NC Health Info Documentation
NC Health Info Cataloging Training Manual

Training for catalogers with no consumer health background includes:

· Reading the proposal to familiarize themselves with the project and its goals.

· Reading Consumer Health Reference books by Rees, Durkin etc.

· Studying the Healthy Carolinian 2010 Health Objectives upon which our scope is defined.

· Studying the MEDLINEplus site thoroughly, paying special attention to the health topics.

· Looking at resources already in the database to get an idea of the kinds of resources we are collecting.

· Looking at the cataloging that has already been done for several “key” sites representing the various groups our resources fall into, i.e., hospitals, health departments, programs and services, organizations and associations, conventional health care providers, alternative health care providers, and government sites.

· Studying the state map of NC to gain familiarity with the location of the counties.

· Researching the roles and functions that public health workers serve.

Preliminary steps
Sign in page

Go to:  http://www.nchealthinfo.org/Input_System/CatalogingInputSystem/login.cfm Type in your 3 initial User ID.

· Initial password = nchealth, (you may choose your own password later).

You will be taken to the NC Health Info Resource Cataloging System Main Page.  

To catalog a new resource

· Check to be sure that the resource meets our Selection Criteria: 

NC Health Info Selection checklist
Use these criteria to assess sites for inclusion.  Sites must have one of the attributes in each of the first two sections, Local relevance, and Authority/Source, as well as one or more attributes in other sections, to merit inclusion in the public database. 

	CRITERIA

	

	1. Local relevance (mandatory)

	a) Provides information about a NC organization, service or activity

	b) Intended audience is NC consumers/general public

	c) Is produced by a NC entity

	d) Other local relevance factors that support inclusion 

	2. Authority/Source (mandatory)

	a) Sponsorship is clear and contact info given 

	b) Credentials or qualifications are available or evident

	c) Bias: acknowledges commercial interest or personal point of view etc. 

	d) Other authority factors that support inclusion

	e) Non-commercial 

	3. Content

	a) Currency: date of composition or revision available

	b) Coverage: indication of scope or depth of content

	c) Links: reliable, relevant to site or NC users

	d) Unique: information not readily available elsewhere

	e) Other content factors that support inclusion 

	4. Organization

	a) Design: consistent and clear

	b) Visual aspects: balance of text and graphics

	c) Structure: logical and easy to navigate 

	d) Search engine within site

	e) Other organizational factors that support inclusion


Grounds for exclusion are any of the following attributes, in the judgment of the rater(s): 

· Site does not satisfy at least one selection criteria in sections 1 and 2, and at least one criteria in the other two sections.

· Site sells a product or service, AND makes health claims or contains health information only for advertising or product claims, AND has no recognized medical credential or sponsorship.

· Site contains inaccurate, erroneous, misleading or dangerous medical information, claims, or allegations.

· Site is not appropriate for any of the target audience/s, i.e. general public, health care workers, or librarians.

· Site has content that is only available for a charge, or requires an account or a password.

· Site is out of date or not maintained, or is not consistently available, has broken links, or has other technical problems that inhibit use.

· Site is a redundant resource that does not add anything new to the NC database or its content only duplicates MEDLINEplus coverage.

· Review the site in general, probing the links on the page to gain a sense of the content and depth of the site.  Consider whether a sole record will suffice to represent the site, or if multiple records (parent and child or children) will be necessary.  See “ Deciding how many records to create for a site.” 

· If the site is a hospital or academic/major medical center, see “Cataloging Hospitals and Academic/Major Medical Centers.”

Field Descriptions and Cataloging Guidelines

Resource Name

This field is the first element in the user’s display, and is the full name of the resource the web site represents.   Do not confuse with Publisher field.   

· When possible, use the name as given in its fullest form.  If this name is not descriptive enough, select (or create) a specific and descriptive name, using the title of the page displayed or title in browser top bar.  If title in browser top bar and/or page name is not descriptive, create one that is.  Consider the local terms this resource will be cataloged to and whether or not the Resource Name you have chosen will make sense to the user under those local terms.  Don’t use “Welcome to…” or other non-descriptive phrases. Pages that have a search string imbedded are to be avoided.

· If the record is for a child site, avoid including the name of the parent organization especially if that name will display as the Publisher. However, if in your judgment, important identity information will be lost by not including the parent name, please use it. 

· Drop initial articles such as “The” or “An”.  

· Abbreviate North Carolina as NC except when it occurs at the end of the name or looks bad in some other way. 

