SECTION 10.0

Authority Control : Verifying Name, Title, and Subject Headings

Background:

“Authority control” is the process of maintaining consistent access points (name, title, subject
headings) in a catalog. For example, by using the same version (“authorized” form) of a name for
an author, the patron can find all the works by that person using 1 author search in the PAC.
Authority records provide the authorized form of the name and “See” and “See Also” references
for variations of the author’s name. The authorized form of the name heading should be used in all
bibliographic records.

The OPAC Committee (2/26/2014) confirmed that authority control is important to patrons. All
Bibliographic Unit and jurisdiction catalogers are required to verify headings (name, title,
subject) in all new records for all formats added to the catalog to make sure the form of the
heading in the bibliographic record matches the authorized form in the authority record.
The Bibliographic Unit will continue to only add authority records or do authority control cleanup
when requested by staff. The Supervising Cataloger can create new authority records upon
request. Any trained cataloger can add new authority records from a source like Library of
Congress to the catalog.

Because we have not been adding authority records for new headings for several years, you may
not find authority records in Polaris for all the headings. If you can’t find an authority record in
Polaris for your heading, you can search one of the following “authority files” to see if you are
using the correct form of the name in the bibliographic record:

e Library of Congress Authorities located at http://authorities.loc.gov/

e Authorities in the SkyRiver client

NOTE: The Cataloging Committee previously agreed that staff do not need to verify name, title,
and subject headings for short bibliographic records entered for books and DVDs that the
Bibliographic Unit will overlay with fully cataloged records. However, you should verify names,
series, and any subjects you add for a bibliographic record entered for materials not fully cataloged
by the Bibliographic Unit. At a minimum, staff should verify the headings that do not match
existing full headings when you use the “Check Headings” (or Ctrl-J) command in a bibliographic
record in Polaris.

See the following pages for how to verify headings in Polaris bibliographic records and examples.

Summary Steps:

1. Verify name, title and subject headings in Polar bibliographic record by using “Check
Headings” function.

2. Use the Authority Records “Keyword” or “Heading” search to look up the specific authority
record for a name (personal or corporate body), title, or subject in Polaris.

3. Look at the Authority record for each similar name and read the 670 and other fields to see
if the authorized heading matches the right name.

4. Copy the authorized form of the name from the authority record into the bibliographic
record.
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Verifying Headings in Polaris Bibliographic Records:

Step 1. To verify name, title and subject headings all at once in a Polaris bibliographic
record, click on the “Check Headings” button or use Ctrl-J while the bibliographic
record is open or Save the bibliographic record (Polaris automatically checks headings
when you Save):

Bibliographic Record 24689 - MARCZ21 - Polaris
 File Edt Yiew Links Tools Help

DzESE (X[®] ¢ |2e)es)/ER2 e 2 @
Control nurnber: I 24689 Owner: IBIack Gold Cooperative Library Syskem (sys) j Record status: IF IV Display in PAC

Title: I The Labradar retriever : a comprehensive guide ko buying, owning, and training [~

Tag | Ind | Data

LDR cam 22 8a 4500

001 24689

003 OcColc

oos 20140317080610.0

003 00041152000 wiua Q00 0 eng
010 +a00009072

ozo +31572233877 (hardcover ! alk. paper)
035 faocmd43s641s4

040 $aDLCHDLCHdDPLEIBGC

04z *apec

049 +aBGCS

aso [ulu} +a5F429.L3+h5538 2000

[al=H] aa +ab36.752/74221

= « [& Bibliographic Record

099 +23636,7527

100 1 fasmith, Steve,

245 14 +aThe Labrador retriever #ba comprehensive guide to buying, owning, and training fchy Steve Smith.
280 +aMinogua, Wis, #hWillow Creek Press#cc2000,

300 #3112 p. #hcol. ill. #c21 cm.

