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ISSUE LABEL

DURATION OF LOAN- Y-t Iater than the

This code -*[ 1ul. is an amer .d ﬂat.esimpliﬁed version of Livrwi;,  ‘sucia-
tion and American Library A:sociation Cataloguing rules: author and title
entries, Library Association. 1908, reprinted 1955. The editors are grateful
to the Library Association for permission to base this work on the full
code.

The rules are intended only as guidance on the essentials required in
author and title entries. Although an occasional indication of the need of
an added entry is given, no attempt has been made to cover in detail added
entries or cross references; for advice on these, and whenever the simplified
rules prove inadequate, reference should be made to the full Anglo-
American Code and to the other works named in the bibliography in this
pamphlet. o

School librarians will no doubt exercise their discretion in the adoption
of some practices suggested here. It is for individual librarians to decide,
for example, how rigorously they seck out the full names of authors.
Individual preferences may arise particularly in connexion with the lay-out
of entries: the class mark may be placed on the left instead of the right;
where typed entries are not possible, the use of capitals throughout head-
ings may be thought unsuitable; some librarians may consider an entry
clearer to their pupils if the book title is given a paragraph to itself, the
imprint following with the collation. On fundamentals, however, most
school librarians will agree, and the code and the suggested form of lay-out
can readily be adapted in detail to suit individual requirements.

1957

For the second edition the bibliography has been brought up to date and
minor revisions made in examples under some of the rules and in the final

section on sample entries.
1961



ENTRY AND HEADING

(A) Personal authors—under whom as author

1. Author entry. Enter a work under the name of its author whether
individual or corporate.

(a) Trease, Geoffrey
The young traveller in England and Wales.

(b) Amateur Swimming Association
Swimming instruction.

2. Joint author entry. Enter a work written jointly by two -authorS (in-
cluding correspondence) under the name of the one first mentioned on the
title page, followed by the name of the second, in the form Neurath, Marie
and Lauwerys, Joseph Albert. When there are more than two authors use
the form Doe, John, and others.

(a) Harrison, Molly and Bryant, Margaret Elizabeth
Picture source book for social history: sixteenth century.

(b) Clapham, Arthur Roy, and others
Flora of the British Isles.

3. Ilustrators. Enter books consisting solely of illustrations, or illustrated
works of which the illustrations are the chief feature, under the illustrator
or designer.

Michelangelo

The paintings of Michelangelo; edited by L. Goldscheider.

4. Music. Enter a musical work under its composer.
Schumann, Robert Alexander .
Scenes of childhood: easy pieces for the pianoforte.
5. Commentaries. When the text of a work is given with a commentary,
the work is to be catalogued under the name of the author of the text.
Shakespeare, William
The tempest; with a commentary by J. Williamson.

- Concordances. Enter a concordance under the author concordanced.
Shakespeare, William

New and complete concordance or verbal index to words, phrases, and passages 1n

the dramatic works of Shakespeare with a supplementary concordance to the poems
by John Bartlett.

7. Epitomes and selections. Enter an epitome, and selections from 2 Smglc‘
author, under the original author. (For entry of sclections from scvera
authors see Rule 17.)

(a) Homer

The adventures of Odysseus by F. S. Marvin and others,
(b) Keats) John

John Keats: 3 selection of his poetry; edited with an introduction by J. E. Morpurgo.

2



(B) Personal Authors—under what part or form of name

8. General rule. In general, enter persons of modern times under the
family name followed by the forenames. Variations from this practice are
noted in succeeding rules.

9. Surnames with prefixes. Enter surnames with prefixes under the part
following the prefix except (a) in English; (b) in French when the prefix
consists of or contains an article.

(a) English: De Quincey, De la Mare, Le Fanu.

(b) French: Du Bellay, La Fontaine, but Balzac, Honoré de.
10. Pseudonyms. (i) Enter under the best known name, ¢.g. Eliot, George.
(ii) Where a writer is well known under two or more names (e.g. Laurence
Meynell and A. Stephen Tring) enter under the name on the title page and
refer from the real name to the pseudonym: e.g. Meynell, Laurence. See
also Tring, A. Stephen, (pseud.). To entries under the pseudonym add the
abbreviation pseud. followed by the real name: e.g. Tring, A. Stephen,
(pseud. of Meynell, Laurence).

