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Palomar College 
Library & Information Technology 

Library Operational Skills / Technical Services (LT 110) 
Spring 2022 

 
Course Site (Canvas): https://palomar.instructure.com/courses/35468 
Course Number: 31596 
Instructor: Benhui Zou, MSIS 
Phone: 760-744-1150 X2618 

Email: bzou@palomar.edu 
Office: LRC-423 in San Marcos Campus library 
Office Hours: Every Saturday 7-8 PM online via Zoom (Available in your Canvas Course) or 
by appointment 

I will respond to messages as soon as possible, usually within 24-48 hours. If you try to 
contact me during the weekend, holidays or Spring Break, it may take longer, so plan 
accordingly. Include LT 110 in the subject line of your email messages and be sure to 
include your full name and a good way to reach you. 

 

The LIT 110 syllabus is organized as follows: 
Course Description 
Textbooks 
Student Learning Outcomes 
Technical Requirements 
Course Policies 
Student Rights/Privacy of Student Records 
Grading 
Weekly Class and Assignment Schedule 

Course Description: 
This course introduces the principles in acquiring, cataloging, processing of library materials, 
and managing collections and staff. It fulfills one of the requirements for the Library Technical 
Assistant Certificate and is transferable to the California State University system. 
This is an online class. Weekly lessons include a combination of written lectures, textbooks and 
other readings, videos, practice exercises, graded assignments, and discussion boards. Students 
should plan on spending approximately 6-9 hours each week on this course (more during the 
weeks covering cataloging topics) and are expected to complete each week’s lesson in a timely 
manner. 

mailto:bzou@palomar.edu
https://palomar-edu.zoom.us/j/94009699322?pwd=L1phdjRVNUFxMUhhVVFuQlpHQUxvZz09


 

 

LT 110 Spring 2022 Syllabus 

2 

There will be a virtual orientation for this class on Thursday, February 3rd from 6:00 to 8:00 
pm.   It’s strongly recommended that you attend this orientation if this is your first semester in 
LIT program. 

 
 

Textbooks: 

(All the books are available online. You will need to use your student ID and password to access 
the books.) 

Cataloging library resources: an introduction (Recommended) 
by Marie Keen Shaw 

Publisher: Lanham: Rowman & Littlefield, [2017] 

ISBN-10: 1442274867 
ISBN-13: 9781442274860 

 
 

Standard Cataloging for School & Public Libraries, 5th ed. 
(Recommended) 
By Sheila S Intner; Jean Weihs 

Publisher: ABC-CLIO, Incorporated 

ISBN-10: 1610691148 
ISBN-13: 9781610691147 

 
 

Working with library collections: an introduction for support staff 
(Required) 
by Hali R Keeler 

Publisher: Lanham: Rowman & Littlefield, [2017] 

ISBN-10: 1442274891 
ISBN-13: 9781442274891 

 
 

You will need the required textbook for the first week’s graded assignments, so if you do 
not have a copy by then, plan to use the library’s ebooks. Not being able to access the book 
in any format for any reason is not an acceptable excuse for not completing the weekly 
readings or assignments. 
Additional required and optional readings may be assigned and available each week in Canvas or 
on reserve at the San Marcos campus library. 

https://palomar-edu.zoom.us/j/97653092235
https://caccl-palomar.primo.exlibrisgroup.com/view/action/uresolver.do?operation=resolveService&package_service_id=1195863390005338&institutionId=5338&customerId=5260
https://caccl-palomar.primo.exlibrisgroup.com/view/action/uresolver.do?operation=resolveService&package_service_id=1195863380005338&institutionId=5338&customerId=5260
https://caccl-palomar.primo.exlibrisgroup.com/view/action/uresolver.do?operation=resolveService&package_service_id=1195863370005338&institutionId=5338&customerId=5260


 

 

LT 110 Spring 2022 Syllabus 

3 

Student Learning Outcomes 
Upon successful completion of the course the student will be able to: 

• Apply basic principles to justify decisions regarding selection, de-selection, and 
replacement of all types of library resources 

• Correctly perform the typical acquisitions functions: ordering, subscribing, invoicing, and 
receiving different types of materials. 

