LARS CATALOGUING POLICY


	Mission:   The LARS Consortium is committed to coordinating a database of high-quality bibliographic records for collective use of all member libraries.  The LARS cataloguing committee sets standards for cataloguing and oversees the quality of the database.  
Cataloguing Committee:    LARS will establish a permanent committee which will meet at least twice annually.    The committee will look at all areas of LARS cataloguing and set standards and make recommendations for all member libraries to follow in cataloguing materials.  Recommendations will be approved by the LARS group.  Procedures to implement recommendations will be the responsibility of the Cataloguing Committee and the local libraries.  

Standards:  The LARS Libraries will subscribe to the most current standards set by the Library of Congress and other International Cataloguing Bodies.   The Dewey Decimal Classification scheme is used, however local libraries are allowed exceptions.  Each library must keep its holdings current.  They must resolve any problems that are reported to them by the LARS group.
Subject Headings:  Library of Congress Subject headings are to be used by the LARS member libraries.  Local modifications may be used to allow key word searching.
Formats of materials:   Varying editions of books (ie. Paperback, book club, large print, etc) which have different physical or publishing information must be catalogued separately.  In most cases, monogram serials should be placed on their own record.  In some cases, they should be kept on a single record.  When in doubt, contact the LARS cataloguing committee for a second opinion.
Fixed Fields   The LARS cataloguing committee will designate which fixed fields need to be used.

Training   The LARS cataloguing committee will work to set standards and ensure proper training for all that catalog materials. 
Passwords The LARS system administrator will set up passwords for each library.  
Serials Libraries may use the serials module for their serials.  The LARS cataloguing committee will make recommendations for serials records.
No Record Found:  The LARS cataloguing committee will decide procedures in the event that no record is found in the catalog.  
Removal of Bibliographic Records:  To maintain the accuracy of the LARS database, libraries should remove a bibliographic record if no item is attached to that record.  The LARS System Administrator will run regular reports to purge the data base.
Duplicating Bibliographic Records    The LARS committee will set standards and templates for duping records.  
On Order Records:   LARS Libraries must put the majority of their on-order records in the catalog.    
Procedures:   The LARS cataloguing group will establish and maintain cataloguing procedures for the various types of materials.
Review:   Any cataloguer that finds an irregular record or a problem with the catalog shall report this irregularity to the head of the LARS cataloguing group.  The LARS cataloguing committee shall be responsible for reviewing and correcting these irregularities.  This committee shall set up a review process to insure that items are catalogued correctly.
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