Wairarapa Library Service Processing Policy

Purpose

The purpose of thispolicy isto set best practice processesin place for the
effective and efficient processing of books for the Wairarapa Library Service.

The outcome of the application of this policy should be the unification of
bookstock appearance and the easy physical identification of books belonging to
the Wairarapa Library Service.

The processing should be to a standard which will enable booksto be shared
between the four librarieswithout any physical distinction and enable ease of
shelving at all four locations.

Procedure

1. All bookswill have an authorised barcode attached. The bar code will be
attached to the centretop of the outside of the back cover under the
covering material except wher e placing the bar code would unduly
interfere with any text on the back cover.

2. All bookswill have a date due dlip glued into the page opposite the back
cover except wherethiswill interferewith any essential text or picture. If
it isnot possibleto attach a date due dip here then inside the back cover
isthe next option.

3. M agazines, board books, picture books and puzzle books may have sticky
date due dlips attached where thisis more efficient. Sticky date due slips
should be avoided for all other typesof book.

4, Where appropriate genrelabelswill be attached to certain classes of
fiction books. Authorised genrelabelsare:

Westerns
Crime
Sci Fi
Romance
Horror

5. Labelswill be attached to all fiction booksto indicate charges. Authorised
labelsare:

FreeFiction
Rental



10.

11.

12.

13.

14.

All bookstransferred to the stack room will beindicated with the label
Stack

All childrensfiction shall belabeled JF and JNF on non-fiction.
All young adults books (fiction and non-fiction) shall be labeled YA.

All rental books and magazinesto have therental price ssamped in the
back cover next to the date due dip or on the date due sticker wherethis
isused.

All bookswill receive the following stamps::

Inside front cover

Inside back cover

Top of spine

Page 33 or the page near est wher e the stamp will not interfere with
any text or picture.

Only thefollowing authorised stampsto be used :

Wairarapa library Service Carterton
Wairarapa library Service Feather ston
Wairarapa library Service Greytown
Wairarapa library Service Martinbor ough

Purchase infor mation about all booksto beincluded on the top left of the
title page. Thisinformation to include:

Vendorsname
Replacement or recommended retail Price

On theverso of thetitle page (reverse of thetitle page) write the following

NCSitem number on receipt

Dewey classification (nf, ref , ya classified, loch or jnf only)
Alphabetical designation for all fiction (first threeletters of
authorsnameor title if edited collection of fiction)

Item category e.g. prf, ff, rf, nf, cd, jnf, ya, etc, etc

Some booksto receive Raeco Maori symbol sticker :

All booksin Maori language

All booksin dual English and Maori

Non-fiction bookson Maori artsor culture

Non-fiction books predominantly about Maori history (not
M aori/Pakeha relations)
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