• Use different types of library systems, bibliographic utilities and online tools related to 
library technical services in order to acquire and catalog different types of library 
materials. 

• Create cataloging records following RDA rules using MARC 21 format. 
 

Technical Requirement 
This class is conducted online using the Canvas course management system. It is your 
responsibility to ensure that can access all course content and communications. 

• You must have access to a computer and the Internet to view and complete each week’s 
lesson in Canvas. 

• You must have an email account that you check frequently and is registered in both the 
College eServices and Canvas systems. If you don’t know your campus email address or 
want to change it, login to MyPalomar (eServices), or contact Enrollment Services at 
admissions@palomar.edu or 760-744-1150 x2164. 

• For assistance using or accessing Canvas, review the Canvas Login Procedure Guide and 
the Canvas Information for Students. For assistance, please call the Palomar College 
Information Services Help Desk at 760-744-1150 ext. 2140 or 
email helpdesk@palomar.edu 

 
 

Software Requirement 
It is your responsibility to make sure you can access the course content, and the instructor can 
access your uploaded assignments. Course content is provided in Canvas in a variety of formats, 
including but not limited to PowerPoint, Microsoft Word, YouTube, PDF documents, Google 
sheets, and Web/HTML documents. Written assignments submitted as attachments must be 
uploaded in a format the instructor can access, preferably Microsoft Word or Google Docs. If 
you are using an    Apple computer, please convert the file format to PDF. Palomar College 
provides free Microsoft Office 365 for all students. You can find more information at 
https://www2.palomar.edu/pages/atrc/2015/01/22/free-office-365-for-all-palomarites/. You may 
download or register for access to the following free software programs: PowerPoint Viewer, 
GoogleDocs, Adobe Reader (for PDF documents). 
You will also use some specialized software, such as Koha Klassmates, OCLC Connexion, RDA 
Toolkit, and Classification Web. You will receive the accessing information via email for these 
software. 

https://my.palomar.edu/psp/palc9prd/?cmd=login
mailto:admissions@palomar.edu
https://www2.palomar.edu/pages/is/canvas-login-procedure/
https://www2.palomar.edu/pages/atrc/canvas/canvas-information-students/
mailto:helpdesk@palomar.edu
https://www2.palomar.edu/pages/atrc/2015/01/22/free-office-365-for-all-palomarites/
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Course Policies 
Attendance 
This is an online course. Students must log in each week to get and complete all course readings, 
assignments, and other activities (participation credit will be given based on evidence of this). 
New lessons open each Thursday, and most are available one week in advance of the posted 
week and then stay open for the remainder of the course. The course is not self-paced, and each 
week builds upon information presented in previous weeks. Unless otherwise noted, graded 
assignments are due at 11:59 pm on the posted due dates. Students who do not respond to the 
initial lesson within one week will be dropped from this course. 
Deadlines & Grading 

• All students are expected to participate in the course. Failure to participate can result in 
an “F” or “FW” grade, unless the student executes a drop within the time periods 
indicated on this webpage 

• No grade will be assigned to students who process a drop during the first two weeks of 
the semester, and no notation will appear on the student’s permanent record. 

• Between the third week and the eighth week of the semester, students may process a drop 
at his or her discretion and receive a withdrawal (W grade). 

• After the eighth week of the semester, only evaluative (A, B, C, D, F, FW) or Incomplete 
grades shall be assigned unless student petition for withdrawal through records office. 

• Information for petition for withdrawal is available on Enrollment office website. 

• Weekly assignments and exams must be submitted by the posted deadline to receive 
credit. Pay Attention to Due Dates! Late assignments will not be accepted. Students who 
do not submit an assignment or exam by the deadline should still complete the weekly 
lesson since each week’s lesson builds on previous weeks’ content. See Grading and 
Weekly Schedule & Dues Dates sections at the end of this syllabus for details. 

• If you have questions about what’s due or what you’re being asked to do, contact the 
instructor, or use the Q & A Discussion Board in the course Canvas site to get 
suggestions from classmates and share ideas. Be sure to plan ahead to ensure there’s 
enough time to get questions answered or help before a deadline. 

