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Implemen0ng	your	digi0za0on	project		
(March	30	Session)	

	
•  Copyright	
•  Digi0za0on	ac0vi0es	
•  Standards	&	best	prac0ces	
• Metadata	
•  Storage		
•  Project	Evalua0on	&	Documenta0on	



Delivering	your	digital	collec0ons	online		
(April	6,	2016)	

	
•  Discovery	
•  Access	
•  Permissions	and	AMribu0on	
•  PlaNorms	
•  Community	engagement	
•  Crowdsourcing	



INTRODUCTION	



Principles	of	a	Good	Digital	Collec0on	

• A	good	digital	collec0on	is	created	
according	to	an	explicit	collec0on	
development	policy.	

• A	good	collec0on	is	interoperable.	

• A	good	collec0on	is	sustainable	over	
0me.	

A Framework of Guidance for Building Good Digital Collections 
http://www.niso.org/publications/rp/framework3.pdf 



Building	a	Digital	Collec0on	

What	is	your	digital	collec0ons	strategy	-	
within	your	organiza0on?	

Crea0ng	the	metadata,	crea0ng	the	digital	
objects,	managing	the	metadata	and	the	
objects,	rights	and	reproduc0on	
management,	making	the	digital	content	
discoverable,	search	func0onali0es,	
delivering	the	digital	content,	user	
interac0on,	etc…	

 



General	workflow	
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Managing	digital	collec0ons	

Networked environment 
• Metadata 
• Discovery & Access 
• Web/User “3.0” 
• Hosting 
 
Evaluate & Refine 
• Management lifecycle 

Collec/on	selec/on	
• Ownership	
• Copyright	&	permissions	
	
Digital	conversion		
• Metadata	standards	
• Tools	&	formats	
• Digital	file	iden0fiers		



COPYRIGHT	



Copyright	–	In	a	nutshell	

•  Determine	copyright	status	
• Public	domain	
• Copyright	
•  Licensed/Contractual	
• Unknown	

•  Who	is	the	copyright	owner?	

•  What	is	the	term	of	copyright?		





Copyright	issues	

•  Ownership	of	“object”	vs.	copyright		
	
•  Do	you	have	the	right	to	make	the	object	
available	online?	(the	right	to	“make	a	copy”)	
	
Tip:	Have	a	policy	in	place	-	be	proac/ve,	not	
reac/ve	



Managing	Copyright	

•  In-house	tracking	(data	management)	
– Track	copyright	status,	copyright	owner,	
donor,	permissions,	etc.		

•  Display	copyright	status/statement	as	part	
of	the	record	(user	interface)		



Sample	Copyright	Statements	



Copyright	policies		

“All	items	displayed	online	as	part	of	this	
digi0za0on	program	must	be	under	the	
copyright	of	one	of	the	par0cipa0ng	libraries,	
or	be	in	the	public	domain.	Items	may	also	be	
placed	online	if	permission	to	do	so	has	been	
granted	by	the	righNul	copyright	holder.”			
 
 



Resources	

Canadian	Copyright	Rules	&	FAQ	
hMp://ourdigitalworld.org/services/resources/

general-rules-for-canadian-copyright/		
	

hMp://ourdigitalworld.org/services/resources/
general-rules-for-canadian-copyright/

copyright-faq/	
 
 
 



 
 
 

QUESTIONS?	



DIGITIZATION	ACTIVITIES	





Planning		

•  Inventory	&	subcollec0ons	
•  Equipment	
•  Standards	&	best	prac0ces	
•  Workflows	



Collec0on	inventory	

•  Iden0fy	
•  Sort	
•  Priori0ze	
•  Assess	



Tools:	
• Hardware	
•  Sokware	

Treatment:	
• Digital	object	
• Born	digital	vs.	converted	

Implementa0on		



Equipment	
•  Hardware:	

–  2D	objects:	Flatbed	scanner	
–  3D	objects:	Camera	
– Audio/video:	Conversion	device	

•  Sokware:	
–  Image	edi0ng—Photoshop,	GIMP…	
– OCR	(op0cal	character	recogni0on)—ABBYY	
FineReader…	

– Audio	edi0ng—Audacity,	Stomp…	
– Video	edi0ng—iMovie,	Movie	Maker…	

•  Outsourcing	



Why	outsource?	

Specially	Trained	Staff	

Customized,	Uniform	Output	

Awkward	Materials	

Automated	systems	



Digital	Conversion	
•  Digital	object	

– High	quality	and	high	
resolu0on	Master	copy		

– Derive	lower	resolu0on	
copy	for	web	delivery	

– Convert	to	web-
friendly	formats	and	
sizes	

– Capture	all	content	for	
full-text	search		

E.g.	Images	
•  master	copy	
600dpi	TIFF	file	

•  Upload	300dpi	
JPEG	

•  web	copy	is	72dpi	
JPEG	



Recommended	standards	
•  Image	
- Master	copy	400-600	dpi	TIFF	file	
- Convert	to	300	dpi	JPEG	
- Web	copy	is	72	dpi	JPEG	

•  Text	
- Scan	like	“image”	for	display	of	pages	
- Derive	300	dpi	greyscale	jpg	to	OCR		
- Provide	image	and	full	text	for	discovery	



•  Video	
– Master	and	upload	MOV,	WMV	or	FLV	

•  Audio	
– Master	copy	is	WAV,	AIFF,	or	FLAC	file	
– Convert	and	upload	a	MP4	file	

	
A/V	discovery	relies	on	text		

hints	or	transcrip/ons	

Recommended	standards	cont’d	



Recommended	File	Formats	

•  CSV	vs.	XSL	
•  TIFF,	JPG	vs.	Photoshop	(PSD)	
•  TXT	vs.	DOC	
• MPEG-4	vs.	Quick0me		



Bad	file	name	
“Hugh’s	Postcard	(&	Photo)	Collec0on”		
or	“Bridge	at	Stoney	River”.0f	

Good	file	name	
HCMA_LPC_20100103_00001.0f	(25	characters)	
	

File	names	



Original	file	names	 Revised	







Crea0ng	digital	objects	

•  Inventory	
•  Choose	standards	&	best	prac0ces	
•  File	naming	
•  Tracking	



 
 
 

QUESTIONS?	



