EVALUATING

CLOSING THE CARD SHELFLIST

During last fall semester, I completed an extensive study of the card shelflist and it’s value to our library.  I began by studying literature reviews of the subject.  I outlined the purposes of a shelf list and evaluated these purposes, specifically as they pertain to Bloomington Public Library.  I conducted a survey to ask opinions of other professional catalogers.  I calculated the cost of maintaining the card shelf list at BPL.  One primary purpose of a shelf list is to have a backup of the library collection, so I wanted confirmation from the Resource Sharing Alliance that our library database is secure and that backups are completed periodically.  I also evaluated the workflow in the Technical Services Department and what adjustments in procedures would need to be made if we eliminate the shelf list.

PURPOSES OF THE SHELFLIST AND HOW THEY PERTAIN TO BLOOMINGTON PUBLIC LIBRARY

List the purposes that the card shelflist serves and consider each of these purposes as they pertain to your library.

1.  Holdings Information at the Copy Level.

· Gives details about the number of copies and volumes associated with a title.

(We have an accurate count by using CARL.  If we call up the title, we can see a listing of # of copies, locations, call #s.  Actually, CARL gives a more accurate count because the shelf list cards are separated into departments.  So, if we own a title and one copy is in the children’s collection and one copy in the adult collection for YA, it would be on 2 separate shelf list cards.)

· Includes Acquisition information, i.e. cost, date of receipt, source, accession number

· Identifies the branch, department, or collection to which an item belongs .

(We use CARL for this.)

· Used to check the accuracy of the online catalog.

(Our online catalog is more accurate than our shelf list cards.  Many times items have been moved to a new location within the library and the shelf list card has not been updated.) 

· Used to check for cataloging errors.

2.  Inventory Control

· Contains information about the status of items in the collection (missing or lost)

(The CARL system tells us the status of an item. We did not keep the cards for withdrawn items)

· Keeps a master list of items in the collection for the purposes of periodic inventory and a list for insurance purposes

(We can always get an accurate list of the collection (by branch, location, media type or call number order) from the RSA.  Almost all of our collection is converted into the online system. (With the exception of some of the things in the Illinois Room and a few  periodicals that do not circulate.)  The RSA creates a back-up tape of the collection every night.  The entire database is also sent to The Library Corporation each month for the production of the CD-ROM product.  All of our collection, except for paperbacks, is also put into the OCLC catalog.  If necessary, these records could be extracted from OCLC.)

· Arranges the list of library materials according to their location in the collection.

(We can get this list from the RSA.)

· Is used to aid proper shelving of library materials

· Is browsable, both forward and backward

(The OPAC and CARLWeb can be browsed both forward and backward.)

3.  Classification Aid

· Provides a list of call numbers already assigned to items in the collection

(We can search the online catalog by call number.  

We do not use unique call numbers for each item.)

· Lists the call numbers in a logical order according to the items’ physical location

· Allows a cataloger to collocate locally assigned classification numbers for related items

· Displays the bibliographic information that is necessary to adjust the classification number and Cutter number in the local catalog for assigning unique classification numbers

(We do not use unique classification numbers or Cutter numbers.)

4.  Collection Assessment

· Lists and groups together subject materials that can be counted and analyzed

(Our librarians do not use the shelf list for analyzing the collection.  They use printouts from the RSA, which also list number of circs, and last circ date. These printouts can be ordered in call number order, to aid in subject analysis.)

· Lists and groups together materials in certain forms (periodicals, CDs, etc.)

(We can get these in printout form from the RSA.)

· May include which collection developer selected the item

(Ours does not.)

Other questions to consider:

1.  What impact will closing the shelflist have on library users and other library staff?

2.  Is your automated system capable of a call number browse with attached item/holdings information?


(Yes.)

3.  Is your retroconversion completed? Are the reconned records accurate?


(Yes.  The online records are more accurate than the shelf list cards, because the cards were not always updated when the items changed locations and the online records were changed.  The accuracy will be verified with the barcoding project.)

4.  Are there a sufficient number of terminals for catalogers and others to access the online system?

5.  Where do you get the shelf list cards?


(Most of our cards came from OCLC when the records are exported.  But, at an OCLC workshop in the March of 2001, staff members were told that probably within 2 years OCLC would stop producing the cards.  When their printer breaks down, they do not plan to replace it.  At ALA in June 2001, I asked that question to a representative from OCLC and he commented that OCLC is definitely encouraging libraries to move away from producing cards.  If production does continue, it will become much more expensive.


If we moved a record from the global database to the local one, we typed a shelf list card.)

6.  If there unique information on the shelf list card that is not included in the online catalog?

7.  Will you discard the card shelf list or close it (but keep it)? 


(We closed it, but kept it in T.S. until the barcoding project was finished.  However, we did not ever refer to it.)