• Students can make up or earn additional points toward their grade by completing optional 
extra credit assignments offered throughout the semester (TBA). 

 

Academic Honesty, Plagiarism, and Cheating 
Students are expected to adhere to the highest standards of academic integrity. Cheating, 
plagiarism, and disruptive behavior (including inappropriate language and/or internet use) are 
unacceptable and may result in a failing grade for the course or expulsion. Refer to the College’s 
discipline policies and student code of conduct: 
http://www2.palomar.edu/pages/studentaffairs/home/student-discipline/ 

https://www2.palomar.edu/pages/enrollmentservices/calendars/
https://www2.palomar.edu/pages/enrollmentservices/calendars/
https://www2.palomar.edu/pages/enrollmentservices/appeals-and-petitions/
http://www2.palomar.edu/pages/studentaffairs/home/student-discipline/
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Student Rights and Privacy (FERPA) 
Directory information will not be sold, used for commercial purposes, disclosed to the public, or 
given to government agencies for the purposes of making benefits determinations (other than for 
financial aid). If you do not want the College to provide any directory information without your 
written consent, please notify the Records Office, in writing within thirty (30) days of the start of 
the semester. If you activate your student email account, it will be displayed in a public 
electronic address book. Additional information about student rights may be found at: 
https://www2.palomar.edu/pages/enrollmentservices/student-rightsprivacy-student-records/ 

 
 

Academic Assistance 
Academic tutoring is available, free of charge, at the Tutoring Services. 

Live front desk help are available online via the Online Tutoring Course in Canvas! 
Email: star@palomar.edu 
Phone: (760) 744-1150 x2448 

Students with a verified disability may be entitled to the appropriate academic accommodations 
and are encouraged to notify the instructor as well as the Disability Resource Center at (760) 
744-115- x2375, email: Email: drc@palomar.edu or Online contact form 
Students planning to complete an LIT degree or certificate should meet with a counselor in the 
Counseling Department to find out what classes are required and to complete an education 
plan. Guidance on non-academic personal matters is also available. Call to schedule an 
appointment at (760) 891-7511 or go to 
https://www2.palomar.edu/pages/counseling/appointments/ 

 
 

Grading 
Grades will be awarded according to the following distribution of points: 

 

 Points % of 
Class Attendance and Participation 80 8% 
Graded Assignments 600 60% 
Midterm 120 12% 
ePortfolio Project 60 6% 
Final Exam 140 14% 

The total number of points possible for the course is 1000. Opportunities to earn extra credit will 
be available during the semester (TBA). The grading scale will be: 

 

A B C D F 

900-1000 
points 

800-899 
points 

700-799 
points 

600-699 
points 

0-599 points 

The Pass/No Pass option is available for this course, but you are responsible for making those 
arrangements. The Pass / No Pass form and other related information is available on enrollment 
service website. 

https://www2.palomar.edu/pages/enrollmentservices/student-rightsprivacy-student-records/
https://www2.palomar.edu/pages/tutoringservices/
https://palomar-edu.zoom.us/j/96481604845
https://palomar.instructure.com/enroll/E9J88Y
mailto:star@palomar.edu
http://www2.palomar.edu/pages/drc/
mailto:drc@palomar.edu
https://www2.palomar.edu/pages/drc/drc-contact-form/
https://www2.palomar.edu/pages/counseling/appointments/
https://www2.palomar.edu/pages/enrollmentservices/forms/%23Pass/No_Pass
https://www2.palomar.edu/pages/enrollmentservices/forms/
https://www2.palomar.edu/pages/enrollmentservices/forms/
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Mitigation and Management of COVID-19 at Palomar College 
All Palomar College students are required to be fully vaccinated for COVID-19 or have an approved 
exemption from the COVID-19 vaccine, to be onsite for face-to-face classes or student service 
appointments that last more than 15 minutes.  Students may upload their vaccination information or 
request an exemption by following these directions in English or in Spanish.   
Campus entry and building entry signage notifies employees, students, and visitors of requirement of 
the following to enter campus to be:  

• symptom free,  

• wearing a facial covering, 

• in possession of a campus pass from the Cleared4 platform.  You can find the Cleared4 
platform information here in English and in Spanish.     

