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RECEIPT OF NEW BOOKS

Delivery of new books from 
various library vendors takes 
place on an ongoing basis 
although most deliveries take 
place on Wednesdays and 
Thursdays.  Once orders ar-
rive from the various vendors, 
the number of delivered 
cartons is checked against 
the amount refl ected on the 
waybill and delivery note.  

After verifying that the cor-
rect number of cartons has 
been received, the delivery is 
signed for and a copy of the 
delivery note is fi led as well 
as recorded in the delivery book.  The new books are unpacked 

according to the 
date it has been 
delivered or by 
special request for 
urgent processing.  

Delivered car-
tons are unpacked 
and the total 
amount of books 
in the cartons are 
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INTRODUCTION

This second article about the different sections in the Western 
Cape Provincial Library Service highlights the Cataloguing and Prep-
aration sections. The whole process of getting a book on a library’s 
shelf incorporates practically every section of the Library Service. 

It starts off with the delivery of the approval copies and con-
tinues through the book selection process, orders and payments, 
cataloguing, the physical preparation, the linking of the records on 
PALS, the promotion of the item in the CL and fi nally, distribution to 
the regional and public libraries. When I started working in Central 
Organisation, it always felt as if I worked in a production line as all 
these processes are so interlinked and sections are most of the 
time dependent on the output of another.  There are challenges in 
the sections that we will have to address, hopefully in the coming 
months on a short-term level as well as through strategic planning 
in the next fi ve years.

‘I am often astonished by the amount of dedication, loyalty and 
commitment of my colleagues and it is an absolute pleasure and 
privilege to be working with all of them,’ said Tessa Caroline, Deputy 
Director: Central Organisation.

PREPARATION SECTION

The main purpose of the Preparation Section is the receipt, 
processing and dispatching of new library material.  This section is 
indeed a hub of different activities that mainly focus on the process-
ing of books by means of work specialisation.  The activities range 
from the initial receipt of new library material to the fi nal dispatch 
of weekly consignments to fi fteen regional libraries within the West-
ern Cape Provincial Library Service.  The receipt and preparation of 
books include those that have been ordered by Conditional Grant. 
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The book: from shop to shelf

 New books shelved in storage area.
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accurately counted and checked against the invoiced total.  If the 
total numbers of books unpacked from the cartons are correct, the 
books are shelved in one of fi ve different stores.  At this stage, a 
‘master copy’ is created containing information which includes the 
vendor details, shelf number where the book is packed and the total 
number of copies received.  This ‘master copy’ is promptly taken to 
the Orders Section for electronic payment of delivered books.

RECEIPT OF 
MASTER COPY

Upon receipt of the 
master copy, Eleanor 
Slabber (general 
worker) matches 
the specifi c printed 
acquisition form 
(PAF) to each title 
received.  The books 
are then handed out 
to the different of-

fi cials who are each allocated a specifi c vendor that they deal with.  

PAYMENT 

Each offi cial then 
checks to see that 
the right quantity 
has been delivered.  

The price should 
also be the same 
as that origi-
nally quoted.  If the 
information is cor-
rect, the titles get 
recorded as paid 
on PALS before the 
electronic payment is done on the Basic Accounting System (BAS).  

All paid master copies are then packed onto a trolley awaiting 
verifi cation by a senior offi cial.

CATALOGUING PROCEDURE

After new books have been paid 
by the Orders Section, master 
copies of each title are put on a 
trolley for Management to verify 
the information on the acquisi-
tions record and sign before going 
to the Cataloguing Section.  Here 
Tessa Caroline (Deputy Direc-
tor : Central Organisation) checks 
information on the acquisition 
records.This is a risk management 
control put in place to ensure that 
the correct title, price and copies 

have been delivered by the supplier.  When the master copies reach 
the cataloguing section, information on the printed acquisition form 
(PAF) are then again 
checked and verifi ed 
by the library assist-
ants to make sure 
that the information 
corresponds and 
that all discrepancies 
were followed up 
and corrected on 
PALS.   

Here Elizabeth 
Vockerodt (senior 
library assistant) and 
Nazlie Warner (senior library assistant) are checking the trolley.

CATALOGUING SECTION

The main function of the Cataloguing Section is to make an online-
catalogue available on PALS of all the library material acquired by 
the Western Cape Provincial Library Service.  In this context, we 
have been referred to as the ‘engine’ of the Library Service.  It is 
essential for staff to input information as accurately as possible in 
order to ensure successful retrieval of information by library users.  
The supervisor of the Cataloguing Section is Bradley Meyer (on 
the left) with staff 
(ltr) Nazlie Warner,  
Annette Hordijk 
(principal librarian), 
Kelvin Saula (librarian), 
Shelly Plaatjie 
(librarian), Estelle 
Jakobsen (principal 
librarian), Elizabeth 
Vockerodt, Riana 
Fourie (principal 
librarian), and Bonang 
Maruping (librarian).