SURVEY RESULTS

Next I wanted to gather opinions from professional catalogers concerning closing the shelf list.  I created a survey and put it on the AutoCat list serv.  I received a total of 68 responses.  A summary of my findings is listed below.

48 libraries have closed their card shelf list 

Questions 1-3:  What is the name of your library and state where you are located?  

                         What is the approximate size of the collection?  

                         What type of library is it?


(If you want a detailed list, just let me know.)


31 Academic Libraries  


13 Public Libraries


1 High School Library 


3 Special Libraries  

Question 4:  Does your library have an automated circulation system? 


        Which One?


        When did you first automate?


All libraries do have an automated circulation system.  



Libraries went online:



 3         1975-1979

 6
1980-1984

13
1985-1989



15
1990-1994

  8
1995-2000



  2
unknown

Question 6A: When did you close it?
          15 
within 1 year after automating



7
within 2 years after automating



3
3 - 5 years after automating


          11   
6 - 10 years after automating



9
over 10 years after automating



3          unknown

Question 6B:  Why did you close it? (mentioned by this many people)


Automated system had current, accurate information and met needs  - (28)


Cost of upkeep (manpower and cards) - (11)


Too time consuming  - (10)


Extra work for staff to maintain - (9)


No longer used the shelf list - (5)


Needed the room - (5)

Instructions from management - (3)


Seemed redundant - (3)


Switched call number classification schemes - (2)


Behind in filing the cards - (1)


It was inaccurate - (1)

Question 6C:  Has there been any discussion that indicates that your library may have benefited by keeping it?  Why or why not? 


Out of the 48 responses, 41 say definitely not.  All others were in support of closing the shelf list, but did have a few comments.  The comments from the other 7 libraries include:  due to nostalgia, there were special notes on the cards that did not get into the online system, concern about inventory, acquisitions history, not completely converted, had to stop guaranteeing unique call numbers, want to check to see when a copy or an item was withdrawn from the collection.

Question 8:  Does your opinion, as a cataloger, differ from the decision made by your 

                     library’s management?


            1   Yes, we differ in opinions


            1    Somewhat


          35    No, we agree


          11    Did not answer the question    

20 LIBRARIES STILL MAINTAIN THEIR CARD SHELF LIST

Questions 1-3:  What is the name of your library and the state where you are located?



  What is the approximate collection size of your library?


              What type of library is it?


15 Academic Libraries 


3 Public Libraries 


1 High School Library 


1 Special Library  

Question 4:  Does your library have an automated circulation system? 


        Which One?


        When did you first automate?

1 library does not have an automated circulation system.

            19 libraries do have an automated circulation system.  


Libraries went online:



0          1975-1979

1
1980-1984

4
1985-1989



7
1990-1994

6
1995-2000



1
 currently in the process 

Question 7A:  Do you have plans to close it?


6     Yes



1      It is under discussion



11    No

Questions 7B:  Why do you still maintain it?


For system down times (5)


Not finished with our retro-conversion (5)


Can not get a report in shelf list order (4)


Inventory purposes (3)


Information not recorded on the online holdings record (2)


Possible duplication of call numbers (2)


Not possible to search for specific library holdings in the consortia (2)


To find errors from retro-conversion (2)


Others in the consortia overlay, delete, and mis-merge records


As a backup to the automated system


Lots of collection history on the cards


Better control of multi-volume sets


Habit 


Serves as a depository library


“I have often wondered.  I get no use out of it at all.I don’t see anyone else

                        consulting it except to add or remove cards.”

Question 8:  Does your opinion, as a cataloger, differ from the decision made by your 

                     library’s management?



2   Yes, we differ in opinions



1    Somewhat


           15   No, we agree

I also conducted a similar survey of libraries on our consortia.  The results of this survey are as follows:

3 libraries have closed their card shelf list

Questions 1-3:  What is the name of your library?  

                         What is the approximate size of the collection?  

                         What type of library is it?

Question 5A: When did you close it?


Morton Public - 1998,    Peoria Public - April 2001

            Heartland CC - Did not establish a shelf list file.

Question 5B:  Why did you close it? 


Amount of staff time it takes to maintain it


Can do call number search on CARL


Could keep all information on the computer


Too time consuming


Felt it was made obsolete by electronic options


Expensive to maintain


Quick turn-around by the RSA staff for reports needed

Question 5C:  Has there been any discussion that indicates that your library may have benefited by keeping it?  Why or why not? 


2 Said “No”


1 library said that there have been a few instances where it would have been handy to see handwritten notes on the shelf card but those instances are very few, and the savings in time and money is worth it.

Question 7:  Does your opinion, as a cataloger, differ from the decision made by your 

                     library’s management?

