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Problem Description

The Walter J. Brown Media Archives and Peabody Awards Collection of the University of Georgia Libraries has developed a new database in which to store information about the television and radio programs in the Peabody Awards Collection. This database will contain both "public" and "private" fields; the public fields may be accessed by anyone via the Internet; the private fields will track internal information related to archival activities concerning specific items.  The software scaffolding for the database, which is called "Ultimate,"  was developed by the Systems Department of the UGA Libraries; the database was then modified to meet Peabody needs by Peabody Collection staff members working with a Systems expert.  At present, there is no written documentation for the Peabody Collection version of the database and there are no written instructions for data entry and retrieval.

Each record in the Peabody "Ultimate" database will contain detailed information, similar to that which would be included in an archival-level bibliographic cataloging record.  It is expected that the experienced catalogers who helped develop the database will do the bulk of the data entry. However, the Head of Media Archives wants all the Archives' staff to assist with inputting basic or "thumbnail" records.  

Media Archives is staffed by four librarians, three paraprofessionals, and from ten to twenty student assistants. Levels of knowledge about the Collection and degrees of experience in using computers vary widely among this group.  

The recent approval of the Peabody Research Institute by the University of Georgia has made the completion of the Peabody Ultimate Database a high priority.  It will be impossible for the lead cataloger to train each staff member individually.  The development of "stand-alone" instructional material is therefore required.

The immediate goal of this instruction is on the micro level: to enable Media Archives staff to create thumbnail records for Peabody Awards Collection programs. On the macro level, in learning to input these records, staff will learn about the way information is structured within database records, the way the database "works," and the way to search for and retrieve records. They will also learn to find and interpret information about radio and television programs in the Collection. 

As the lead cataloger for the department and the person who determined how information would be organized and formatted throughout the database, I have been charged with creating training resources for the Archives.  I will have access to the people who will receive the instruction and I will have the needed time and resources to design it.

Instructional goal statement

Media Archives staff will be able to create records for Peabody Awards Collection radio and television programs in the Peabody Awards Ultimate database.  These records will contain all required information and will be correctly formatted according to local standards.

