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DATABASE QUALITY STAFF –
· Library Technical Services organizational chart: http://lts.library.cornell.edu/sites/default/files/clo_orgchart_1.pdf
· 3.5 FTE and 1 Administrative Supervisor
· Cathy Cooke (1 FTE) – 75% of her time working on Database Quality tasks and 25% of her time working in the Receiving unit in Library Technical Services 
· Peter DelaCuadra (.5 FTE) – all of his time working on Database Quality tasks and supervising student assistants
· Daniel Talmadge (1 FTE) – 50% of his time working on Database Quality tasks and 50% of his time working in the Inputting unit in Library Technical Services
· Barbara Tarbox – Administrative Supervisor of the Database Quality Unit 
· Wei Tseng (1 FTE) – 75% of her time working on Database Quality tasks and 25% of her time working in the E-Resources unit in Library Technical Services
· 20 hrs./wk. of student assistants

COMMUNICATION –

Database Quality work comes from library staff in the various unit libraries and from patron requests. We receive work in person, items are dropped off or sent to us with a note, prepared reports, by telephone or by e-mail. 

RESPONSIBILITIES –
[bookmark: _GoBack]
Law and Music libraries and the Rare Dept. have technical services staff working in their library or unit. We do not update Law Library holdings. We occasionally update Music Library and the Rare Dept. holdings. We are a resource to library staff, answering their questions so they can gain a better understanding of LTS procedures and the various Voyager records. We train staff in unit libraries to do basic Voyager updates to holding and item records as needed.

STATISTICS –

When Database Quality staff updates Voyager records, we add a 948 field with a statistic code to the Voyager bibliographic record. Statistic codes added are for maintenance, added copy, fastcat processing, inputting, added location, withdrawal, and reinstatements. Because Database Quality tasks are post-cataloging work, we focus on quality and not quantity. Some record cleanup work can be very time consuming and others can be done very quickly. 

LIST OF DATABASE QUALITY TASKS –

Withdrawals – (removing holdings from a collection)
· Procedure: http://lts.library.cornell.edu/lts/pp/dam/12withtranrein
· Item in hand deselected (various formats)  
· Missing/lost item (reports prepared by Lydia Pettis, CU Library IT)
· Damaged item – usually have item in hand
· Contacts selector to ask if a replacement copy is needed
· Annex duplicate copy
· Book move project 
· Criteria decided by selector of collection
· Use PDT scanner to scan barcode number of item to be moved. Report is generated to do batch processing
· Batch processing  of single volume monograph (processing done by LTS Batch Processing section)
· Multi-volumes processing manually done by DBQ staff

Transfers – (moving holdings from one collection to another collection)
· Procedure: http://lts.library.cornell.edu/lts/pp/dam/12withtranrein
· Procedure: http://lts.library.cornell.edu/lts/pp/dam/12rare
· Decision usually made by selector
· Process Olin, Uris, and Asia items printed before 1850 as Medium Rare items to be sent to Annex Library. These items are processed as a withdrawal from one collection and added as an added location.
· Book move project
· Use PDT scanner to scan barcode number of items to be moved. Report is generated to do batch processing of location changes
· Batch processing – current location changed to new location (processing done by LTS Batch Processing section)

Reinstatements – (adding withdrawn holdings back into the collection)   
· Procedure: http://lts.library.cornell.edu/lts/pp/dam/12withtranrein
· Items previously withdrawn  
· Incorrect call number on spine
· Not able to locate item. Item was shelved incorrectly.
· Missing/lost item returned

Replacement of lost copy received from patron –
· Procedure: http://lts.library.cornell.edu/lts/pp/dam/12withtranrein
· Procedure: http://lts.library.cornell.edu/lts/pp/cat/6addvol
· Procedure: http://lts.library.cornell.edu/lts/pp/fas/4fastcat
· Withdraw original lost copy
· Add new copy as an added copy or create record for new edition following Fastcat procedure

Preservation Photocopies – (Photocopy created from a brittle item)
· Procedure: http://lts.library.cornell.edu/lts/pp/sfc/9prespho

Bound With record cleanup – (multiple titles bound together in one volume)
· Procedure: http://lts.library.cornell.edu/lts/pp/cat/bndwth
· Procedure: http://lts.library.cornell.edu/lts/pp/cat/inanalytic

Problem books returned from Olin Access Services and Collection Maintenance staff – 
· Procedure: http://lts.library.cornell.edu/lts/pp/dam/107itemsretd
· Procedure: http://lts.library.cornell.edu/lts/pp/dam/75loccallcorrec
· Procedure: http://lts.library.cornell.edu/lts/pp/dam/75loccallcorrec
· Types of problems:  (flyer created for staff to check off and insert in volume)
· Book has incorrect or lacks oversize symbol
· Book needs to be barcoded
· Check location. Change to _____________
· Classification needs checking
· Create bib record
· Create/update holding record
· Duplicate call number
· Duplicate bib records
· Incorrect call number. Explain: ______________
· Reinstate
· Twins
· Book barcoded – doesn’t work – no item record
· New spine label needed
· No call number sticker
· Book does not match bibliographic record. Explain: _____________

Problems identified by Library staff or patrons with book or Voyager records–
· Tasks involved in processing problem – 
· Create and update Voyager bib, holding and item records
· Assign new call number to item
· Delete Voyager bib, holding and item records
· Delete OCLC holdings

Reports which identify record cleanup –
· Reports are generated by staff in various library units
· Some reports are run multiple times throughout the year
· Examples of reports:
· Initial article and title tag cleanup report
· Procedure: http://lts.library.cornell.edu/lts/pp/dam/59initialart
· Invalid barcode number report
· Incorrect barcode length report
· Copy number report
· Oversize call number report (ex. Engr move to Olin and Uris)
· 852 1st indicator 8 with LC call number report
· Voyager location and perm loc in item record do not match report
· Unsuppressed bib record with suppressed holding record report
· Multiple item records with the same barcode number report
· Item status “withdrawn” but item record not deleted report
· Bibs with bad language codes report

Voyager batch deletes –
· Manual and automate deletes
· OCLC daily deletes
· Serial Solution deletes
· E-books
· Journals

Run monthly batch processing jobs –
· Donor Names
· Large Scale Digitization Initiative (LSDI Google--GRIN) reports
· Initial articles and title tag 
· OKU withdrawals
· OACIS

Tasks performed working on book move projects –
· Verify serial holding record with volumes on shelf before move
· Update holding record, create or update item record before move
· Split serial holdings – create new holding record for earlier items before move
· Create new bibliographic and holding records following Fastcat procedure before move
· Procedure: http://lts.library.cornell.edu/lts/pp/fas/4fastcat
· Withdraw volumes before book move
· Manually process withdrawn multi-volumes before book move
· Reinstate items that had been withdrawn by mistake
· Work on generated cleanup reports for missing items after books have moved
· Resolve and cleanup various problems found with the book or Voyager records
· Frequently work with Annex Library staff to resolve various cleanup problems before item can be accessioned into the LAS

Order, record and distribute single and double dumb barcode labels

Backup for the Physical Processing Unit

Student tasks – (varies due to changes in Database Quality workload and needs)
· Current student tasks
· Olin microfilm barcode cleanup
· Filmed with notes added to Voyager holding record
· Book has incorrect or lacks oversize symbol 
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