            3    No, we agree


           One comment - “The staff person who used to maintain the shelflist is thankful every day!”

14 LIBRARIES STILL MAINTAIN THEIR CARD SHELF LIST

Questions 1-3:  What is the name of your library?



  What is the approximate collection size of your library?


              What type of library is it?

Question 6A:  Do you have plans to close it?



     1   Yes



     3    It is under discussion



     10  No

Questions 6B:  Why do you still maintain it? (Comments by several people)


Inventory  (5)


Backup for when the system is down  (4)


Still doing conversion  (4)


We keep the old shelf list card when an item is withdrawn  (3)

Confirmation of information  (2)


Feel more comfortable with a shelf list  (2)


Provides quick and easy access to information  (2)

Holdings printouts from RSA are bulky


Call number verification 

            Technology changes - print always remains


Easier to do weeding


Cleanup for barcoding project


Tool for collection development

Question 7:  Does your opinion, as a cataloger, differ from the decision made by your 

                     library’s management?



1 Yes, we differ in opinions



    Somewhat


            11  No, we agree

COST OF MAINTAINING THE CARD SHELF LIST AT BPL

An essential part of this study was to determine the approximate cost of maintaining the card shelf list at our library.  


(At BPL I estimated that it cost the library approx. $10,500 per year to maintain the shelflist.  Costs involved the cost of the cards from OCLC, cost in wages to type additional cards [for those records moved from global to local], cost in wages to file cards and to check filed cards, and cost in wages to pull card for withdrawn materials.)

BACKUP OF OUR COLLECTION

The questions what I asked Jon Whited, the Systems Manager at the Resource Sharing Alliance, and his responses are as follows:

How often do we backup the database?


“We backup the database each night Monday through Friday.  We also perform a systems backup each Wednesday which does not directly effect Bloomington Public records.”

Can the RSA provide BPL a complete inventory of our collection?


“Yes, through the use of marcout, the RSA would be able to reproduce Bloomington Public’s database within two days.

Can we get a printout of our collection, in shelf list order, from the RSA, as needed?


“Yes, The RSA has provided in the past and will continue to provide upon request complete item listing in Call Number, Item, or several other different ordering types.”

“Additional Information:

The RSA’s Tandem is disk mirrored so to actually lose the Bloomington Public’s records we would have to lose two disk drives located in different Tandem cabinets, in reality the Libraries records are stored twice in the live database and the most current marcout is always kept on the tandem server.  The collection is also stored off system on Jon’s Personal computer (a new copy is produced every four months and off-loaded).  The RSA, in the case of an extreme situation, would be able to rebuild the database from the collections that are sent to The Library Corporation or to the State Library depending on which collection is more current.  Keep in mind this situation has never occurred to my knowledge.”

ADJUSTMENTS IN WORKFLOW


Following are the adjustments that we made at BPL.  

CATALOGING:


(When exporting the record from OCLC, the cataloger will no longer need to add the location code in the 049 field or the call number in the 092 field before exporting.  She will no longer need to enter the code to produce a card.


If a record is moved from the global database to the local database, a card will not have to be typed by the cataloger.


If an additional item is added to the collection and we have a shelf list card in the file, the cataloger will not have to pull the card from the shelf list, type the additional item number on it, and re-file the card in the shelf list.


Currently when a new item is added we pull the card, process the item, and then add the record into CARL.  The procedure will need to be reversed - we will add the record into CARL and then process the item.)

FILING CARDS:


(We will not have to file all of the cards.  Now after cards are filed by a student worker, another employee checks the accuracy and pulls the flag.)

DELETING ITEMS FROM THE COLLECTION:


(Cards will not need to be pulled from the shelf list when items are withdrawn.


In the past, we have used the shelf list cards for information to delete holdings from OCLC.  Currently the RSA downloads the entire database 3 times a year and sends it to Marc of Quality.  Marc of Quality separates the “adds” and “deletes” and sends them on to OCLC.  This process no longer needs to be done at the local library level.  

COUNTING ITEMS ADDED TO THE COLLECTION:


(We used the shelf list cards to count items added to the database.  We changed the procedure and counted the actual items on the carts before they leave the Technical Services area.  Hopefully the Add-Delete reports will be fixed by CARL so they are accurate.)

ADDITIONAL COMMENTS:  

At the ILA conference in September, Suzanne Schrier from the Illinois State Library recommended that when libraries export records from OCLC that they discontinue the practice of adding holdings information to the record.  Currently, BPL pays to add that information to the record when the record is exported and the State Library pays again when the records are batchloaded into OCLC from the RSA.  These costs will eventually be passed on to the individual libraries.  

I finished my evaluation the first of December.  The second week in December I reviewed my study with our Director.  We closed the shelf list the first of Jan.  

We have not missed it at all!