In addition, campus entry signage notifies all students, employees, and visitors of the requirement to 
wear a facial covering indoors, regardless of vaccination status.  
In alignment with the most updated guidance from federal, state and regional public health guidance, 
Palomar College has instituted every precaution required to ensure the health and safety of all students, 
faculty, and staff. By registering for and attending face-to-face courses at Palomar College, all students 
have agreed to:  

• stay home if you are ill; leave campus if you start to feel ill. 

• use Cleared4 daily health screening by using your personal link.  You can find Cleared4 
platform information here in English and in Spanish.    

• wear a mask that covers your nose and mouth to help protect yourself and others whenever 
indoors.  

• respect the requests of others to stay up to 3-6 feet away.  

• wash your hands often with soap and water. Use hand sanitizer if soap and water aren’t 
available.  

• report any illness to your instructor, and complete and submit the COVID-19 questionnaire 
available at here. 

 
During the semester, it’s possible that requirements that allow us to be on-campus will change, and 
when that happens, your instructor will inform you of the new requirements and options to meet them. 

https://www2.palomar.edu/pages/covid19/files/2021/08/Student-Guide-COVID-eForm.pdf
https://www2.palomar.edu/pages/covid19/files/2021/09/Student-Guide-COVID-eForm_ES.pdf
https://www2.palomar.edu/pages/covid19/files/2021/10/Cleared4-Student-Communication.pdf
https://www2.palomar.edu/pages/covid19/files/2021/11/Cleared4-Student-Communication_es-US.pdf
https://www2.palomar.edu/pages/covid19/files/2021/10/Cleared4-Student-Communication.pdf
https://www2.palomar.edu/pages/covid19/files/2021/11/Cleared4-Student-Communication_es-US.pdf
https://www2.palomar.edu/pages/covid19/covid-19-questionnaire/
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(Optional) 

Weekly Schedule and Assignments (Subject to change) 
 
 

 

Readings: 
 

Textbook: Keeler, Hali R. Working with Library Collections: An Introduction for Support 
Staff, 2017. Chapter 1, Library Collections Today 

 

Additional Readings in Canvas 
 

Videos: 

• A Day in Technical Services 
• Koha_Create Staff Account 
• Technical Services Librarians Matter at Your Library: Finding a Career in Technical 

Services 
• Association for Library Collections and Technical Services (ALCTS)’s YouTube channel 

(Optional) 
 

Websites: Browse technical services department websites and some job announcements for 
technical services staff 

 

LIT program orientation (Extra Credit, 5 points) 
 

Discussion board post: 
Self-introduction; your experience or view of library technical services, your future career 
plan (10 points) 

 
Essay Question (20 Points) 

 
Practice: Create a staff account in Koha Klassmates (10 points) 

 
 

 

Readings: 
 

Textbook: Keeler, Hali R. Working with Library Collections: An Introduction for 
Support Staff, 2017. Chapter 7. 

WEEK 1 (1/31 – 2/5) INTRODUCTION TO TECHNICAL SERVICES 

Lesson 

Assignments 

WEEK 2 (2/6 – 2/12) TOOLS AND TECHNOLOGY 

Lesson 

https://youtu.be/btY1uKc06uY
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1438877&site=ehost-live&scope=site&ebv=EB&ppid=pp_3
https://youtu.be/Wru5fTcL0bU
https://youtu.be/a03pZzYLSpI
https://youtu.be/btY1uKc06uY
https://youtu.be/btY1uKc06uY
http://www.youtube.com/user/alctsce
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1438877&site=ehost-live&scope=site&ebv=EB&ppid=pp_83
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Additional Readings in Canvas 
 

Videos: 

• Library Service Platforms / Integrated Library Systems 
o What is Alma 
o Discover Koha Webinar: The Ultimate Guide to Koha 

• Electronic Resources Management 
o Electronic Resources Workflows and Tools (Optional) 

• Discovery Services 
o EBSCO Discovery Service - Tutorial  
o Introduction to Primo VE (Optional) 