· Ampersands are acceptable.

· Capitalize all words except articles.

URL of Web Site

This field will be displayed to the user before the description to permit access from printed output.  

· Copy and paste the complete URL from browser’s location bar. Open framed sites in a new window and copy and paste the resultant URL from the browser’s location bar. Be sure that the URL you are cataloging contains a logo or other identifying information so the user will know where the information is coming from.

· Bypass a “splash” page if the web site opens to one. Instead, point directly to a page with content unless this page does not include identifying information. 

Suggest a Site?

This field is used to identify those sites that were suggested to NC Health Info using the Suggest a Site feature.  The default is No, choose Yes if you know that site is a “Suggest a Site” resource.

Area Code and Phone

This field will enable the user to contact the resource directly.  

· Enter primary main phone number that is appropriate for consumers; prefer a toll free number if one is available. Use phone numbers as given, acceptable to use ALPHA characters, i.e.: 1-866-GET-FOLIC.   For large institutions with multiple subsidiary entries, prefer the main switchboard number or locator service of the parent organization.  Phone number should be located at the same physical site as the resource in question. If no phone number can be identified or easily found, leave this field blank.  

Publisher

This field identifies the source of the page, the organization or entity that is the creator, publisher, or producer of the site.  This field is subject to authority control, in other words we are forcing ourselves to use consistent forms of the names chosen, so there won’t be variations of the same name in use. 

· Check Name Authority guidelines (next section) for the principles for naming publishers.   

· Open the Publishers window; all the previously approved publisher names are listed on the right hand side of the screen.  If the name you need is among these, click on it.  You cannot create synonyms for an approved name. If you see a form of the name that would make a good synonym, make a comment to that effect in the “Comments” field and flag the record to an Administrator. 

· If the name you need is not on the list of publishers, you may propose it in the blue box.  In the box for Suggested Synonyms, input any synonyms, acronyms or other forms of the name that are used in the resource. Do not invent synonyms. When you are finished, click Create to insert the names in the Publisher field and continue with the next field.

· In cases where there is more than one entity involved in producing the content of a site, it is possible to designate 2 or 3 publishers. 

Sometimes it is useful to be able to view all of the resources cataloged to a particular publisher. To view all records cataloged under a publisher:

· Select the publisher in the “Open Publisher Window”.

· Click “List publisher’s resources”

· A window will open listing all resources cataloged under the selected publisher. 

· To view a record click on “view”.  

· Click “close”. 

Name authority principles and guidelines:

· Field 6, Publisher provides the Publisher (or Source) of the resource.  This field identifies the originator of the resource, provider of content, or the responsible party behind the site, not merely the person or group who composed the site or makes the URL available.  The field is a hybrid of the traditional role of “author” with the concept of publisher as a secondary aspect.  

· This field will display to the user in parentheses, following the Name of Resource.  It does not display (is suppressed) if it is exactly the same as the Name of Resource.

· See references for any common variants of the authorized names are constructed to improve access and retrieval when/if a search function is implemented.

Use the guidelines below to choose and create names for this field. 

General guidelines for all names: 

1. Determine the name of the entity that is the source of the site, publishes, provides, or otherwise is responsible for its content.   Do not identify as Publisher the following:  contract web development firms, web hosting services, or national parent organizations, or other agents of the source who do not have responsibility for its content, but merely are making it available on the web.

2. Be sure you use the name of the organization that is the source or publisher of the site, not the name of the page or the web site, although they may, in some cases, be the same. 

3. Pick the full official name as it appears on the site.  Do not alter the way it is presented by inverting the order of elements, changing or adding punctuation, symbols, etc.   Check the banner at the top of the page, the copyright statement at the bottom of the page, and links to the site’s home or contact information page for guidance on what the name “officially” is.   If varying forms of the name are used on the site, you must determine which one is the most complete form of the name. (The other varying forms of the name may be useful as synonyms, so make note of them.)   Do not consult other sources like directories or phone books in the effort to determine the “official” name unless it is not possible to resolve conflicting name forms from evidence on the site itself.      

4. Do not try to standardize names of different related organizations in one format; accept them as they are given on the site despite variations between similar sites.  Examples:  

· Hospice of Burke County, and Hospice of the Lower Cape Fear

· Triangle United Way, and United Way of Central Carolinas 

· Arc of Cabarrus County, and ARC of Haywood County

· Piedmont Red Cross, and American Red Cross, Triangle Area Chapter

· Tar Heels for HEALING

· Heal yrself!

