GUIDELINES FOR USING SERIAL BIB RECORDS FOR DPL “CONTINUATIONS”

What is a “continuation”?

A “continuation” at DPL can mean several different things:

· A serial (often issued annually but may be any frequency; generally classed in Dewey; note: unclassed periodicals are also serials, but are not considered “continuations” for the purpose of these guidelines)

· A monographic set (a finite number of volumes issued under a common title; may be complete or may still be ongoing)

· A standing order from a particular publisher, etc. (could be a serial, separate monographs, or a monographic set)

Searching a “continuation”

Extra care is needed when searching for the title in Unicorn when you want to add a new item to the database. Your item may be something that needs to be added as part of an incomplete monographic set, it may be a book cataloged as a separate, or it may belong to an existing serial record. The fact that the item may have been ordered as a book but is actually an item that should be linked to a serial only adds to the confusion. You may also discover records that treat some parts of the same continuation as a serial and other parts as separate monographs (a good example is the way we handle travel books: new books are cataloged separately but in the past they were cataloged as serials).

To find all the Unicorn bib records that may be applicable to the piece in hand:

· Do a title keyword search for the title you find on the item’s title page (or if there’s no title page, the title found on the cover). The title on a title page, if there is one, is always considered the “official” title if there are differences between it and the title on the cover or other parts of the item

· Omit from the search any part(s) of the title that could change if/when the title is reissued (e.g., dates, volume numbers, edition numbers, etc.). More searching hints below at Tag 245.

· Omit from the title search anything found on the piece (generally found in conjunction with the main title) that appears to be a subtitle or statement of editorship, authorship, etc.

· If the title consists of initials (e.g., “ER”) and a spelled-out version (e.g., “Environmental regulations”), you may need to search both ways

· If nothing found via title searches, use the ISBN search to at least locate the probable order record 

What to do with your search results:

· If you get only one hit and it’s to a book (monograph) bib record, but it’s not been fully cataloged, send to cataloging 

· If you get a hit to the order record and/or one fully cataloged monograph record, and information on your piece matches the author (if any), title, publisher, publication/copyright date, and paging exactly as found on the full bib, process as an added copy according to regular procedures

· If you get the order record and/or only one hit to a fully cataloged serial bib record and the title matches exactly, add the item to the serial record if all the conditions in the guidelines below are met. Use the established call number for the serial and follow the numbering and/or date scheme used for previous volumes. In case of doubt, send to cataloging or contact Rex in Bib Division

· If you get hits to multiple book and serial records (which may or may not include the order record) it’s probable that cataloging policy for the title has changed or there are conflicts that have not been corrected. Please send the title to Rex in Bib Division.

· All other situations or in case of doubt, send to cataloging or contact Rex 

How to identify a Unicorn serial record
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Maintain existing titles, call numbers and items.




Screen shot of upper portion of bib record for The Writer’s market (“MARC view” in Unicorn editor display options)
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Screen shot of upper portion of bib record for The Writer’s market (“Descriptive view” in Unicorn editor display options)

The above two “views” of the same Unicorn serial bib record (“views” are determined by checking the Editor display options in Unicorn set properties defaults) display two fixed field codes that allow you to quickly identify it as a serial.

If you are using the “MARC view”, look for the two codes as next to each other in the 000 tag at the top of the record. These designate a printed serial.

If you are using the “Descriptive view”, the fixed field value a in the Rec_Type tag and value s in the Bib_Lvl tag likewise indicate a printed serial bib record.

When following the above searching guidelines you find a fully cataloged printed serial bib record that matches your title according to the criteria below, and it is the only applicable record (ignoring the order record) in the database, items may be attached and call numbers assigned without sending the items to cataloging. In all other cases please send the items to cataloging 

Matching items with serial record tags
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Screen shot of remainder of bib record for The Writer’s market
Tag 245: The title on the title page (if no title page, the cover title usually substitutes) of the piece you’re working on must match the title in the 245 exactly (ignore subtitles and editors you might find on the piece and/or on the bib, and ignore dates, editions, etc. you find printed on your piece). Examples of matches:

Piece shows: 2004 Art studies guide

Serial bib record shows: 245  Art studies guide

Piece shows: Consumer reports 2005 directory of thing makers

Serial bib record shows: 245  Consumer reports … directory of thing makers 

Piece shows: The librarians book buying guide for 2006

Serial bib record shows: 245  The librarians book buying guide for …

Piece shows: 20th annual guide to Michigan critters, 2005

Serial bib record shows: 245  Annual guide to Michigan critters

If your item doesn’t match or in case of doubt, send to cataloging 

Tag 246: Variant titles (e.g., spine titles, portions of the main title, etc.). Never use a title in tag 246 as a match point for the title you’re working with. If your item matches only a title found in a 246 field, send to cataloging 

Tag 260: If you are going to add a new item to a serial bib record, the title must still be “open” (i.e., currently published). You should see a date with an open hyphen at the end of tag 260 (e.g., “…|c2000-“). If the date is closed (e.g., “…|c1945-1996”) you cannot add a new item to the bib. Even if the date is shown as “open”, or if there is no date given at all, you will also still need to check the 362 field for volume and date information

Tag 362: You may only add a new item to a bib for a title that is still being published. If the title is currently published, the volumes (or numbers, etc.) and/or dates should show open hyphens (e.g., “Vol. 1, no. 1 (Jan./Mar. 1974)-“). If you don’t see a 362 field with open volumes/dates, look for another 362 with a statement such as “Began with [date] issue.” Also, even if you find a 362 with open volumes/dates, always check for an additional 362 tag that indicates the title has actually stopped publishing (e.g., “Ceased with [date] issue.”). No 362 on record? – check for possible information in tag 500. In case of doubt, send to cataloging

Tag 500: This general note field can also give you clues about the current publication status of the serial. If you don’t find a 362 field on the bib, there will most likely be a 500 note in the form of “Description based on: [volume and/or date of the piece used for cataloging].”  Examples: “Description based on: Vol. 4, no. 3 (summer 2005)”; “Description based on: 2006 ed.” If such a statement appears to indicate the title is currently published and other match points are satisfied, the record is probably usable

Tag 780 (not shown): You won’t find this tag on all serial records, but if you do, the title found in a 780 field is the earlier title of the publication that the bib record you’re looking at  “continues”.  The new item you’re working on should never match the title in the 780 tag. If it does, or in case of doubt, send to cataloging
Tag 785 (not shown): If you find this tag on a serial record, the 245 title on the bib record you’re looking at may no longer be published and is “continued by” (or partially “continued by”) the title given in the 785 field.  If the piece you’re working with still matches the title in tag 245, and there are one or more 785 fields on the bib, send to cataloging.  

R.D.

8/26/2005

PAGE  
5

