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Best Practices for Reclamation/Batchload Projects

I. What is Reclamation
Reclamation (also called Batchload) is an OCLC service that matches an individual library's holdings with the OCLC database. This process adds OCLC numbers to bibliographic records which lack them in the library's catalog and ensures that the OCLC database has accurate holdings information for the library. Matches are based on basic access points found in the library's catalog: title, personal name/title, ISBN, ISSN, OCLC number, and LCCN. This one-time synchronization is free.

II. Task Force Charge and Process
a. Charge: In August, 2008 the VIVA Steering Committee created a “Refreshing” or Reclamation Task Force with a broad charge (see Appendix A). Possible outcomes ranged from orchestrating and coordinating Reclamation projects for libraries throughout the state to creating a best practices document and identifying statewide expertise to advise others.  
 
b. Process:
i. Membership: Ten librarians were nominated by their directors to serve on the Task Force. (See Appendix B for the Membership roster.)
ii. Meetings were held either by conference calls (Nov. 20, 2008) or in-person (April 3, 2009); inclement weather kept the entire committee from meeting face-to-face.
iii. Survey and Results: At our first meeting the Task Force decided that surveying VIVA libraries would help us identify who had already undertaken Reclamation projects, who was planning them, and what kind of report would be most useful. With Tansy Matthews’ help, the survey was developed and administered on SurveyMonkey in Dec. 2008.
iv. Results summary (Raw data is available upon request): 
1. As of December 2008, only 1 of 34 respondents had completed a Reclamation Project. As of Feb. 2010,  1 more Reclamation project has been completed (ODU), one is in process (UVa) and one is “on hold” (JMU)
2. When asked “Is your library planning a Reclamation Project? 3 replied “Yes,”’ 18 “No,” and 11 “don’t know.” Two respondents skipped this question. 
3. When asked “Does your library have plans to implement WorldCat Local?: 0 said “Yes”, 14 “No”, 18 “Don’t know”, and 1 “We already use WorldCat Local.”
4. Responses to the question “What kind of information would you like to see in a Best Practices document to help you as your library plans or undertakes an OCLC reclamation project” fell into categories such as Preparation, Workflow, Loading records to OCLC, List of types of records to include or exclude, and Cleanup.  A summary of these responses is contained in Appendix C.)

c. Scope of this report: Based on the survey results, the Task Force decided that there was insufficient interest in undertaking coordinated Reclamation projects throughout VIVA libraries at this time. Many libraries were taking a “wait and see” approach, hoping that a small number of libraries would go first, allowing others to benefit from their experiences. So, this report focuses on definitions, enumerates reasons for undertaking a Reclamation project and articulates Best Practices (as best we currently understand them) in order to aid individual libraries who decide to do Reclamation projects.
The survey did raise a number of problematic issues for which we have no best practices to suggest: what to do when print, microfilm, and electronic holdings are recorded on a single bib record locally instead of using separate records(i.e., multiple versions); whether to use the institutional-record or master-record approach in OCLC; pros and cons of using set records vs. analytics for multipart monographs and items in monographic series, etc. 



III. Why do a Reclamation Project? 

An OCLC/WorldCat Reclamation Project represents a large cleanup project, the major focus of which is increasing the accuracy of a library’s holdings in OCLC.  Despite a library’s vigilance in updating its WorldCat holdings, over a period of time, a library’s holdings accuracy tends to decay as a title is inadvertently omitted from the batch load or missed in a single update.  Likewise, staff may neglect to delete the WorldCat holding for withdrawn titles for any number of reasons over the same period.  By “resetting” the holdings based on the most current library catalog data, a library is ensuring the greatest accuracy possible.   This increased holdings accuracy obviously enhances discovery of library materials through WorldCat, but it also promotes a number of additional benefits for a library and its patrons.  

For interlibrary loan, for example, this greater accuracy decreases errant requests, as well as ILL staff time in confirming a library’s holdings against both incoming and outgoing requests.  It would also allow libraries to develop and/or offer unmediated borrowing services to its users. In addition, accurate WorldCat holdings ensure accurate reports from OCLC’s WorldCat Automated Collection Analysis Services (ACAS), resulting in more effective collection analysis for libraries using the WorldCat ACAS.  They also increase a library’s ability to successfully participate in co-operative collection and preservation efforts.