· FeelGood Wellness Partners 

5. Include commercial abbreviations such as Inc., Co., Ltd., PA, PLLC, etc. 

6. However, there are some changes that should be made to publisher names: 

· Always capitalize acronyms and omit their internal punctuation (AHEC not A. H. E. C.) 

· If the site uses both a spelled out form of the name and an acronym or abbreviated form, use the spelled out form as the standard form, and add a synonym for the abbreviated form.

· Omit initial articles such as “The”.

· Spell out Assoc., Univ. and other commonly abbreviated parts of the name.  

· But ALWAYS abbreviate the following as shown: 

1. University of North Carolina = UNC

2. North Carolina = NC  

(but do not abbreviate the state to NC when it occurs at the end of a name) 

Examples:   

· NC Association for Hospital Central Service Professionals    

NOT 

· North Carolina Association for Hospital Central Service Professionals (even though this is how it is on the site)

BUT

· Autism Society of North Carolina is OK.

Specific guidelines for organization, corporate or government names:

1. In general, provide only the name of the particular organization or unit that publishes, or is responsible for the web site.   Examples:  American Social Health Association, NC State Center for Health Statistics, NC Cooperative Extension Service.

2. Use the most specific, unique name for the entity behind the site.   Include a larger organization’s name if necessary to clarify the name of the entity behind the web site.  Example: Western Carolina Chapter, Alzheimer’s Association.

3. However, if the source is a sub-unit or part of a multi-level organization such as a university, hospital, state department or other hierarchical body, use ONLY the name of the overall parent body in field 6.  Examples: Biofeedback Clinic at Duke Medical Center, use Duke University Medical Center; or Women and Children’s section of the Division of Public Health in the NC Department of Health and Human Services, use NC Department of Health and Human Services.

· For all state agencies, use the full department name ONLY for all sites- i.e. NC Department of Health and Human Services, and NC Department of Environmental and Natural Resources.

· For universities use the university name as Publisher for all sites within the university. 

· For hospitals, use the hospital name as Publisher for all sites (we don’t want to include the name of hospital networks and systems as they can change and don’t matter that much to the general public).

· For counties, use the county name as Publisher for all sites within the county’s local government departments.

· For federal agencies, use the department name as the publisher and preface it with U. S. 

More examples:

Raleigh Urology, PA

Pasquotank County

East Carolina University

NC Cooperative Extension Service

NC Department of Environment and Natural Resources

Western NC AIDS Project

Annie Penn Hospital

Harsant Family Dentistry

United Way of Asheville and Buncombe County

U. S. Department of Health and Human Services

Specific guidelines for personal names:

1. Enter the name as given on the web site.   (Do not consult other sources like directories or phone books in the effort to determine the “official” name.) 


2. Set up the name in direct order (Jane Smith not Smith, Jane). Include initials for middle names if they are given, with punctuation, or spell out the names if they are spelled out on the site.  (Cross-references will be added for the inverted form of the name, so they will be searchable that way.)


3. Omit any titles (Dr., Prof. etc.) but include abbreviations for licensure, credentials, certifications, and degrees (Dr., RN) associated with the name.  Take these exactly as given on the web site, but omit internal punctuation within credential names.  

Examples: 

David E. Paquette, DDS, MS, MSD

Alexandra Hamer, LMBT

Examples of abbreviations for professional credentials and degrees: 

ABFP

ACSW

BCD

CGSW

CNMW

DDS

DO

FAAFP

FAAOMPT

FACOG

FICPP

FNP

FRCSC

LCSW

LMBT

LMFT

LMT

LPC

LPT

MA

MD

MDIV

MDT

MS

MSW

PA

PAC

PhD

PT

RN

WHCNP

Description

This field is optional and will only display to the user when it contains some data.  This field should only be used when the user could not reasonably be expected to determine the nature or function of the resource through the combination of the displayed Resource Name and Publisher fields in conjunction with the local term label.  The following is an example of what the user would see for the Organization, “Be Active North Carolina” 



Organizations and Associations – Exercise   Be Active North Carolina (Be Active North Carolina, Inc.) 

· In these cases only, write one grammatically correct sentence describing the nature or function of the resource.  For example: “Be Active North Carolina is a state organization whose mission is to increase public awareness of, and advocacy for, physical activity.”