 
 

 

Discussion Board Post: Describe the difference between commercial Library Service 
Platform (LSP) / Integrated Library System (ILS) and open-source ILS. (10 points) 

 
Essay Question (10 points) 
 
Quiz (10 points) 
 
Create an ePortfolio using Portfolium (10 points) 

 
Peer Review (Extra Credit, 5 points) 

 

 

Readings: 
Textbook: Keeler, Hali R. Working with Library Collections: An Introduction for 
Support Staff, 2017. Chapter 2, Collection Development, Chapter 3, Selection, Chapter 5, 
Collection Management, and Chapter 6, Inventory and Deselection. 

 

Additional Readings in Canvas 
 

Videos: 
• Choice Reviews Video Tutorials 

• Getting Started 
• Searching and Browsing 
• Lists, Saved Searches, and Alerts 

• Adding and Managing Suggestions in Koha Klassmates 
• Weeding the School Library 
• Resource sharing 

 

Assignments 

WEEK 3 (2/13 – 2/19) COLLECTION DEVELOPMENT AND MANAGEMENT 

Lesson 

Assignments 

http://exl-edu.com/01_Alma/Getting_to_Know_Alma/3_Orientation/Orientation_1_Welcome/
https://www.youtube.com/watch?v=QRfpNRoDy2M
https://www.youtube.com/watch?v=wFTEq_eVlOg
https://youtu.be/FXMrYV0uWFQ
https://www.youtube.com/watch?v=J73UtYdJ75I
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1438877&site=ehost-live&scope=site&ebv=EB&ppid=pp_13
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1438877&site=ehost-live&scope=site&ebv=EB&ppid=pp_31
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1438877&site=ehost-live&scope=site&ebv=EB&ppid=pp_57
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1438877&site=ehost-live&scope=site&ebv=EB&ppid=pp_69
https://www.youtube.com/watch?v=2cP_tNEQ60E
https://www.youtube.com/watch?v=KIp5r1t3dvE
https://www.youtube.com/watch?v=N_HZ93MpCOM
https://www.youtube.com/watch?v=h_OWp9NeddY
https://youtu.be/TbjcU1kG1Ss
https://www.youtube.com/watch?v=H2IkSHe0Qek
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Practices: 

• Create a list of 10 titles in Choices Reviews on a given subject. Describe    the criteria 
you have used to make the selection. (10 points) 

• Add these titles as purchasing suggestions in Koha Klassmates. (10 points) 
Essay Questions (20 points) 

 
 

 

Readings: 
 

Textbook: Keeler, Hali R. Working with Library Collections: An Introduction for 
Support Staff, 2017. Chapter 2, Collection Development, and Chapter 4 Acquisitions. 

 

Additional Readings in Canvas 
 

Videos: 

• Book Hooks - Library Book Acquisition 
• Maximizing Your School Library Budget 
• Create a budget and funds in Koha Klassmates 

 
 

Essay Question: Create a budget for a library and discuss the reasons for your budget 
allocation. (10 points) 

 
Assignment: Create a budget and funds in Koha Klassmates. (15 points) 

 
Quiz (15 points) 

 
 

 

Readings: 
Textbook: Keeler, Hali R. Working with Library Collections: An Introduction for Support 
Staff, 2017. Chapter 4 Acquisitions 

 

Lecture notes and additional readings in Canvas 

WEEK 4 (2/20 – 2/26) ACQUISITION – BUDGET, VENDORS AND DISTRIBUTORS 

Lesson 

Assignments 

WEEK 5 (2/27 – 3/5) ACQUISITION PROCEDURES -- MONOGRAPH 

Lesson 

https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1438877&site=ehost-live&scope=site&ebv=EB&ppid=pp_13
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1438877&site=ehost-live&scope=site&ebv=EB&ppid=pp_43
https://youtu.be/Qn_fcOlBxtg
https://youtu.be/Qn_fcOlBxtg
https://youtu.be/fagJ200n1qk
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1438877&site=ehost-live&scope=site&ebv=EB&ppid=pp_43
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Videos: 
• Creating a Vendor in Koha Acquisitions Module 
• Creating a Budget in Koha Acquisitions 
• Creating a Fund and Child Fund in the Acquisitions Module with Koha 
• Ordering a Purchasing Suggestion 
• Creating a Basket in Acquisitions and Adding a z39.50 Record to the Basket 
• Close the Basket and Receive Items 