An additional benefit of a reclamation load is the ability to batch load categories of local holdings and/or records which have not been loaded into WorldCat previously.  OCLC allows a library to submit logical subsets of holdings in manageable files, which enables a library to review and upload specific subsets of locally held materials that have not previously been recorded in WorldCat.  A library has the option to load holdings only or to load locally edited records into WorldCat, thus enhancing discovery and access of the materials within WorldCat itself.  

Many libraries obtain MARC records from book vendors.  Because these records did not originate from WorldCat, they do not contain the OCLC number which is used as a reference and access point in WorldCat and a number of other systems and services.  However, the WorldCat Reclamation Project enables a library to obtain a file of corresponding OCLC numbers for the holdings uploaded to OCLC.  These numbers may then be uploaded to the library catalog to provide an additional link into the library’s catalog from not only WorldCat, but also such discovery tools as Google’s “Find this book in a Library” and OCLC’s Open WorldCat.  These OCLC numbers also provide an additional internal reference point for library staff when updating holdings, overlaying current MARC data onto existing catalog records, and other applications.

Finally, the synchronizing of holdings and addition of OCLC numbers to the local catalog, as well as the thought processes and procedural clarification involved in a reclamation project, position a library to avail itself of future opportunities in utilizing the local catalog, WorldCat, and other products and services to maximum advantage.  For some libraries, this may mean implementation of such enhancements as WorldCat Local, WorldCat Local "Quick Start", a next generation catalog product, or a Google Project.  OCLC's replacement for FirstSearch databases, WorldCat Local "Quick Start" will display hits based on OCLC's understanding of the library’s holdings. In order for users to find local materials quickly, OCLC must know libraries own/subscribe to them. For others, it may simply be a streamlining of processes or opportunity to rethink local best practices. 

IV. Project considerations

Before performing a Reclamation load, a library must plan and prepare carefully.  Since OCLC will perform one Reclamation Project for a library without charge; the library should use it wisely A number of decisions should be made, many of which are specific to the individual library’s organization, procedures, and needs.  The first question which should be answered is “Why is the library doing a Reclamation Project?” If the library’s goal is to implement WorldCat Local  or “Quick Start” their decisions about what data to send  and process may be different than for  a library whose goal is more accurate holdings for ILL or collection maintenance.

The library should then determine which staff members should be involved in the project, task assignments, and estimated time allotments.  Tasks would include such things as deciding what to include/exclude in the Reclamation, completing the batch load order form, creation and uploading of files, quality check of WorldCat loads, parsing and distribution of error reports, review and clean up of errors in the local catalog, reload of corrected files and/or manual correction of WorldCat holdings, uploading of OCLC number files and/or manual entry of OCLC numbers, tying up loose ends.  One person familiar with both the library and OCLC systems should serve as a technical contact and general liaison between the library and OCLC to coordinate and facilitate the entire process.

The task force assigned to the project will then be able to tackle preparatory work for the load.  First the task force must take steps to ensure that holdings will be kept in sync and that future records will be loaded into the catalog with OCLC numbers.  This may be accomplished in a number of ways.  For example JMU has begun obtaining records from WorldCat Partners (formerly PromptCat) instead of vendors, while UVA is beginning to use WorldCat Selection as a selection and ordering tool.  Either service has the advantage of automatic WorldCat holdings updates and OCLC numbers in catalog records.  Contracts with other material vendors should ensure that their records contain OCLC numbers.

The task force should consider whether there are other bibliographic/database cleanup activities that should occur prior to the start of Reclamation. For instance, UVA is in the final stages of clean-up from a de-duping project following the merger of the 3 catalogs formerly maintained by their Law, Health Sciences and University Library. The Task Force should also be prepared to undertake some post-project cleanup. Submitting a small test file to OCLC will provide information on the kinds of cleanup that will need to occur (see section VI.d of this report).

The task force should also consider whether the library should undertake related activities such as loading local holdings (volumes and copies), loading local data records (often done for Special Collections) and posting e-serial and e-book holdings to WorldCat.  While OCLC charges for local holdings and local data records, serials management vendors such as Serials Solutions frequently offer to post a library’s e-journal and e-book holdings as a free service. (See sections VIII c. and d. of the Bibliography).  The greatest advantage in loading this information exists in the detailed holdings information available to Interlibrary Loan staff, both locally and at other institutions.