Nazlie and Pixie Burmeister (principal data typist) then sort the 
books into fi ction and non-fi ction categories, as well as those titles 
indicated as ‘red stickers’.  Red stickers get priority in processing and 
titles can vary from yearbooks to the latest bestseller or a book of a 
subject urgently needed for school projects. 

When cataloguing, the fi rst step is to search the entire online 
CPALS catalogue to see whether a bibliographic record exists or 
not.  In most cases a selection record has already been created and 
the bibliographic number then remains the same throughout the 
CPALS system.  

Fiction titles are generally catalogued by the library assistants, and 
non-fi ction titles by the librarians.  

ORIGINAL CATALOGUING

Original cataloguing for fi ction books is done since it is quicker to 
enter fi ction on PALS than to download from WorldCat. 
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COPY CATALOGUING

Downloading of non-fi ction titles from WorldCat involves the fol-

lowing procedure done by Pixie Burmeister (seen below):

•  after fi nding the correct bibliographic record on WorldCat, it is 

exported from WorldCat to PALS, and then edited as required 

(for example, spine mark, price, PALS bibliographic record number 

added, unnecessary data removed, et cetera) 

•  the completed bibliographic record is then uploaded to the 

mainframe

•  the bibliographic record is then indexed overnight, which makes 

the record searchable on PALS the next day if you look for the 

author, title, et cetera. 

Copying the 

record saves time, 

for example, sub-

ject headings don’t 

have to be retyped.  

However, some 

of the records on 

WorldCat are not 

such good quality 

and therefore need 

a lot of editing. 

The cataloguers make use of Anglo American Cataloguing Rules 
2 (AACR2) (soon to be replaced by Resource Description and Ac-
cess), Dewey Decimal Classifi cation System, Library of Congress 
Subject Headings (non-fi ction) and Machine Readable cataloging 

(MARC21).

The cataloguing work is then checked by the more experienced 

staff in the section, to ensure accuracy and hopefully prevent prob-

lems further down the line. 

As the cataloguers are responsible for the overall integrity of the 

database, they have to ensure that the main information on the se-

lection, acquisition and Western Cape Provincial Library records all 

corresponds.  The 

cataloguers edit the 

selection and acqui-

sition records on 

a weekly basis to 

ensure uniformity. 

There is quite a 

lot of work done 

in the background 

in some cases, for 

example, some 

juvenile non-fi ction 

books have to be 

bought as a set, which then need separate bibliographical records 

and acquisition records created before the physical processing can 

be done.  In the case of sets of encyclopedias, instructions regarding 

item record 

holdings need to 

be conveyed from 

the cataloguers to 

the Preparations 

Section.  

A similar cata-

loguing procedure 

is followed for 

Wheelie Wagon 

books (done by 

Annette Hordijk and Kelvin Saula, and audio-visual material by Shelly 

Plaatjie (above).

OTHER DUTIES

Apart from cataloguing, cataloguers do other tasks as well, for 

example, they assist other staff at the Library Service or public 

libraries with cataloguing and classifi cation queries, as well as with 

PALS-related queries such as duplicate bibliographic records, 

International Standard Book Number (ISBN) queries, or old items 

incorrectly linked.  Students and academics regularly request 

information for articles or projects.  Depending on the query, the 

staff member either refers them to the most knowledgeable staff 

member or answers the questions as succinctly and accurately 

as possible.  These queries can be dealt with in minutes or hours 

depending on the detail required and the topic concerned.

Pixie Burmeister is responsible for correcting old bibliographic 

records that were input from badly handwritten cards by the origi-

nal data capturers, and then batch loaded into PALS as the initial 

online-catalogue.  She also loads records for the online name and 

subject authority fi les, assisted by a cataloguer, Riana Fourie. 

The biggest ongoing project for the section is that of items 

without prices, for example, prices that weren’t on catalogue cards 

with the accession number prefi x B-D and were therefore never 

input by the original data capturers, or caused by some incorrect 

conversions from South African Machine Readable catalogu-

ing (SAMARC), et cetera.  There are currently still 12,000 items 

without prices. A few years ago there were 160,000 items without 

prices when Liesel de Villiers (former deputy director) discovered 

this problem.  Since then the section has steadily been working 

away on the items and hope to have it fi nished before the migra-

tion to BROCADE in January 2011.  