490 i taBreed basics #v1

650 1} +alabrador retriever,

30 u] $aBreed hasics #vl,

When you save the record or click on the “Check Headings” button, you will see 1 of 3 things
happen:

a. If no heading problems are found, you will see a window pop up:

Polaris |

'ol Mo heading problems were Found,

1) If no heading problems are found, but you have a common name like “Smith,
Steve” without additional information like birth dates, you should still “check the
authority file” (search for an authority record) and verify that the name is used for
the correct author. See Step 2.
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Note: The “Check Headings” function, does NOT verify whether you have the right heading in the
bibliographic record for an “undifferentiated name” (common name used by several people when
the cataloger was unable to confirm distinguishing information like birth date for a specific
author). For example, you may have “Smith, Steve” which matches one authority record for
someone who has written about pole vaulting and other authors, but your Steve Smith writes
books about dogs so he should be entered as “Smith, Steve,|d1947- in the bibliographic record.

Example of “Undifferentiated name” authority record:

.u Contral number: |24493 Record status: IFinaI
e,
L] Heading: ISmith, Steve
O
L
Q: Tag | Ind | Data
LDER @ 22 n 4300
i‘} oo1 24408
ol | o 20061221084421,0
ol | ooa 820609n| acannaabn |n aba
el | 0:5 an 82078899
g oiao $an 82078599
q o35 Fa(0ColCiocad0? 75615
035 +a(Uk) 000545543
ll 040 FaDLCHeDLCFADLCHdDLC - R DLCHUId DLCFdRPBFd UK ADLC
- 100 1 +aSmith, Steve
667 taManual MNAR for Steve Smith, subject of Pole Vault, Mot in LC,
670 +a[Added entry for Pole vault]
670 #aData from Track & field news for Pole vault [MP] 1973 (subj.)#b{Steve Smith)
670 +a[Author of The good old days]
670 #aHis The good old days, 1991:#bcover (Steve Smith)
670 +a[Arranger of Southern mountain dulcimer]
670 #aSouthern mountain dulcimer, c1995:#bt.p. (arranged by Steve Smith)
670 #a[Editor of PCT bird management field guide]
670 #aPCT bird management field guide, c1999:#bt.p, (Steve Smith)
670 ta[Author of Bersham, the early years]
670 taBersham, the early years, 1984
670 #aBL H&SS, 5 May 2001#b(hdg.: Smith, Steve)
670 +a[Author of Dining on Babylon 5]
670 #aDining on Babylon 5, 1998:#bt.p. (Steve Smith) BL AL sent 21 July 1999
670 falArtist of All new door comix]
670 #apll new door comix, c1971:#bt.p. verso (graphics by Steve Smith)
&70 taflllustrator of If towns could talk ...]
670 #alf towns could talk ..., 2001:#bt.p. (Steve Smith) BL AL sent 17 Aug. 2006
675 FVAY i Armer, 1980-81+3WW in the East, 1981-82#aWorking press of the nation, v. 2, 1981 #aMew encyclopedia of,
1977;+aHalls of Fame, sports, 1977 #alnt, ww in music, 14th-15th eds, *aASCAP biog. dict, 4th ed.*aMantle Fielding's Dict. of
Amer, painters, sculptors & engravers, 2nd ed. a3V, 2006|

2) If no heading problems are found and you have a unique name, then you are done.

b. If you have any unlinked headings (no matching authority record found), the Check
Headings Assistant window pops up with a list of the problem headings. In this case,
go top Step 2, to look up the authority record.
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Example showing Check Heading Assistant window listing unlinked authority matches for a name
and subjects:

‘

Check Headings Assistant

The bibliographic headings with no exact authority matches are lisked below, Continue Saving I
Heading | Solution | Details
100 1 #asmith, Skeven Trent Leave heading unlinked
610 20 #aCrevalle (Submarineg) Leave heading unlinked Edit Record

610 10 #alnited States, #bMavy+xSearch and r...  Leave heading unlinked
A50 0 FaWwarld war, 1939-1945%xInderground... Leave heading unlinked
651 0 *akeagros Island (Philippines)®xHiskary, Leave heading unlinked Cancel

Presiew

Help

Ml

c. Insome cases, you may not see any window pop up when you save a record that was
previously added to Polaris. You are done.