Finally, the task force should consider timing and a timeline for accomplishing the Reclamation project.  Since there is little impact on patrons, the task force may wish to consider any conflicts with other large projects and low production periods to minimize WorldCat updates during the project and maximize the amount of time staff are able to devote to the file creation and subsequent clean up.

V. Types of records to exclude 

UVA decided to exclude the following categories of bibliographic records from their Reclamation project

a. Shadowed/supressed records where all copies have been marked as “withdrawn”
b. Shadowed/suppressed records where all copies have been marked as “lost”
c. Records for Equipment (i.e., headphones, circulating laptops, etc.)
d. Records for personal copies (predominately Reserve materials owned by faculty)
e. Records for Reserve photocopies, (if any still exist)
f. Items included in Westlaw (Law Library decision)
g. Records for On-order material, unless the item is an added copy
h. Records for In-process items, awaiting cataloging
i. SLS government documents (SLS = shipping list)
j. McNaughton books (popular reading; books rented, not owned by UVa)
k. Brief records, less than six fields
l. MARC records from Serials Solutions for electronic resources 
m. Records from vendors that don’t allow sharing with OCLC (See VIII.a.iii. Bibliography for the link to a list of vendors who have agreements with OCLC for loading their records into WorldCat)

In addition to agreeing that exclusion of these types of records was desirable, the task force also discussed the wisdom of excluding records for leased collections.  Decisions on what to include/exclude in a Reclamation load will certainly vary depending on the needs of each library, however. 



VI. Technical details

a. A Batch load Order form must be submitted to obtain a Project ID for the Reclamation. UVa recommends printing the form out first in order to gather the responses, before completing the online form.
b. Although OCLC offers one free Reclamation, a library may load multiple files which will be processed separately with individual error reports.  This allows library staff to not only control how specific collections are handled, but enables staff to logically divide the workload for clean up purposes. 
c. Coordination will need to happen with the Library’s Systems Librarian about when to send files, what sets of records to exclude and timing for uploading the returned records.  Systems staff will load files to an FTP site at OCLC’s direction.
d. A test file may be uploaded to work out any technical logistics prior to creating all files. UVA sent a file of about 500 records (300 from the University Library, 100 from the Health Sciences Library, and 100 from the Law Library). At some libraries, it may be possible to automate this process, but at UVA it wasn’t. The test file should contain records that you expect should be no trouble (i.e., they have OCLC numbers) and a variety of other records which lack OCLC numbers or may otherwise be problematic. In particular, UVA solicited records from Special Collections and Music catalogers. Here’s the format of UVA’s test file:
i. A text file (not .xls)
ii. Title control number for each record in the test file
iii. ONE title control number per line.
		
e. Once all files are uploaded to OCLC, the library’s project is placed in the queue with a current purported processing period within 90 days. (NOTE: WorldCat Local customers are given priority and moved to the front of the queue.)  
f. A file may not be larger than 90,000-100,000 records in order for OCLC‘s system to process the file, so a library’s database will need to be broken down into multiple files.
g. Library staff may continue regular activities and holdings updates to OCLC during the processing period.  ILL holdings will not be unavailable for any length of time.
h. When OCLC loads the files, they replace only holdings information which is prior to the date when the library created and uploaded the files so as not to overlay more current work.  
i. OCLC returns files of records with a log of problem records for cleanup.
j. The library uploads the returned files and re-indexes them.

VII. Where to get help:
a. JMU: Cheri Duncan duncancj@jmu.edu  (As of Feb. 2010, Reclamation project on hold)
b. ODU: Donna Hughes-Oldenburg dholdenb@odu.edu  (Reclamation project completed Fall 2009)
c. UVA: Esther Onega eeb4n@virginia.edu  (Reclamation project in process; to be completed May/June 2010)

VIII. Bibliography
a. Documentation from OCLC 
i. Batch Processing: www.oclc.org/batchprocessing/

ii. OCLC Concise Batch Processing Guide:

http://www.oclc.org/support/documentation/batchprocessing/using/concise_guide/default.htm

iii. Vendors who have agreements with OCLC for loading their records into WorldCat:

 http://www.oclc.org/us/en/worldcatlocal/support/vendor.htm

b. Documentation from other library reclamation projects

i. Orbis/Cascade Consortium (Pacific Northwest)
http://www.orbiscascade.org/index/wg-catalog-reclamation

ii. Oregon State University
http://libweb.uoregon.edu/orbis/index/reclamation-issues-and-questions/