METADATA	



“Metadata	is	a	love	note	to	the	future”	
	

	 	Chris0ne	Orr	



What	is	Metadata?		

•  Who	created	this	photo?	
<creator><photographer>	

•  When	was	it	created?	<date>	
•  Who	is	in	the	photo?	
<descrip0on><persname>	

•  What	is	the	photo	about?	
<descrip0on><subjects>	

•  Where	was	it	taken?	<loca0on><geoname>	





Types	of	Metadata	

•  Descrip0ve:	Title,	Creator,	Date	of	object	you	are	
describing,	etc…,	language	of	digital	asset	

	
•  Administra0ve:	Date	of	record	created,	edited,	
rights,	language	of	record	

•  Technical:	Filename,	sokware	used	to	digi0ze	

•  Structural:	Order	for	mul0-part	objects	



Metadata	and	your	collec0ons	

•  What	kind	of	object	are	you	describing?	
• which	specific	data	fields	to	use?		
• when?		
• what	about	status?	(required,	
recommended,	op0onal)	
	
Tip:	Document	your	decisions	–	this	becomes	your	

Metadata	Applica/on	Profile	



Minimal	descrip0ve	metadata	

•  Title	
•  Physical	descrip0on	–	media	type	(audio,	
images,	text,	video)	

•  Unique	iden0fier	
•  Unique	URL	



Recommended	metadata	prac0ce	

•  Title	
•  Name	of	creator	
•  Dates	of	crea0on		
•  Physical	descrip0on	–	media	&	item	type	
•  Descrip1on	
•  Subject		
•  Copyright	status	
•  Permissions/Terms	of	Use	
•  Cita0on	
•  Unique	iden1fier	
•  Unique	URL	



Locally:	Metadata	applica0on	profile	
•  Data	elements	to	be	included	
•  Status	of	each	element:		

-  Mandatory		
-  Recommended	
-  Op0onal	

•  Defini0on	of	how	each	element	is	used	or	
completed,	e.g.	Media	Type:	

	
	
	



Why	do	you	need	metadata?	

• Managing	the	collec0on	(iden0fying)	
•  Resource	discovery	(finding	stuff)	
•  Aggrega0ng	data	(bringing	“similar”	stuff	
together)	

•  Face0ng	data	(sor0ng)	
•  Viewing	data	in	alternate	formats	
•  Sharing	data		
•  ?	

	



Metadata	(Program	level)	

•  Data	you	create/capture	(descrip0ve,	
administra0ve,	structural,	technical)	needs	to	
be	“smart”:	

– Standard	(community,	content,	etc…)	
– Shared	(exportable)	
– Extensible	(in	various	data	formats)	

	
	



Standards	

•  Dublin	Core	
•  MODS	
•  Encoded	Archival	Descrip0on	
•  Resource	Descrip0on	Framework	(RDF)	
•  Terms	of	Graphic	Materials	
•  Library	of	Congress	Subject	Headings		

	



<Metadata>	Record	



Standards-based	=	reusable	data	









Geo	metadata	







Metadata	Principle	1	

	Good	metadata	conforms	to	community	
standards	in	a	way	that	is	appropriate	to	the	
materials	in	the	collec0on,	users	of	the	
collec0on,	and	current	and	poten0al	future	
uses	of	the	collec0on.	

	
A	Framework	of	Guidance	for	Building	Good	Digital	Collec/ons		

hMp://www.niso.org/publica0ons/rp/framework3.pdf	



Metadata	capture	

• Capture	as	much	data	as	you	can	at	the	
moment		
	
• Adhere	to	standards	
	
• Use	a	template	or	form	
	
• Enrich	the	metadata	being	captured	
 



 
 
 

QUESTIONS?	



STORAGE	



Storing	your	digital	materials	

• Master	file	vs.	web/deriva0ves	
• Hos0ng	does	not	equal	storage	
• Storage	op0ons	

– Servers	
– External	hard	drives	
– DVD	

• Storage	policy	&	material	life-cycles	
• LOCKSS	



EVALUATE	&	REVISE	
DOCUMENTATION	



Evaluate	
•  Regular	internal	reports		
•  Tracking	documents	help	measure	
produc0vity	and	workflow	processes	

•  Evaluate	and	integrate	into	next	project	cycle	
	



Document & Evaluation 

•  Review	&	revise			
•  Standards	&	best	prac0ces	policies	
• Metadata	Applica0on	Profile	
• What’s	missing?	

•  Interim	&	final	reports	
•  Progress	measurement	
•  Changes	&	decision	points	
•  Achievements	



 
 
 

QUESTIONS?	
	

Please	add	to:	hMp://bit.ly/1RiDOdW		



Act	locally,	think	globally	



OurDigitalWorld.org 

Thank	You!	

Loren	Fan0n	
lfan0n@ourdigitalworld.org	

Jess	Posgate	
jposgate@ourdigitalworld.org	