Sometimes staff members are also involved in once-off projects, 

for example, Riana Fourie compiled an in-house cataloguing 

manual in 2003 (revised in 2007) which is regularly used by PALS 

cataloguers.

This section is emotionally preparing to migrate from PALS to 

SITA Library Information Management System (SLIMS) powered 

by BROCADE.  The cataloguing will still be done with the same 
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 Christo Hattingh (general worker) affi xes 
spine mark labels on new books after verify-
ing the correct spine mark label information 
on the daily list 

 Gillian King (general worker) meticulously 
works out which sequence of barcodes must 
be attached to each title on the daily lists

level of expertise and commitment, the only aspect that will 

change are the processes and procedures.

DAILY LISTS

After the books are 
checked, Elizabeth Vock-
erodt of the Cataloguing 
Section and Jasmina Harker 
(senior library assistant) of 
the Selection Section are 
responsible for compiling a 
daily list of 30-40 new book 
titles that include the bib-
liographic data, spine label, 
storage location and sum to-
tal of each title. A daily list is 
approximately 2 000 copies.  
These titles are then sent 
through to the Selection 
Section for allocation on 

PALS and then to the Preparation Section who must then collect 
the books from the various stores as indicated on the daily book list.  
The ‘master copy’ of each title on the daily list is collected from the 
Orders Section before books are collected from the various stores 
and sent to the printing room while all the individual books undergo 
the physical preparation process.  

PRINTING

The principal machine 
operator receives book card 
stencils produced by the 
Tracing Section which con-
tains the bibliographical data 
of the specifi c titles.  Book 
cards (catalogue and yellow 
cards) are then mass printed 
as per the daily lists.  

One catalogue card of 
each title is kept to be 
used for the compilation 
of the accessions list that is 
published in the CL.  Spine 
mark labels are also printed 

as well as sequential 
barcode labels.  Seen 
here is Gammie Wil-
liams (machine op-
erator) printing book 
cards on daily list.

PREPARATION OF 
NEW BOOK

The preparation of 
new books entails 

various sub-tasks.  Two offi cials are used to affi x date slips and book 
pockets.  Self-adhesive see-through pockets are usually affi xed on 
board books for children.  Frikkie Diergaardt (general worker) (bot-
tom left) and Igsaan Williams (general worker) prepare the books.   

Once pockets 
and date slips 
are affi xed in 
all the books 
on the daily 
list, spine mark 
labels are stuck 
on the spine 
or front of the 
books.   

Once the 
new books 
have pockets, 

date slips and spine mark 
labels affi xed, three dupli-
cate barcodes are affi xed 
in each book.  

Above general worker 
Petra Oliver affi xes 
barcode labels in books, 
while Suthu Dakela 
(general worker) puts 
protective laminate 
labels over the barcodes.

The new books are 
now ready to be neatly 
covered with plastic 
(contract staff) that is 
pre-cut in fi ve different 

sizes (see left).



INSIDER’S VIEW
AMATHALA EENCWADI

Cape Librarian, March/April 20103636

             



       

New audio-visual 

materials are 

prepared by Rina 

Burger (general 

worker) in the 

same way as new 

books. 

CREATING ITEM 
RECORDS

After the physi-
cal processing of 
books is completed, 
item records are 
entered on PALS 
by linking the bar-
code in the book 
to the catalogued 
bibliographical data.

Once the process of physically preparing the item is completed, 
the next step in this process is to electronically dispatch books to 
regional libraries by linking the barcodes to regional patron identi-
fi cations.  Books are then packed on individual regions’ shelves and 

counted to ensure an accurate tally of totals.   

WEEKLY DISPATCH OF NEW BOOK CONSIGNMENTS

Once a week, usually on a Thursday, the new library material that 

has been processed is recounted, packed and physically dispatched 

to the various regional offi ces.  All packed cartons are weighed 

and dimensions are recorded on dispatch waybills.  Labels that 

correspond with the information on the waybills are affi xed on all 

cartons.  Couriers collect the sealed weekly consignment of new 

library material for external regions every Friday morning, while 

regional staff based at Library Service Head Offi ce collect their 

weekly consignment every Wednesday from room 109.  

 Nonzuzo Kanqu (general worker)

 Abdul Peterson (general worker)  Walter Ngcibi (general worker)

Handbook of  bureacrat ic  inact ion

Three Favourite 
Evasive Steps


