
	

Lesson	4:		
Descriptive	cataloguing	
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As mentioned in a previous lesson, the user tasks are Find, Identify, Select, 
and Obtain. The library’s best tool for assisting the patron in these tasks is 
the online catalogue. The results that the patron sees should include 
materials such as books and DVDs on the shelves, as well as online 
resources, e-books, and websites. 
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Also mentioned in a previous lesson is the fact that cataloguers use a 
number of international standards to create consistent records so that 
related resources can be found, identified, selected and obtained.  
 
There are two methods of getting records into your catalogue. One is to 
create the record yourself. The other is to find it in another catalogue and 
copy or download that record, if you are able or permitted to do so. 
 
Creating catalogue records can take different lengths of time, depending on 
how much information you want to include in your record to help the 
researcher. This is a fact of life working in a small library or even in a 
specialized one such as a Masonic library.  
 
The other method is to find a record in another catalogue. If your book is 
one that is in the Library of Congress catalogue, then you are in luck. It is 
possible to download the record then import into your ILS [your library 
program, whatever its name]. After that, you simply adjust the information 
to fit your item in hand and the classification system you use in your library 
[more on that in a later lesson]. 
 
However, most online catalogues do not permit the records to be 
downloaded. The next best possibility is to be able to read the MARC 
coding and copy the information into your own record. That is a slow task, 
to be sure, but you can choose only the information you need to add to 
your own catalogue.    
 
Major online catalogues (such as Library of Congress, Library & Archives 
Canada, British Library) rarely have Masonic titles in their collection. 
However, much of the work may have been done for you, if you check into 
one of the libraries listed on the page Resource: Masonic Libraries. 
 
If, however, you are not able to find a record, then you have to do all the 
work of creating a brand-new record. But you can do it! 
 
Describe your library collection 
 
In Lesson 3, we introduced you to cataloguing. The information, or 
metadata, that you include in the catalogue record assists the patron who is 
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searching for a particular title or subject. When you are consistent and 
accurate in your cataloguing, you are assisting your patrons to find, identify, 
select, and obtain material. 
 
As the name implies, RDA: Resource Description and Access, is a 
cataloguing standard to be followed for describing content. This means that 
such information as the title, authorship, publication data, subject(s), and 
the physical details of a book have been entered into the catalogue record 
and can be searched by the patron. 
 
As mentioned earlier, libraries also use an international standard called 
MARC (MAchine Readable Cataloguing). This standard assigns a number, 
or MARC field, to each of the descriptions that are collected using the RDA 
standard. For example, the 100 field contains the author’s name, and the 
245 field contains the title.  
 
Cataloguing actually has two distinct, yet related, activities when preparing 
a record. 
 
1] Descriptive cataloguing focuses on what the resource is — whether it 

is a book 300 pages long, or a DVD in black and white.  
 
2] Subject cataloguing [see lesson 5] focuses on what the item is about; 

for example, a book about pet care, or a book about George 
Washington.  

 
Both activities come together to create your single bibliographic record. 
 
 
Fields in a catalogue record 
 
The most important fields in a catalogue record are listed in the table 
below. 
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Type of 
information 

MARC 
Field Description 

ISBN 
 
 

020 
 
 

International Standard Book Number. This is a unique 
identifying number that is assigned to each book by its 
publisher. 

LC 050 
Library of Congress classification number. This is a 
recommended call number. 

DDC 
 
 

082 
 
 

Dewey Decimal Classification number. This field 
contains the DDC number and information about what 
edition of Dewey was used. This is a recommended 
call number. 

Classification # 
 

090 
 

Local classification number assigned to an item. It 
might be LC, or Dewey, or from some other 
classification system. 

Author 
 
 
Corporate author 
 
  

100 -----à 
 
 
110-----à 
 
  

The name of the main author, for works by individuals. 
An individual author’s name is usually formatted to 
show the surname first.  
The author is a corporation. If it is a conference report, 
then a different field is used.  
If there is no author, this 100 or 110 field is left out. 

Title  245  
The title, sub-title and statement of responsibility of the 
work. 

Publication 
details 
  

264 
 
  

Place of publication, name of publisher, date of  
publication. 
 
Older records will contain this information in a 260 
field. 

Description 
  

300 
  

Physical description, number of pages (for books with 
numbered pages), and information about whether the 
item is illustrated. 

Summary 520 A brief summary of what the item is about. 