Also provides link to a page which includes the steps the Oregon State University Libraries took to batchload their holdings to OCLC in preparation for Summit migration to WorldCat Navigator and the OSU transition to WorldCat Local in 2010./

iii. University of California
http://libraries.universityofcalifornia.edu/about/oclc_docs/Reclamation_BatchLoad_ProjectsGuidelines.doc

c. Local Data Record Uploading Guide: http://www.oclc.org/support/documentation/pdf/LDR.pdf

This guide covers all major features of OCLC's Local Holdings Record Updating Service.  (The LHRUS provides automated batch record processing, allowing OCLC members and participants to maintain local holdings information in WorldCat.) This Guide is divided into chapters including:
Overview of LHR Batch Updating Service; Patterned Non-MARC Holdings Data; Summary of Project Stages; Exchange Media and File Transfer. It is available online, in HTML format, at:  http://www.oclc.org/us/en/support/documentation/localholdings/LHR_batch_updating_guide/default.htm  
d. OCLC eSerials Holdings: www.oclc.org/eserialsholdings/

e. WorldCat Local:

"WorldCat Local at the University of Washington Libraries" Library Technology Reports. (44:6) Aug/Sept 2008
http://www.alatechsource.org/ltr/worldcat-local-at-the-univ-of-washington-libraries

RBMS Bibliographic Standards Committee documents regarding use of Worldcat Local for Special Collections materials:
“WorldCat Local Special Collections and Archives Task Force Final Report” (12/16/08)
“OCLC Response to the WorldCat Local Special Collections and Archives Task Force” (04/03/09)
http://rbms.info/committees/bibliographic_standards/index.shtml
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Appendix A

VIVA OCLC Reclamation and Batch Load Proposal -  Draft
August 20, 2008


Proposed Project
OCLC has offered all of its customers the option to do reclamation and batch load projects, in order to have OCLC’s database accurately represent each library’s holdings.  Each customer can perform one full reclamation project at no charge.  Follow up batch loads and cancel holdings requests can also be done at no charge, so long as they don’t require new programming at OCLC. 

Some VIVA members may have already participated in the reclamation and batch load or are in the planning phase.  It is proposed to establish a VIVA OCLC Reclamation Team to coordinate reclamation loads at each VIVA institutions.  The Team could highlight the pros and cons of doing these projects in a coordinated way.  Team members need to be appointed with the expertise to analyze, plan, implement, and evaluate the complex bibliographic and technical issues and workflows involved in this project.  The Team could assist in helping VIVA members with best practices related to a reclamation and batch load.


Advantages of a Reclamation Load to VIVA:
· Display accurate holdings for interlibrary loan. 
· Enhance discovery of collections held by each VIVA institution through WorldCat and through new services such as Google’s “Find this book in a Library” which depends on standard numbers for matching
· Provide accurate and up-to-date links to local systems (OCLC returns OCLC numbers for loading into local records, and having these records in local systems is crucial for any OCLC services we may want to adopt.)
· Improve accuracy of OCLC Collection Analysis Reports for those subscribing institutions
· Increase future opportunities to leverage OCLC database in the future if we consciously define options and ‘best practices’ for maintaining the accuracy of our WorldCat data after the reclamation load


Background
A Reclamation project involves sending a file of one’s entire database to OCLC for resetting holdings symbols (the code that tells OCLC that your library owns the title) to match your current collection.  This project is equivalent to a complete reload of your entire database into OCLC and involves setting holdings symbols for everything in your current database and deleting holdings symbols for anything that is not in the file.   A Retrospective Batch Load is “add only” and involves setting holdings symbols as needed but not deletion of holdings symbols that are no longer accurate.  Cancel Holdings is “delete only” and involves only deletion of holdings symbols that are no longer accurate but not adding holdings symbols.  All of these projects involve a lot of planning and cleanup work for campus staff, though clearly a Reclamation Project is the most intense. We are proposing the Reclamation Project.   See Appendix for detailed definitions of Reclamation, Retrospective Batch Load, and Cancel Holdings.