 

• Pre-Order Search ((20 points)) 
• Acquisition procedures in Koha Klassmates (20 points) 

 
 

 

Reading: Lecture notes and Readings in Canvas 
 

Video: Deep Dive: Serials in Koha 
 

Practice: Explore non-book library resources 
 
 

Practice: Add serials in Koha Klassmates (10 points) 
 

Quiz (30 points) 
 

 
 

 

Readings: 
 

Textbooks: 
Shaw, Marie K. Cataloging Library Resources: An Introduction, 2017. Chapter 1, 
Introduction to Cataloging and Classification, Chapter 2, Catalogs, Collaborations, and 
Tools, and chapter 6 Metadata. 

 

Intner, Sheila S, and Jean Weihs. Standard Cataloging for School and Public Libraries., 
2015. Chapter 1, Introduction to library cataloging and Chapter 2, The cataloging 
environment. 
Additional Readings in Canvas 

Assignments 

WEEK 6 (3/6 – 3/12) ACQUISITION PROCEDURES – SERIALS AND DATABASES 

Lesson 

Assignments 

Midterm (120 points) 

WEEK 7 (3/13 – 3/19) INTRODUCTION TO CATALOGING AND CLASSIFICATION, 
AND METADATA 

Lesson 

https://youtu.be/GLijx8jgboI
https://youtu.be/qema4ep7QRg
https://youtu.be/khX_tu87C1w
https://youtu.be/HGRhcqL8SYs
https://youtu.be/eAW9UKX6slo
https://youtu.be/UPsgcM4dNKI
https://youtu.be/DFnS7BK5aPM
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_3
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_15
https://login.ezproxy.palomar.edu/login?url=http%3A//search.ebscohost.com/login.aspx%3Fdirect%3Dtrue&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_15
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_85
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=941339&site=ehost-live&scope=site&ebv=EB&ppid=pp_13
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=941339&site=ehost-live&scope=site&ebv=EB&ppid=pp_13
https://login.ezproxy.palomar.edu/login?url=http%3A//search.ebscohost.com/login.aspx%3Fdirect%3Dtrue&db=nlebk&AN=941339&site=ehost-live&scope=site&ebv=EB&ppid=pp_13
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Video: Supporting Cooperative Cataloging | Library Lab 

 

Website: Resources for Cataloging (Library of Congress) 
 

Discussion Board Post: Discuss the benefits of cooperation and collaboration in cataloging. 
(10 points) 

 
Quiz (30 points) 

 
 

 

Readings 
 

Textbooks: 
Shaw, Marie K. Cataloging Library Resources: An Introduction. 2017. Chapter 10, RDA, 
FRBR, and FRAD 

 
 

Lecture notes and additional Readings in Canvas 
 

Videos: 

• FRBR simplified 
• RDA in 10 Easy Steps (Optional) 

 

Cataloging Assignment (40 points) 
 
 

 

Readings 
 

Textbooks: 
Shaw, Marie K. Cataloging Library Resources: An Introduction, 2017. Chapter 3 
Authority Control. 

Assignments 

WEEK 8 (3/20 – 3/26) CATALOGING RULES 

Lesson 

Assignments 

WEEK 9 (4/3-4/9) ACCESS POINTS AND AUTHORITY CONTROL 

Lesson 

https://youtu.be/1oBf6g15bZ0
https://www.loc.gov/aba/cataloging/tools/
https://login.ezproxy.palomar.edu/login?url=http%3A//search.ebscohost.com/login.aspx%3Fdirect%3Dtrue&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_161
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_161
https://youtu.be/LPBpP0wbWTg
https://youtu.be/D3hafSNH_3A
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_33


 

 

LT 110 Spring 2022 Syllabus 

12 

Intner, Sheila S, and Jean Weihs. Standard Cataloging for School and Public Libraries, 
2015. Chapter 4, Name and Title Access Points 

 

Lecture notes and additional Readings in Canvas 
 

Video: Search Library of Congress Authority Files 
 

Practices: Search Library of Congress Authorities for name and title authorities 
 
 

Discussion Board Post: Discuss you experience in searching Library of Congress authority 
files and the records you have found (10 points). 