Subject 
 
  

600 
 
610 
 

Heading used when a person is the subject of a work 
 
Heading used when a company is the subject of a 
work 
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650 
 
 
 
 
651 
 
  

Topical subject heading, taken from a thesaurus or 
controlled vocabulary. This field contains additional 
information to identify which controlled vocabulary was 
used. 
 
Geographic subject heading. 

Additional Author 
 
Additional 
corporate author 
 

700 -----à 
 
 
710-----à 
 

These fields are used when you have more than the 
single 100/110 author involved in a work. 
 
 
 

 
Most of the fields in the above record are considered part of the description 
of the resource, providing information to help the user identify and select 
the resource that best meets their needs. 
 
You should be aware, however, that not all the fields available, and shown 
in your ILS, may be used for your record. Not to worry – any that are left 
empty will not be displayed in the record that patron views. 
 
If you do find your Masonic book in a main catalogue (such as LC, or 
Canada’s Voila, or the British Library) you might notice a classification 
number in the record. The two possible classification numbers you might 
see [050, 082] are for guidance only but most libraries do use that number 
for their own items. Libraries may decide to assign a different classification 
to the work, in which case the classification number goes in the 090 field. 
 
The LC/DDC call numbers, as well as the Subject fields relate to what the 
resource is about. The standards used to create these will be covered in 
Lessons 5 and 6. 
 
 
How do people search? 
 
You have probably done some online shopping and searched store 
catalogues and used these two approaches: 
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1. A “basic” or keyword search. This allows the user to type in a search 
term or phrase and then search across the whole database. 
Unfortunately, there are too many search results which then have to 
be narrowed down or filtered. 

 
2. An “Advanced search.” This allows the user to do a much more 

specific or targeted search by selecting one or more fields that 
include author, title, series, subject or ISBN. The result should be 
greater precision in the search results. 

 
 
 
Digital resources 
 
Digital content is now an important, and growing, part of library collections. 
By including records for digital materials, the library catalogue becomes the 
place for “one-stop shopping” to find all the information your patrons need 
from a single search.  
 
For example, you may decide that it would be helpful to have a link to the 
electronic version of Laudable Pursuit II, published by the Knights of the 
North in 2019. You would then create a record using the same standards 
and subject headings that are applied to print-based materials. It would not 
have a classification number, of course, but would include a link to the 
electronic version found online.  
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Activity 
 
If you have used several online catalogues for your own searching, then 
you already recognize that each library management system will display 
the cataloguing data differently, even though their records follow the same 
cataloguing standards. 
 
Study the OPAC display from your own program. Identify where and how 
your system displays the following data: 
 
• Title (and statement of responsibility) 
• Author’s name 
• Publication details 
• Description 
• Summary 
• ISBN 

 
Now go to your system’s cataloguing module. Can you see your catalogue 
record in the MARC format (see the example in Lesson 3)? You should be 
able to recognize the following: 
 

020                       ISBN 
100                       Author name 
245                       Title 
264 (or 260)        Publication details 
300                       Description 
520                       Summary 

 
Now you can compare the MARC record with what your users can see in 
your OPAC. 
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CONCLUSION 
 
In this lesson, we have explored how you can describe the resources in 
your library collection. We provided an overview of important fields used in 
a catalogue record and how they are displayed in an OPAC. In the next 
lesson, we’ll take look at controlled vocabularies, subject headings, and 
authority files. 
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Resources 
All links correct as of 15 January 2021 
 
Kelsey, Marie, 2018, Cataloging for School Librarians, 2nd edition. Lanham, 
MD: Rowman & Littlefield Publishers, 2018. 
 
Select list of library catalogues to consult – 
 
Library of Congress = http://catalog.loc.gov 
 
Canada’s National Union Catalogue: Voila =  
https://www.bac-lac.gc.ca/eng/services/national-union-
catalogue/Pages/national-union-catalogue.aspx  
 
British Library = 
http://explore.bl.uk/primo_library/libweb/action/search.do?vid=BLVU1  
 
WorldCat = https://www.worldcat.org/  
 
Livingston Masonic Library [G.L. New York] =  
https://nymasoniclibrary.follettdestiny.com/common/welcome.jsp?context=s
aas39_3107882  
 
House of the Temple [S.R., Southern Jurisdiction] =  
http://s40019.eos-intl.net/S40019/OPAC/Index.aspx  
 
Grand Lodge of Iowa =  
http://alexandria.iowamasoniclibrary.org/  
 
Scottish Rite Masonic Museum & Library [Northern Jurisdiction] = 
http://vgwcatalog.nationalheritagemuseum.org:8080/#section=home   


