
 

 
 
After placing books on a purchase order: 
 
Note: To set up the liaison report, there is a ñZip Discò labeled 
ñAcquisitionsò that contains the blank template that can be used from 
year to year. Open the Liaison Report TEMPLATE and save it with a 
name that includes the year the liaison report will cover.  Save a copy to 
ñMy Documentsò and another to a ñZip Discò. You will want to save any 
changes you make to the liaison report to both each time you work with 
it. 
 
 

1. To begin entering purchase order information to the Liaison Report, enter the cost 
of each item from the purchase order into the outstanding column of the 
appropriate liaison area. The sample above shows an entry for a book on a 
purchase order for Liaison area 1.  For the first entry you would type (the equals 
sign) = and then 10.00 in the Outstanding column for a $10.00 book, and enter 
(the equals sign) = and a number 1 in the # (number of) Outstanding Titles 
column. For every additional entry under the same liaison number, you would 
click on the cell in the Outstanding column, press the F2 key, press the + (plus) 
key, then the next amount to keep a running total of items outstanding in each 
liaison area. 

  
 
2. Enter every item that is on your purchase order into the Liaison sheet under 

Outstanding. 
 
 
3. Save a copy of your liaison sheet on the hard drive and a removable disk as a 

back up each time you work in the sheet. 
 
 
 

LSN  
LBN 

DIVISION/ % AMOUNT EXPENSED Processing # Rec'd OUTSTNG # Outstng FUNDS 

# DEPARTMENT ALLOC. ALLOC. $ TO DATE Charge Titles   Titles REMAIN. 

                  

   APPLIED TECH 3 0             

                  

1 DR APPLIED TECH            10.00 1   

                      

     TOTALS                       -    
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After receiving new books: 
 
 

1. After books are received, the Library Technician will give you a copy of 
invoices for the items received. He/she will write information including the 
purchase order number to which the invoice refers, the original (expected) price 
that was on the purchase order, and the liaison number associated with that 
item. 

  
2. The first thing to do is take the Processing Charge on the invoice and divide it 

by the number of books processed for that invoice. Write that on the invoice 
somewhere, you will be using this figure while working in the liaison sheet. 

 
3. In the Liaison sheet, locate the proper liaison number and subtract the original 
(expected) price from the ñOutstandingò column. Also subtract one book from 
the # of Outstanding Items column. 

  
4. Enter the actual cost of the item (found in the total column on the invoice) into 

the Expensed to Date column. Remember to enter an equal (=) sign when it is 
the first entry in that cell. 

 
5. Add the amount allocated to processing that item to the Processing Charge 

column. 
 
6. Add to the number of books received per liaison area to the # Received Titles 

column. 
 
7. Save. 

 
8. Most invoices will have a dollar amount for shipping and sales tax.  You will 

need to enter both of these amounts plus the invoice number and date of 
invoice on the tab designated for shipping & taxes. 

 
9. Invoices will be entered on the Liaison Report according to the fiscal year in 

which they are received (not ordered).  Even though the P.O. information may 
be entered in a previous fiscal yearôs report, it is not added to the new fiscal 
yearôs ñOutstandingò columns. 
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An Example for Filling in the Liaison Report from the 
INVOICE 

 
QTY    Description                        Customer P.O  List Price              Net Price      
Total 

1       Proffitt, Brian*Microsoft Office FrontPage 2003 439      20.99            18.59    
18.59  

PO 439  ST   4   19.99 
 
Above is an example of an invoice entry for a book that was received from our 
vendor. The blue represents notes that the Library Technician writes below 
the information for each entry on the invoice. These are important notes for 
filling out the liaison sheet. This is the liaison sheet before entering any 
information from the invoice about this received item. 
 
 

1. Find the correct liaison number for the item on your liaison report. Subtract one 
from the total # of Outstanding Titles. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

2. The library technician has written in the expected price [$19.99] we used to create 
the purchase order. 

  
 
3. The ñList Priceò on the invoice is NOT always the list price we used to create the 

purchase order, so do not use figures in the list price column to fill out the liaison 
sheet. 
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4. Click in the ñOutstandingò cell for Liaison number 4; Press the ñF2ò key, press the 
ñminusò key, key 19.99, click ñEnterò. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Add one to the ñ# Received Titlesò, then click in the correct cell under ñProcessing 
Chargeò, Press F2, Press the ñplusò key, key in the amount of the processing 
charge you determined earlier. In this example it is 1.38, click ñEnterò. 
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6. Click in the correct cell under ñExpensed to Dateò, press ñF2ò, press the ñplusò key, 
key in the actual cost of the item as it appears on the invoice in the total column. 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. SAVE after each invoice entry! 
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Glossary 
 

 
Bib- Bibliography record 

BIP- Bowkerôs Books in Print 

DLC- Designation for the Library of Congress in OCLC 

DOM- Department Office Manager 

ILL- Inter-Library Loan 

ISBN- International Standard Book Number 

LC- Library of Congress.  Sometimes you will see the abbreviation of LOC. 

MARC- Machine Readable Cataloging 

Melvyl- Catalog of the University of California Libraries 

MTJ- Designation for MPC Library in OCLC 

MOBAC- Monterey Bay Area Cooperative Library System 

OCLC- Online Computer Library Center 

OPAC- Online Public Access Catalog.  MPC uses Voyager. 

P.O.- Purchase order 

UKM- Designation for UK library records in OCLC 
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