(C) Corporate Bodies as Authors
(i) Government Publications

11. General rule. Enter under names of countries, states, cities, towns, etc.
official publications issued by them or under their auspices. The names
of the departments, bureaus, etc. from which the publications emanate
are to be given as sub-headings. In the case of British publications the
heading Great Britain may be omitted.

U.S. Office of Education

but

Ministry of Education
Language: some suggestions for teachers of English.

(ii) Societies
12. General rule. Enter a socicty under the first word (not an article) of
its corporate name.

Birmingham Archaeological Society.
International Wool Secretariat.

(iii) Institutions (Establishments)

13. General rule. Enter an institution under the name of the place in
which it is located unless its name begins with a proper noun or adjective
or is a distinctive name, in which cases enter under the first word.

(a) Birmingham. University. Institute of Education.
(b) British Muscum,

(D) Title Entry

14. Anonymous. Ente_r anonymous works under the name of the author
when known, otherwise under the first word of the title not an article.

K



Make added entries for titles of all anonymous works whose authors are
known.
(a) Arnim, Mary Annette (Beauchamp) grdfin von

Elizabeth and her German garden.
(b) Secrets of other people’s jobs.

15. Bible and similar sacred books. Enter the Bible or any part of it (includ-
ing the Apocrypha) in any language, under the word ““Bible™.

Bible. Authorized version.
Bible. New Testament.
Bible. New Testament. Matthew.

16. Almanacs, year-books, etc. Enter under their titles almanacs, year-
books, and similar serial publications.
Whitaker’s Almanack. An almanack for . . . 1960.

The Statesman’s Year-Book: statistical and historical annual of the states of the
world for . . . 1960.

17. Collections. Enter composite works and collections of independent
works, essays, etc. by various authors under the compiler or editor,
individual or corporate. If the work of the editor or editing body seems
to be but slight and their names do not appear prominently in the publica-
Lions, enter under the title.

Smith, Janet Adam, comp.

The Faber book of children’s verse.

18. Encyclopedias and dictionaries. Enter encyclopedias and dictionaries
under the name of the editor, unless decidedly better known by their
titles. In doubtful cases enter under editor. Make added entry under the
publisher when the work is apt to be referred to by his name.

(a) Seligman, Edwin Robert Anderson, ed.

Encyclopedia of the social sciences.

(b) Concise Oxford dictionary of current English.

TITLES

19. Title. The title is usually to be given in full, and is to be an exact
transcript of the title page, except that mottoes and non-essential matter
of any kind may be omitted, the omissions being indicated by three d_Ot.S
(...). The punctuation of the title page is generally to be followed; if
there is no punctuation it is to be supplied.

2'0i Edition. Consider the statement specifying the edition as a part of the
title.

IMPRINT, COLLATION, SERIES NOTE

21. Publisher. Give the name of the publisher in the language of the title;
adopt recognised abbreviations.
Odhams Press, O.U.P.



ive, i i i If this
22. Date. Give, in arabic figures, the date found on the title page.
is a reprint date and it is desired to indicate the fact, the following form
may be adopted:

1950, reprinted 1961.

23. Date wanting. Where there is no imprint date the year of pUl).llCElthbl'lé
if it can be ascertained, is to be given in brackets, anfi if uncertain, to
given approximately. Otherwise use the abbreviation “n.d.”.

[195-7], [195-], [1958 7).

i ive i collation in the order .
24. g)o ﬂzﬁ:}gércé;-vsc:ltﬁ$zs?for of pages if the're is only one \./olume; give
paging in arabic or roman figures according to the book;
(ii) illustrations.
e.g. 2 vols.; xx, 225p.; illus.

25. Series note. Give the name of the series to which the book belongs in
parenthesis after the collation.

CONTENTS NOTE

26. Contents note. Give the contents of books containing several ::/?alr}fj
by the same author, or works by several authors, or works Or:zcsia]l ‘if
subjects, or a single work on a number of distinct subjects, estp " n};te
the collective title does not sufficiently describe them. The ((:jonefi[::s note
should be given a separate paragraph after the collatlgn an bi e o
If it is necessary to continue the note on a second card, m;trgr the words
(2), repeat the heading and short title, and continue a
Contents (continued).