Reliability of the match is a product of the data sent; the more complete information (author, title, edition, etc.), the more likely the match will be right.  This will reduce the number of non-matches that need to be investigated by staff.

Impact on VIVA Members:
The project will require significant staff time in all phases of the projects from planning to establishing new processes for reporting holdings to OCLC.  




Records Excluded from the Load:  
It is extremely important to build the file for the reclamation load.  Member libraries could establish criteria for exclusion from the reclamation load.  Records to be excluded from the reclamation project could include:
1. Records with a status suppressed, in process, on order, etc.
2. Records for leased items, such as McNaughton, Safari Tech Books Online, etc.  
3. Government documents [Note: U of Delaware, Indiana and other have included government documents.]
4. Other?


Project Timeline
OCLC is currently running these projects on a timeline of about 90 days.  



Appendix A
Definitions Confirmed with OCLC

Reclamation: 
Defined by OCLC as sending one’s entire database to OCLC for resetting holdings. Reclamation is done at the institution symbol level. OCLC advises that Reclamation is not something to be undertaken lightly—it takes some time to get through the unresolved records. It is a ‘fresh start’, and OCLC will perform it once at no charge. 

The difference between Reclamation and Retrospective Batch Load(s) is that with Reclamation the entire database is sent (although not necessarily all at once), and after holdings have been set (or re-set) for the entire database, the “scan/delete” process is performed (see Step 3 below).

Step 1: OCLC matches the library’s entire database against WorldCat and sets the library’s holdings based on a variety of matching criteria, which can be specified by the library (e.g. OCLC number if present, ISBN and date if no OCLC number, etc.). Unresolved records from this step may need review by the library.

Step 2. OCLC sends to the library, if desired, copies of all the OCLC master records for which the library’s holdings are now set, or, if preferred, a  mapping list of the library’s record numbers with the OCLC numbers to which they correspond. In order for linking from WorldCat to work properly, these OCLC numbers must be added to the library’s database if they are not already present in the library’s records.

Step 3. OCLC deletes the library’s holdings symbol from every record in which the holdings were not set in Step 1 (known as “scan/delete”).

Retrospective Batch Load(s):
Defined by OCLC as sending one or more subsets of a library’s records for setting the library’s holdings in OCLC.

Step 1: OCLC matches a batch of records against WorldCat and sets the library’s holdings based on a variety of matching criteria, which can be specified by the library (e.g. OCLC number if present, ISBN and date if no OCLC number, etc.)

Step 2. OCLC sends to the library, if desired, copies of all the OCLC master records for which the library’s holdings are now set, or, if preferred, a  mapping list of the library’s record numbers with the OCLC numbers to which they correspond. In order for linking from WorldCat to work properly, these OCLC numbers must be added to the library’s database if they are not already present in the library’s records.

Cancel Holdings (i.e., batchload delete)
 
Defined by OCLC as sending one or more batches of records for deleting the library’s holdings from OCLC.
Cancel Holdings (or delete holdings) are always done at no charge and are not necessarily part of a retrospective load (although they can be). And while it's best to send the OCLC number to ensure batchload finds the exact record in WorldCat that one's holding is set on, the same matching algorithms are used to find a match regardless of the final action taken (performing a set holdings transaction or sending a cancel holdings transaction to that record found). Note that this process requires that the library have copies (or, at a minimum, the OCLC record numbers) of the records from which it wishes to have its holdings deleted.
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Appendix C
VIVA Reclamation Task Force
Survey Results Summary, Question 9

Question 9: What kind of information would you like to see in the Best Practices document to help you as your library plans or undertakes an OCLC reclamation project?

General
· Advantages
· Step-by-step instructions 
· Any and all info you can provide /Any information would be helpful! I've never undertaken a reclamation project and am a new Tech Services librarian, so I really don't know how to go about the process. Guidelines, tips, anything!
· Contacts around the state or elsewhere who have already started/gone through the process
· Listing of "models of success"
· Instructions particular to our ILS/working notes about our ILS (Millennium) and its special considerations
· Errors and bumps in the road encountered by those who have started/completed a project
· “Things we would have done differently had we known"
· Distinctions made between libraries based on size.  Best practices for a large, research library will be different than those for a small college library.
· Dealing with multiple branches (JEP: multiple holdings symbols?)
· Sample timelines of project implementation (2) Stressed importance of uniformity and adherence to timetables/schedules
· Cost: Low cost/extra costs
· Staffing 
· No opinion, we're not planning any reclamation projects/Don’t know (2)