 
Cataloging Assignment: Find and Submit name and title authority records. (30 points) 

 
 

 

Readings: 
 

Textbooks: 
Shaw, Marie K. Cataloging Library Resources: An Introduction, 2017. Chapter 9 Subject 
Classification 

 

Intner, Sheila S, and Jean Weihs. Standard Cataloging for School and Public Libraries, 
2015. Chapter 5, Subject analysis and Chapter 6, Subject heading authorities. 

 

Practices: 

• Find LCSH Authorities Records 
• Identify authorized LCSH headings in a library catalog record 

 

Cataloging Assignment: Find and submit LC Subject Authority Records (15 points) 
 

Quiz (25 points) 
 
 

 

Assignments 

WEEK 10 (4/10-4/16) SUBJECT HEADINGS 

Lesson 

Assignments 

WEEK 11(4/17 – 4/23) CLASSIFICATION SYSTEMS 

Lesson 

https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=941339&site=ehost-live&scope=site&ebv=EB&ppid=pp_51
https://youtu.be/VygLMvuY-HA
http://authorities.loc.gov/
https://login.ezproxy.palomar.edu/login?url=http%3A//search.ebscohost.com/login.aspx%3Fdirect%3Dtrue&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_139
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_139
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=941339&site=ehost-live&scope=site&ebv=EB&ppid=pp_71
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=941339&site=ehost-live&scope=site&ebv=EB&ppid=pp_79
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Readings: 
 

Textbooks: 
Intner, Sheila S, and Jean Weihs. Standard Cataloging for School and Public Libraries, 
2015. Chapter 9, Classification and Call Numbers. 

 

Videos: 

• Library of Congress Classification: How books are organized in Academic Libraries 
• Dewey Decimal Classification System 
• Principles of Classification (Optional) 

 
 

Discussion: (20 points) 
 
 

 

Readings: 
 

Textbooks: 
Shaw, Marie K. Cataloging Library Resources: An Introduction, 2017. Chapter 7, Dewey 
Decimal Classification System, and chapter 8, Library of Congress Classification System. 

 

Videos: 

• Classification Web 
• Dewey Decimal Classification (DDC) and WebDewey 

 
 

Classification Assignment (60 points) 
 
 

 

Readings: 
 

Textbooks: 
Shaw, Marie K. Cataloging Library Resources: An Introduction, 2017. Chapter 4, 
MARC21 Records and Chapter 11, BIBFRAME: Preparing Catalogers for the Future. 

 

Intner, Sheila S, and Jean Weihs. Standard Cataloging for School and Public Libraries, 
2015. Chapter 12, Computer Encoding. 

Assignments 

WEEK 12 (4/24 – 4/30) CLASSIFICATION SYSTEMS 

Lesson 

Assignments 

WEEK 13 (5/1 – 5/7) COMPUTER ENCODING—MARC AND BIBFRAME 

Lesson 

https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=941339&site=ehost-live&scope=site&ebv=EB&ppid=pp_119
https://youtu.be/Vq_nXCKqvvI
https://youtu.be/PJ3iEWnIrU8
https://youtu.be/5aaCr9vpmxc
https://login.ezproxy.palomar.edu/login?url=http%3A//search.ebscohost.com/login.aspx%3Fdirect%3Dtrue&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_103
https://login.ezproxy.palomar.edu/login?url=http%3A//search.ebscohost.com/login.aspx%3Fdirect%3Dtrue&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_103
https://login.ezproxy.palomar.edu/login?url=http%3A//search.ebscohost.com/login.aspx%3Fdirect%3Dtrue&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_121
https://youtu.be/F7_DKgs2V3I
https://youtu.be/pX6AxjV9fVU
https://login.ezproxy.palomar.edu/login?url=http%3A//search.ebscohost.com/login.aspx%3Fdirect%3Dtrue&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_49
https://login.ezproxy.palomar.edu/login?url=http%3A//search.ebscohost.com/login.aspx%3Fdirect%3Dtrue&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_179
https://youtu.be/pX6AxjV9fVU
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Videos: 