Step 2. Use the Authority Records “Keyword” or “Heading” search to look up the specific
authority record for a name (personal or corporate body), title, or subject in Polaris. The
“Keyword” search is best for looking up name/title series. Copy or type the search term into
the “For” box as shown below. It is often better to try a shorter version of the name, and you
may need to search for alternative names.

'5_‘ Authority Records - Heading Find Tool: 1
File Edit Tools Options Help

General I Settingsl Scnpingl Branches Eollectinnsl Databa$E$|

Search Mode ﬂl
Object: Authority Records | Limit by: |{Mone) ~
I J I J @ Mormal Stop |
Search by IHeading j Walue: | i Pawer
Mew Search
Tvpe: IExact makch {implicitly truncated) j sqL 4|
Sork by I(None}l j [~ Count Only Clear |
Far: Ismith, skeve j Help |
Heading I Control Mum, .. I Bib Count | See Also ... I Mame I Subject | Series I
amith, Steve 24495 2 il Y b N
amith, Skeve, drummer 49002 1 0 i W il
amith, Steven D 60954 1 u] ¥ b M
amith, Steve, 1939- 61586 1 u] Y b N
amith, Steven 5., 1953- £9755 1 u] Y i N
amith, Steven B., 1966- 230676 1 il Y b N
amith, Steven Phillip 277102 1 u] Y b N
amith, Steve, 1947- 200575 1 u] Y i N
amith, Steve, 1955- 313647 2 il Y b N
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Step 3. Look at the Authority record for each similar name and read the 670 and other fields
for what that person has written or worked on to find a match to the name.

a. If you find a matching name, copy the established form of the personal name from the 100
field of the authority record and paste it into your bibliographic record. (Other 1XX fields
are in authority records for other types of headings like series and subjects.) The RDA
(Resource Description & Access) authority records may also have helpful information
about the name in new fields like the 374 Occupation field which may help distinguish
between different authors.

For more information about the specific fields in authority records, see the MARC 21 Format for
Authority Data found at: http://www.loc.gov/marc/authority/

An example of a fully established authority record for a personal name:

Authority Record 299575 - MARCZ21 - Polaris [_ [0
File Edit Yiew Links Tools Help
3 i =
N2HSE (X|B] &[=0)e| o =2 ¥ & &) 9
.'c Cantral number: |2995?5 Record status: IFinaI
e,
8 Heading: ISmith, Steve, 1047-
]
m Tag | Ind | Data
S LLDR nz 22 n 4500
ram 001 209575
t: oos 19880402074127.7
Q o0& 880224n| acannaab| 2 aaa
:E 035 fan 83074346
:3 aio fan 88074346
q 040 faDLCHcDLC
100 1 +asmith, Steve#cd1947-
_-2-'3! 400 1 fasmith, Stewven R, #d1947-
670 +aHis Woodcock shooting, c1988+bCIP t.p. (Steve Smith)
570 +aConternp, auth, c1986:#kw, 118, @, 439 (Smith, Steven R, b, 4/9/47, Leslie, Mich., editor of Michigan sportsman)
907 +3,a11747341+h09-10-01+c09-10-014chvte -+-
9595 4 +alDR57 LDR 20070922054048 LDR LDR57 LDR 2007092205404 LDR

The “040 |aDLC” tells us that this is an authority record established by the Library of Congress.
The 100 field contains the established (authorized) form of the name.

The 670 fields are notes about the source of the established name (where it was found) and may
also contain biographical information about the person.

Some older authority records in Polaris may have 907 and 908 local fields that were migrated over
from the previous catalog.