Ridler, Anne

Henry Bly and other plays. Faber, 1950.

119 p.

Contents: The mask—Henry Bly—

The missing bridegroom.

CAPITALS AND PUNCTUATION

27. Capitals. (j) Capitals are to be used throughout head.in.gs wml1 lhc.
following exceptions: the word and between the names of joint au.t 19{;5;
the words and others as used in Rule 2; the abbreviations cgl.,fcomp., U gf
iti i ‘e to be used for names
such as Sir, etc. (ii) Initial capital letters are _be used name
persons p’ersgnciﬁéalt)ions, places, and bodle_s, for adjectives de:'ln(;.d ‘1-:-3‘3:
these nz;mes and for the first word of lhc_ title of a book[: }]n a lll(em]ocq[
cases avoid the use of capitals. In foreign languages follow 4
ractice. )
P Ii‘or a detailed expansion of this rule, with examples, see Rule 172 of
L.A. & A.L.A. Cataloguing rules.



28. Punctuation. The punctuation of the title page is generally to be
followed; if there is no punctuation it is to be supplied.

Brackets. Additions to the title or imprint should be enclosed in
square brackets.

Marks of omission. Marks of omission (...) are used to indicate
omissions from the title.

Question mark. The question mark following a word, date, initial,
or other item of the entry, signifies doubtful or probable.

Colon. A colon is used to separate a title from a sub-title or similar
explanatory matter.

Semicolon. A semicolon is used to separate the title proper from
the phrase relating to the cditor, translator, etc.
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SAMPLE ENTRIES

The following lay-out of catalogue cards is recommendedl; note that
(i) headings are entirely in capitals, (ii) except for their headings author,
classified, title and subject entries are identical.

1. Author entry, and Classified entry

AUJHOR Classa. No.

Title. Imprint
Tithe. Imprint (continued).

Collation. Series

Ace. No.
Example
SANDARS, EDMUND 595.7
!
h book of comron insects. 0.U.=,,
1946.
79p. 1llus. (Chemeleon booka)
Acc. lYo.
2. Title entry
i
BOCK CF COMMON IKGECTS 595.7
Sandars, Edmnd
book of common inseets. 0.U.P.,
9p. 1llus. (Chumeleon books)
(:) Acc. No.

Note: the initial article is omitted from the heading;

if preferred j
given in brackets. P 1t may be



3. Subject

entry for an THIECTS 333.7
alphabetical Sarldars, Edound

subi

“hU°°t A becok of common insects. C.u.>.,
catalogue 194€.

79p. illus. (Chaczeleon books)

O

Acc. No.

4. Subject
index entry INSECTS 595.,7
for use with
a classified
catalogue

O

SIMPLIFIED ENTRIES

Some teachers, and especially those working with junior children, will
Wish no doubt to adopt simpler catalogue entries than those already
illustrated. Entries may, of course, be curtailed by omitting details from
imprint, collation, etc., but quite apart from simplification of this kind a
for_m of lay-out may be adopted which, by aiming at complete uniformity,
lacilitates he making of cntries with the help of pupils.

1. Author entry, and Classified entry

In the author entry, the master entry made by the teacher, the author’s
name is given in capitals on the second line of the card, beginning at the
second margin. The classified entry is a copy of the author entry.

ga2
[OSMOND, EDWARD

A valley grows ur.

Acc. No.

O




2. Title entry

This is a copy of the author entry with the addition of the title in capitals
on the top line, beginning at the first margin.

VALLEY GRO%3 UP 942
OSMOND, EDWARD

A valley grows up.

Acc. No.

O

3. Subject cntry for an alphabetical subject catalogue

The subject heading is given in capitals on the top line and a copy of the
author entry follows.

GRE/AT BRITAIN - HISTORY 942
OSMOND, EDWARD
A valley grows up.

Acc. No.

O

4. Subject index entry for use with a classified catalogue

GREAT BRITAIN - HISTORY 942
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