· Watch for acronyms in the Resource Name. These may also require a description spelling out the full name along with an explanation of the resource’s function.

· If you are a poor speller, consider writing your sentence in Microsoft Word so you can use the Spelling and Grammar tool to check for errors before you paste the text into the Description box.

Comments

This field holds comments about the site or the cataloging, for use by the catalogers and administrators. It is not for display to the user. 

· Create brief notes concerning the site or the record.   If a reason not to display a resource is checked, explain the reasons why here. End each note with your initials and date (e.g., 4/17/02 CS).  

· If you flag a resource for someone else, be sure to explain why in this field.

· Use consistent terminology in this field to enable retrieval by catalogers for review purposes; for example, the word REVISIT. Add the reason the site needs to be revisited here as well.

In addition to entering comments, this field also allows you to flag a resource for someone else at this point in the cataloging input, or view the flags associated with a record. To add or view flags:

· Click on “Add/View Flags”. A window will open that displays the resource ID                     number of the record to be flagged. 

· Click on the name of the person to be flagged, and then click on the flag symbol. The person’s name will display linked to your initials in parentheses.

· Click “close”.

· It is not necessary to “submit” the record to activate the flag. Once you complete the flagging process, the record will show up in the intended person’s “mailbox.”

Topics

This field holds all subject cataloging. In most cases, there are 2 parts to each cataloging element, the Local Term and an associated Health Topic.  The Local Term is made more specific (described or characterized) by linking it with health topics. Remember that the site may need to have other records associated with it. See section below to help you determine how many records to create for a site.

· As you review the site, think about the local terms that might be used to describe it.  Consider all reasonable possibilities, and perhaps jot them down if there are more than a few. Refer to the notes to aid decisions about similar terms.  If you are unsure about the local term’s definition or scope, check its Scope Note by clicking on the ‘?’.

· The number of terms that can be assigned to a site is practically unlimited.  What may appear to you as a cataloger as redundancy, will actually improve access and retrieval for the user.  However, remember that we are providing cataloging only to point the user to the resource; we are not indexing detailed concepts found within the resource.
· Click on “Open Topics Window”. 

· Start with the most directly relevant local term.  Select it from the display on the left (blue) frame by choosing within one of the five local terms categories drop down boxes. Click on “select”.  Note that any automatic mappings that are displayed in the middle frame are inserted in the box at the bottom of the first column (Choose Local Term). Review them and delete any that are inappropriate for the given resource by highlighting the inappropriate one(s) and clicking the “Delete” button.

· Please assign obvious practitioner local terms to resources even if they are not mentioned on the site. For example, if a site calls itself Cary Oncology, but does not mention that it has oncologists working there, you should still catalog it to “oncologists”.  For individual practitioner’s web sites, remember to check for their credentials.  You will find guidance and abbreviations to look for under each healthcare provider scope note.

· Next review the Health Topic groups that are displayed at the top of the middle (yellow) frame.  

· Choose an appropriate group, and review the associated topics.  Select all the topics from the third column, “Choose Health Topics”, that are descriptive of the resource.  Repeat this process for all relevant groups displayed in the middle frame. 

· If a particular health topic would be appropriate for cataloging a resource, but does not display for a given health topic group, you can suggest a pairing between a health topic group and a health topic. To do this, you must choose the appropriate Health Topic Group and then click on “Suggest a vocabulary pairing” in the third (Choose Health Topics) column. A new window will open that lists any other health topics available for the chosen group. Select a topic by clicking on it; the suggested vocabulary pairing will display. If the pairing is correct, click “submit” to add it to the box at the bottom of the first column.  Your suggested pairing will be sent to an Administrator for consideration.  If the administrator approves the pairing, your resource will automatically be cataloged to it and it will display under that pairing to the user.

· You may delete from the box any cataloging terms that are not appropriate.  If you are unsure about a topic’s definition or scope, check the respective MEDLINEplus page to see how the term is used. Keep in mind that some topics have been designated high priority Healthy Carolinians topics and therefore warrant cataloging whenever appropriate.

· In general, you want to catalog to the most specific term, i.e. if a resource is a breast cancer research facility, you would catalog it to Research Centers – Breast Cancer.  However, if a resource is a cancer care clinic that does not specify which types of cancer it treats, you would catalog it to Cancer Clinics – Cancer. This will allow the resource to display to the user under cancer. We are only creating pointers to the resource for the user and hope that he/she will then contact the resource to see if it can be of assistance to them.  For a site that mentions that it treats several different types of cancer, use all of the specific types and cancer general. 