See the following example of an RDA authority record and how the 400 cross-reference field
shows up in the OPAC.
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An example of a fully established RDA authority record for a personal name

Authority Record 402156 - MARC21 - Polaris =] B3

DI2|H|S {X|R] & [=[)e |~ E=2| ¥ & £ 9

‘G Control number: |402155 Record status: IFinaI
e,
| Heading: |Temple, Shirley, 1928-2014
O
U
q Tag | Ind | Data -
LDE @ 22 n 4300
b oo1 402156
gl | 005 20140224085202.0
Q oos 800324n| azannaabn |a aaa
il | 010 an 60004347
qS 035 F+a(0ColCiocald386997
( 035 +32364561
035 339194
_fl 040 +aDLCtbengterdatcDLCHdPPI-MARIUPBHIEN+cUPB+dDLC
- 100 1 +aTernple, Shirley $d1928-2014
400 1 +ahgar, Shirley Temple #c1928-2014
400 1 +aBlack, Shirley Temple +d1928-2014
400 1 faBlack, Charles A, #cMrs, #d1928-2014
670 +aMack, G. The story of Shirley Temple, c1934,
670 +aMew Grove dict. of Amer, mus#b(Temple (Black), Shirley; b, Apr. 23, 1928, Santa Monica, CA; actress and popular singer)
670 +aknc of pop. mus., 3rd ed#h{Temple, Shirley; b. Apr. 23, 1928, Santa Monica, Calif,; actress, singer, and dancer)
670 3w of Amer, woren, 22nd ed#b(Black, Shirley Temple (Mrs. Charles A, Bladky; b, Apr. 23, 1928, Santa Monica, Calif,;
former ambassador, former acress)
670 +a5hirley Termnple festival, 2002:#bcontainer thistoric newsreel footage of her marriage to the late John Agar)
670 +aMew York times (online), viewed Feb, 11, 2014 (Shirley Temple Black; b, Shirley Jane Temple, Apr. 23, 1928, Santa
Monica, Calif.; m. John Agar Jr, 1945 (div, 1949); m. Charles Alden Black, 1950 (d. 2005); d. Monday night [Feb. 10, 2014],
Woodside, Calif, aged 85)
678 [u] +35hirley Ternple (1928-2014) was an actress, performer, and ambassador,
046 #19280423+g20140210
370 faSanta Monica (Calif #bWoodside (Calif.)
374 +aMotion picture actors and adtressestafmbassadors#2lcsh
374 fafctorszitoamc
374 +aSingertZitoamc
374 +aDancertZitoamc
374 +asmbassadoriZitoamc
375 +aferale
377 *aeng| -
378 #gShirley Jane

The 400 fields contain the “See” cross-references for the established name in this authority record.
Some name authority records may include 500 fields with “See Also” tracings to identify different
but related authorized forms of headings. New/upgraded RDA authority records contain fields that
can describe more specific information like 374 Occupation, 375 Gender, and 376 Family
Information.

Example of 400 See reference in the OPAC (comes from the authority record):

Search for: | Author %

that begins with: | Black, Shirley x || Gt |

10 | per page < Previous 10 Headings = Next 10 Headings =

Browse Headings #
Black, Shirley Temple, 1928-2014 -
SEE: Temple, Shirley, 1928-2014 4G
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b. If you do not find a matching authority record in Polaris, search another authority file like:

e Library of Congress Authorities located at http://authorities.loc.gov/

e Authorities in the SkyRiver client: Catalogers using the SkyRiver database can use the
“Verify Headings” function available in bibliographic records to verify if the
“headings” are valid. See the separate SkyRiver Client Cataloging Procedures for more
details.

c. If no matching authority record can be found, just record the name as it appears on the
book or refer it to the Bibliographic Unit. Verify any other unlinked headings found in
your bibliographic record. You are done.

NOTE: For full authority control, the trained cataloger can also import the authority record,
especially in cases where cross-references are helpful to patrons.

Resources:
o See the most recent version of the Polaris Cataloging Guide for directions on “Checking
Authority Headings” or use online Help within Polaris.
e Contact the Cataloging Supervisor if you have any questions about a specific heading.
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