Preparation 
· Database clean-up projects that we might want to undertake in advance of a reclamation project

Workflow
· Workflow notes between technical services and other departments such as circulation or ILL, /Workflow-related issues


Loading
· Most efficient way of getting OCLC numbers into bib records easily without overlaying records already in the catalog.
· Procedures for batchloading
· Suggestions for automated approaches to updating local catalog records with OCLC numbers (if don't want to overlay with actual OCLC records) or suggested match points (if do want to overlay)

List of records to include/exclude
· Collections to be included or excluded (ex: gov. docs?; e-resources)
· How to handle specific types of problems and/or records not in WorldCat (i.e., ebooks, serials, URLS, linking issues, etc.)
· addressing locally created records/records without OCLC numbers; no matching records;
· e-records from sources such as NetLibrary or EBL
· Guidance for dealing with matching vendor-supplied records loaded into the local ILS (e.g., for e-book packages) with records in OCLC.
· categories of records that we might want to exclude (and why)/ Advice on categories of records to upload or not.

How to identify and handle merged records
· How to handle print and electronic records if holdings for both formats are attached to one record;
· single vs. multiple record approaches for resources held in multiple formats
· set records vs. analytics for multipart monographs and items in monographic series

Holdings:
· Will they have holdings attached  
· Will local holdings records be attached to facilitate OCLC; 
· Perhaps our most important motivation for a reclamation project, in view of a possible WorldCat Local implementation, would be setting holdings for vendor-supplied non-OCLC records for ebooks. We are uncertain if OCLC has algorithms for this, and if so, how successful they would be.

OCLC reports
· Types of reports from OCLC.
· expected size of reports received back from OCLC (and expected time needed to process them if able to do so)

Cleanup
· Information on what kind of post-project cleanup we might need to do.
Agreed-upon model for ongoing maintenance
· Pros and cons of using institutional records rather than master records in OCLC (including the implications for possible use of WorldCat Local)


Appendix D
Email from OCLC received by Jane Penner (UVA) 2/5/10
Batch Processing Service Enhancements:
As part of a multi-phase effort to make Batch Processing easier to use and more efficient, additional enhancements have been made to the service. Previous enhancements initiated ordering through the Online Service Center (OSC) and introduced automated processing of files as they are received. January 2010 enhancements include expanding automated processing capabilities and OSC ordering.
January 2010 enhancements
The most recent enhancements are highlighted by the following:
1. In addition to WorldCat Local, automated processing and OSC ordering have been expanded to include single institution projects that support Group catalog, WorldCat Navigator and WorldCat Collection Analysis 
1. Automated processing and OSC ordering are now available for the following standard single institution projects: 
1. One-time reclamation projects 
1. One-time retrospective projects 
1. Cancel holdings projects 
1. Ongoing projects 
1. Local Holdings Record Updating service (LHRUS) projects are now ordered via the OSC
1. OSC ordering for Batch Processing services projects is now globally available
A convenient, efficient way to maintain current and complete holdings
Now it’s easier than ever for libraries to maintain current and complete holdings in WorldCat. Accurate, up-to-date holdings information enhances the use of many OCLC products and services including:
1. WorldCat Local – Use local holdings data to qualify local searching by branch or collection and enrich record displays for serials with item-specific data
1. WorldCat.org – Web access to items available in libraries
1. WorldCat Resource Sharing – Better visibility and accuracy of shared resources to lending libraries and library users
1. WorldCat Cataloging – Your library participates more fully in the worldwide library community
1. WorldCat Collection Analysis – A more complete view of the collection aids collection development decisions
Additional enhancements to the service are planned and will be announced as they become available. 
OCLC Batch Processing service uses advanced technology and expert analysis to build OCLC’s WorldCat database, the world’s largest online database for discovery of library resources. In 2009, 49 million new records were added to WorldCat by the Batch Processing service. Batch Processing takes catalog records from library local systems and integrates the information into WorldCat. WorldCat connects local library catalogs, giving library users all over the world a portal to local, regional, national and global library resources.
More information
For more information, visit Batch Processing on the Web or contact OCLC Customer Support at support@oclc.org. 