· Hospitals, specialty hospital sites, i.e. Psychiatric and Pediatric Hospitals, and other health facilities have some special considerations.  Use the pairing “Hospitals – Health Facilities” for the top level or homepage of a large hospital site only – not for web sites of departments or divisions within a hospital. The health topic “ Health Facilities” may also be used with the terms, “Pediatric Hospital” and “Psychiatric Hospital”, “Mental Health Programs and Facilities” , “Nursing Homes”, etc. again at the top-level page. If the Psychiatric or Pediatric hospital is not a freestanding structure, but is a department or unit within a larger hospital, use the topic  “Health Facilities” to catalog the highest-level page describing the unit or department. 

· Do not assign the health topic “Health Facilities” to any other hospital page. This will allow the hospital home pages to display under the term “Hospitals”.

· When you are finished selecting topics, review the resulting list of topics in the left hand (blue) frame, and click” Done” to submit.

· When cataloging the same resource with 2 virtually identical sites, one in English and the other in Spanish, you will need to create 2 records. The resource name for the Spanish site should either be en espanol, or have the word Spanish in brackets at the end, i.e., BestHealth [Spanish].

Deciding how many records to create for a site:

This is a judgment call. Think about the user, and how best to facilitate access for the eventual general user.  

Note:  Separate records MUST be created to represent any of the format-type radio buttons (Spanish, Directory, Credential/Licensing Board) in order to ensure that the resource is properly described by those format designations.  See: An Overview of Resource Cataloging for more detail.

Consider these concepts, listed in order from most important to least:  

1. Ease of navigation:  can the novice user be expected to find the desired information from the top-level page?   Consider: 

· Number of clicks necessary to move to the content on the related pages: will users find this information easily on their own? 

· Design aspects of the page: is it complex or hard to navigate? Does it seem likely that users will find the resources described on the related pages? 

· Terminology: does the page use technical terms to describe a program or service that the public might not know?  Would the user be able to anticipate from the links on the top-level page what is found through these links?

2. Distinctiveness of the related pages, relative to other related parent or child sites: i.e. is a different (i.e. additional) local term or health topic necessary to describe the content?  Or is there a Healthy Carolinians topic addressed by a subsidiary page that would be hard to find without a separate record?

3. Quantity of information on the related pages: is there one line about each aspect of the site, or several paragraphs of content?

4. Uniqueness of the information on the related pages, in context with the entire collection of resources:  is this the only type of its site, or the only type in the region? 

5. Identity: does the page you are considering creating a separate entry for have some sort of information identifying its source?  Remember this page will appear to the user out of context to the rest of the site, so it must contain at least a logo, if not contact information for the organization responsible for the content. 

Other considerations may exist—cataloger judgment is paramount here. 

Note: See the Copy Cataloging Function section of this document for instructions on how to easily copy fields from one record to another. 

Display Resource?

Set to No. For use by Administrators. 

Reasons Not to Display Resource

This field holds reasons for withholding the site from the public, for use by the catalogers and administrators. This field is not for display to the user.  Refer to the Selection Checklist for site exclusion criteria.  

· Choose “Awaiting Review” if there is nothing wrong with the site that would prohibit its display to users.
· If there is a problem, select one or more reasons as appropriate.  Explain in Comments. Uncheck “Awaiting Review” if any of the reasons not to display is chosen.

· Assess currency of a site by seeking time-sensitive material (if no year is given check further to be sure the year is current), looking at the date on a related page, or checking Page Info in Netscape.  In general, sites should have evidence of an update in the current century. However, if there is no date available, consider the importance of the site and the credibility of the publisher of the resource. If the resource is unique, or valuable in some other way and the publisher is credible, include it. Write a note in the comments field to alert reviewers that the resource has no date.

· Note: If a major resource (such as a major medical center) is experiencing technical problems do not automatically choose “Do Not Display”; the site may just be temporarily down and is likely to be functioning again within a short time. Leave it set to display for the time being and REVISIT it to check on its status.

Statewide?

This field determines how the resource is displayed in response to geographic queries.  Default is No. 

Choose “Yes” if the resource provides services to citizens throughout the state.  To determine whether or not a resource is statewide, consider these questions: 

· Does the resource state that its services are available to all NC citizens? (Take into account the uniqueness of the services provided.)