• MARC Bibliographic basics 
• Library of Congress BIBFRAME Developments (Optional) 
• From MARC to BIBFRAME: An Introduction (Optional) 

 

Practices: 

• Interpreted MARC Records 
• Find and Review MARC Records 

 

• Interpreting MARC Records (20 points) 
 
 

 

Readings 
Textbook: Shaw, Marie K. Cataloging Library Resources: An Introduction, 2017. 
Chapter 5, Copy Cataloging. 

 

Additional Readings in Canvas 
 

Videos: 

• OCLC Connexion Search 
• Cataloging with Z39.50 (Copy Cataloging in Koha) 
• Original cataloging in Koha Klassmates 

 
 

• Copy Cataloging Assignment (30 points) 
• Original Cataloging in Koha Klassmates (30 points) 

 
 

 

Readings 
 

Textbook: Keeler, Hali R. Working with Library Collections: An Introduction for 
Support Staff, 2017. Chapter 9, Material Preparation, Chapter 10, Preservation and 
Security, and Chapter 11, Basic material Repair. 

 

Additional Readings in Canvas 

Assignments 

WEEK 14 (5/8 – 5/14) COPY AND ORIGINALCATALOGING 

Lesson 

Assignments 

WEEK 15 (5/15 – 5/21) COLLECTION CARE 

Lesson 

https://youtu.be/Wa1Y21Q2-sI
https://youtu.be/K3nZuydvTBQ
https://youtu.be/OQijXJauo8I
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1445317&site=ehost-live&scope=site&ebv=EB&ppid=pp_67
https://youtu.be/hw5hMnnzXcs
https://youtu.be/AAndm9nz4rI
https://youtu.be/ZePoCuQojNQ
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1438877&site=ehost-live&scope=site&ebv=EK&ppid=Page-__-108
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1438877&site=ehost-live&scope=site&ebv=EB&ppid=pp_129
https://login.ezproxy.palomar.edu/login?url=http%3A//search.ebscohost.com/login.aspx%3Fdirect%3Dtrue&db=nlebk&AN=1438877&site=ehost-live&scope=site&ebv=EB&ppid=pp_129
https://login.ezproxy.palomar.edu/login?url=http://search.ebscohost.com/login.aspx?direct=true&db=nlebk&AN=1438877&site=ehost-live&scope=site&ebv=EB&ppid=pp_145


 

 

LT 110 Spring 2022 Syllabus 

15 

 
 

Videos (optional): 
• Pre-processing Books 
• Processing Library Materials-Book Jackets 
• Processing Library Materials-Hinges, AV Cases, etc. 
• Library collection care videos playlist 

 
 
 

• Quiz (30 points) 
 
 

 

Readings in Canvas 
 

Videos (Optional): 

• Future of Technical Services (Part 1): An Overview of the Future of Technical Services 
• Future Technical Services (Part 2): Current Trends & New Skills in Technical Services 
• Future of Technical Services (Part 3): Technical Skills for the Future 

 
 

Discussion Board Post: Discuss the future of technical services. You can choose one or 
more aspect of technical services (acquisitions, collection development, library systems, 
cataloging and processing) (10 points) 

 

 
 

 

Assignments 

EPORTFOLIO PROJECT (60 points) 
 

    
 
FINAL TEST (140 points) 
 

    
 

Assignments 

WEEK 16 (5/23 – 5/28) FUTURE OF TECHNICAL SERVICES 

Lesson 

https://youtu.be/kz_baPEc_c0
https://youtu.be/U8hb-dbb-OI
https://youtu.be/k6fmTv_jkF0
https://www.youtube.com/watch?v=3pUZ9IIr9Z8&feature=youtu.be&list=PL9876A71BE2C6220C
https://youtu.be/ktowkO_kShs
https://youtu.be/NEoHl-eFJak
https://youtu.be/zfvFQO0Ey1A
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