· Can a citizen take advantage of this resource without being physically present at its location/s? (i.e. through phone or email)

· Is the resource funded by the state government or NC taxpayers?

If you can answer “Yes” to 2 or 3 of the above questions, then the resource is Statewide.  When a resource is designated statewide, choose only the counties in which the resource has a physical presence, not all 100 counties.

State

Default is NC, and is automatically generated. This field correlates to the physical location of the resource.  Other valid entries are: SC, VA, TN, GA. 

If a resource is located in multiple states (has locations in more than one state) make a note in the “‘Comments” field stating “multiple states” and identify the states.

Counties Served by Resource

This field determines how the resource is displayed in response to geographic queries.   

· Always select the county where the resource is physically located, if it can be determined.  Also choose any other counties which are served by the organization or in which the organization has a physical presence.  If the location of the resource is outside NC, choose the NC counties that are served.  

· Click on “Open Counties Window”. “NC Counties for Cataloging” window will open.

· Choose each relevant county from the “All Counties” list on the left side and click on the double arrows (>>) to move each one individually to the “Selected Counties” box on the right side of the window, or you may double-click on the county and it will move to the Selected Counties column. When all pertinent counties have been moved click “Done”. The window will close and the counties will now display in the “Counties Served by Resource” field.

· When a resource is designated “Statewide”, choose only the counties in which the resource has a physical presence, not all 100 counties.

· Choose “Statewide” and county “other” when the resource is physically located outside of NC, but has important NC information. E.g.: statewide locator services based outside of the state have no physical presence in NC and therefore no NC county designation. Also choose “other” when the resource is located in Wake County and is a state government resource.  This will prevent very long lists of resources displaying for Wake County.

· Note: Some major medical centers and other resources have defined service areas and corresponding predefined counties. These resources and the counties that should be selected for each are located in the “Hospital Service Areas” folder on the GA’s desks. These resources should have “Service area defined by Rachel” entered in the “Comments” field.

Cities in which Resource is Physically Located

  This field displays the city or cities in which a resource is physically located. To choose a city:

· Click on “Open Cities Window”. The “NC Cities for Cataloging” window will open. Select the pertinent city (or cities) from the “All Cities” list on the left and click on the double arrows (>>) to move each city to the “Selected Cities” list on the right side of the window, or you may double-click on the city and it will move to the Selected Cities column. Click “Done” when finished.

If a needed city is not available on the “All Cities” list it can be added. To add a city to this list:

· Click on “Add a new city” at bottom of “NC Cities for Cataloging” window. A new window will open.

· If the needed city is on the list, select it and its corresponding county and click “Submit”.

· If the city is not on the list enter it into the text box and choose the corresponding county from the county list. Click “Submit” and close window.

· Close “NC Cities for Cataloging” window and then re-open it by clicking on “Open Cities Window”. The recently added city can now be selected by following the steps above.

Directory?

This field allows retrieval of sites that are directories.  Default is “No”. 

· A directory is usually a list of simple contact information such as Name, Address, and Phone etc. Do not confuse with the local term ‘Referral Services’ which should be used to catalog a resource that provides direction to more detailed information about a program or service.  

· If the resource contains a directory and has a separate URL, create a separate record with the directory’s specific URL and choose “Yes”.  You must create a separate record for the relevant URL in order to capture the directory aspect of a resource within a larger site.  

· Usually a directory is a listing of contact information for multiple programs or providers of a type or with something in common, i.e. Massage Therapists or Home Health Care Suppliers for breast cancer patients. Remember that if you designate a resource as a directory, then it has to function as a directory for each of the local terms that you assign to that record. 
· Choose all the counties for which the directory lists a resource.  However, do not choose individual cities unless everything is essentially located within one or two cities. 

· Note: Directories of hospitals must be cataloged to “Hospitals – Health Facilities” in order for hospital directories to display as such. This is because the local term “Hospitals” is treated differently than any other local term in the database.  The pairing “Hospitals – Health Facilities” must be chosen in order for the database query to pull records designated as directories of hospitals for display.  It is not necessary to pair any other local term (i.e., Nursing Homes, Pediatric Hospitals, Mental Health Facilities etc.) with “Health Facilities” in order to display as a directory. (See note regarding this pairing in section on Topics above.)

Credentials/Licensing Board?

This field allows retrieval of sites that are about professional and occupational credentials or licensing.  Default is No. 

· If the whole resource deals with professional, occupational credentials, licensing or regulations, choose “Yes”. 

Spanish?

This field allows retrieval of sites that are in the Spanish language. Default is “No”.  

· If the resource is partly in Spanish or has some Spanish content, do not change the default value, but enter a sentence in the description field to alert the user to that content .For example, “This site contains information in Spanish about immunization clinics in the area.”

· If the resource is ALL OR MOSTLY in Spanish, choose “Yes”, and:

· Create a separate record for the site. (Consider the site and evaluate whether the record still meets our selection criteria AND can stand on its own.  For example, a single page of health information in Spanish with no local resource information does not merit inclusion.)

· Enter the name of the resource in Spanish, using the XML Special Characters for accents and other diacritical marks.  If the name of the resource is in English, add the word “Spanish” in brackets at the end of the name.  I.e. BestHealth [Spanish].

News  Focused?

This field allows retrieval of sites with a news focus.  Default is No. 

· If the majority of the resource is news or bulletins of a dynamic nature, choose “Yes”. 

Personal Narrative?

This field allows retrieval of sites with personal narratives of health or illness.  Default is “No”. 

· If the majority of the resource is a personal story, choose “Yes”.

Parent Resource

This field allows a parent resource record to be assigned to a site. Assigning a Parent resource will group all of the “child sites” under one main record.  This is useful when reviewing sites to determine if a record has already been created for a particular link. Default is “None”.   

· If the site being indexed should have a parent resource record assigned to it click on “Choose/Change Parent Resource”.

· A new window (“Choose a Parent Resource”) will open. Click the “Maximize” button to allow scrolling through the entire list of resource records. Choose the appropriate parent resource record by clicking on it and then clicking “Done”.

· The window will close and the chosen resource record name and number will appear on the input form as the Parent Resource.

If a parent resource record was chosen in error it may be changed or deleted before the record being indexed is submitted.

· To change or delete a parent resource record click on “Choose/Change Parent Resource”. Click on the correct resource record or “None” if no parent should be assigned. Click “Done”.

Are there child resources that need to be cataloged?

This field is used to group sites under a parent so that some of the parent’s cataloged fields will carry over to the children.  

· If this site has children choose “Yes”. This site will appear in your “Mailbox” when you log on under ‘Resources with children to be cataloged’. Default is “No”.

· Any notes regarding cataloging of the child site(s) can be made in the “Notes on additional child resources” box. 

Cataloging child sites

· You may catalog a child site immediately after cataloging its parent. If you do not catalog the child site immediately, the task is saved to your mailbox. 

· Click on “Resources with Children to be Cataloged” in your mailbox.  Choose a site by clicking on the “view” option.  Then choose “Add child resource”.
Copy Cataloging Function

This function allows some or all of the indexed fields of the current resource to be carried over to a new resource.   After clicking “Submit” on the input form of the current resource the “Create New Resource” field becomes available in a yellow box on the right side of the screen in the view function.

· Enter the name and URL of the new resource in the appropriate fields.

· Choose “Child”, “Sibling” or “None” to indicate the relationship of the new resource to the current resource.

The “Cataloging to Copy” field allows you to choose the extent of indexing to be copied to the new resource. Default is “Basic”. 

· Choose “Basic” if the indexed fields to be copied should include Publisher, Phone, Statewide, State, Counties, Spanish, News Focused, and Personal Narrative. (Hovering over the (?) in this field will bring up the list of fields copied when choosing “Basic” cataloging.) 

· Choose “All” if all of the indexed fields (including the subject cataloging) of the current resource should be copied to the new resource.

· Click “Submit”.

Any changes to indexing of the new resource can be made on its input form after submitting it.

Cataloging and Reviewing Hospital and Academic/Major Medical Web Sites

Remember that the health topic – Health Facilities is to be used for the most top-level page of a hospital.  Health Facilities may also be used with the terms, Pediatric and Psychiatric Hospital again at the top-level page. If the Psychiatric or Pediatric hospital is not a freestanding structure, but is a department or unit within a larger hospital, use Health Facilities to catalog the highest-level page describing the unit or department. 

Look for the following core services when cataloging or reviewing a hospital’s web site:

Primary Care: 

· Primary Care

· Family Practice

· Internal Medicine

· Pediatrics

· Gynecology

· Other primary care terms that might be used: Ambulatory Care

Specialty Care:
· Dermatology

· Emergency Medicine

· ENT (Otolaryngology)

· Health Education

(The following may be listed under Internal Medicine or listed separately)

· Allergy and Immunology

· Cardiology

· Endocrinology

· Gastroenterology

· Geriatrics

· Infectious Diseases

· AIDS

· Neurology

· Oncology

· Rheumatology

· Laboratory

· Neurology

· Pain Medicine 

· Physical Medicine and Rehab

· Radiology

· Surgery

· Obstetrics

· Occupational Therapy

· Ophthalmology

· Pathology

· Physical Therapy

· Psychiatry

· Radiation Oncology

· Respiratory Therapy

· Speech Therapy

· Urology

Other Hospital Services that should be included:

All special centers that meet cross-discipline needs, including but not limited to:

· Rehabilitation Centers

· Hospice Services

· Complementary and Alternative Medicine (CAM) Centers

Centers that serve specific health conditions, including but not limited to:

· Cancer Centers

· Asthma Centers

· Sickle Cell Centers

· Autism Centers

· Stroke Centers

· Centers for Alcohol/Substance Abuse Treatment

· Birth Centers

· Transplant Centers

· Alzheimer’s Centers

· Heart Centers

· Overweight/obesity/diet & fitness centers

Look for the following core services when cataloging or reviewing an Academic/Major Medical Center:

Primary Care: 

· Primary Care
· Family Practice

· Internal Medicine

· Pediatrics

· Gynecology

· Other primary care terms that might be used: Ambulatory Care

Specialty Care:
· Anesthesiology

· Dermatology

· Emergency Medicine

· ENT (Otolaryngology)

· Genetics

· Health Education

(The following may be listed under Internal Medicine or listed separately)

· Allergy and Immunology

· Cardiology

· Endocrinology

· Gastroenterology

· Geriatrics

· Hematology

· Infectious Diseases

· AIDS

· Nephrology

· Neurology

· Oncology

· Pulmonology

· Rheumatology

· Sports Medicine

· Laboratory

· Neurology

· Pain Medicine 

(The following may be listed under Pediatrics or listed separately)
· Adolescent Medicine

· Allergy and Immunology

· Cardiology

· Dermatology

· Endocrinology

· ENT (Otolaryngology)

· Gastroenterology

· Hematology

· Infectious Diseases

· AIDS

· Nephrology

· Neurology

· Oncology

· Orthopaedics

· Pulmonology

· Rheumatology

· Sports Medicine

· Surgery

· Urology

· Physical Medicine and Rehab

· Radiology

· Surgery:

· General

· Orthopaedic

· Neurosurgery

· Plastic Surgery

· Cardio Thoracic Surgery

· Vascular

· Obstetrics

· Occupational Therapy

· Ophthalmology

· Pathology

· Physical Therapy

· Psychiatry

· Child and Adolescent Psychiatry

· Geriatric Psychiatry

· Radiation Oncology

· Respiratory Therapy

· Speech Therapy

· Urology

Other Hospital Services that should be included:

All special Centers that meet cross-discipline needs, including but not limited to:

· Rehabilitation Centers

· Hospice Services

· Complementary and Alternative Medicine (CAM) Centers

Centers that serve specific health conditions, including but not limited to:

· Cancer Center

· Asthma Center

· Sickle Cell Center

· Autism Center

· Stroke Center

· Alcohol/Substance Abuse Treatment Center

· Birth Centers

· Transplant Center

· Alzheimer’s Center

· Heart Center

· Overweight/obesity/diet and fitness center

Approving a Record for Display
Consider and check for the following:

· The correct name of the resource. Be sure it is spelled correctly and reflects the nature of the resource.

· Check the accuracy of the phone number.

· Check the accuracy of the publisher.

· Check to see if the resource needs a description. Please use spell check if you are a poor speller.
· Check the cataloging.
· Check the accuracy of the county coverage.

· Check radio buttons.
Conducting a Six Month Review

Consider and check for the following:
· The correct name of the resource. Be sure it is spelled correctly and reflects the nature of the resource.

· The URL, make sure it is working. If not, search for the correct one and change the record.

· Check the accuracy of the phone number.

· Check the accuracy of the publisher. 

· Check to see if the resource needs a description. Please use spell check if you are a poor speller.

· Check the topics to be sure that they still accurately reflect the contents of the site, add new ones if necessary.

· For the larger sites in particular, add separate records as necessary to improve user retrieval. Please see the section on Deciding how many records to create for a site. 

· Check the accuracy of the county coverage.

· Check radio buttons.
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