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LISC(NI) DRAFT  
DIGITISATION POLICY AND STRATEGY 
FOREWORD 
This is the first attempt at trying to develop a formal digitisation strategy for Northern Ireland. As shown by Appendix A, a considerable amount of material has already been digitised over the last number of years. However, this has largely been on an ad-hoc basis in individual institutions in response to specific funding opportunities and, in LISC’s view, the importance of this work needs to be consolidated by developing a digitisation policy and strategy for Northern Ireland as a whole. This will allow a digitisation programme to be developed in an holistic manner, promoting the highest standards and encouraging institutions to work together so that maximum benefit can be obtained from any digitisation exercise.
The first part of the document is the draft digitisation policy which it is hoped will be adopted by DCAL in the first instance and form the basis for all digitisation activities in Northern Ireland. It will be reviewed but not changed without good reason. The second part of the document is the draft digitisation strategy; it is a first attempt to map out new digitisation activities in Northern Ireland for the next three years and will be kept under constant review and may be changed as a result of developments such as technological change or changes in the funding situation. 
EXECUTIVE SUMMARY

1. Northern Ireland institutions face particular problems in terms of resources, expertise and the lack of a co-ordinated approach in taking forward and sustaining digitisation programmes. A Northern Ireland Digitisation Policy would aim to create a framework within which these problems could be tackled, assisting the development and implementation of a coherent and sustainable programme of digitisation.

2. Digitisation is the conversion of analogue items into digital format for the purpose of extending access and, where appropriate, to assist with preservation.
3. The main benefits of a digitisation policy and programme would include the building of partnerships, improved opportunities to access funding, enhanced access to resources, enhanced services, preservation of vulnerable source material and effective promotion and marketing.

4. Digitisation activities should observe certain principles including recognition of best practice and international technical standards and conformity with relevant legislation.

5. Without compromising the individual rights of participating institutions, the selection of material for digitisation will be made according to agreed selection guidelines and criteria. These will include an appreciation of user requirements, the identification of the best quality original material, consideration of similar or allied holdings in other institutions, consideration of preservation and conservation issues, the sustainability of the digitised resource over time, technical standards and metadata requirements. Details of all material digitised will be added to an online Digitisation Register.
6. Delivery will be informed by the need to be accessible to all groups. 
7. Metadata design is a critical part of the planning for any digital project. Metadata issues will form essential elements in both pre-implementation and post-implementation assessments of all projects within the Northern Ireland digitisation programme.

8. All projects digitised under this policy will adopt accepted and emerging international standards, models and best practice, so that resource sharing is possible and interoperability between systems is assured enabling future migration and enhanced user experience. 

9. There will be constant and consistent evaluation of the best and most appropriate and effective methods of digitising and delivery. End-users and other stakeholders will be central in the appraisal of digitisation activities. Evaluation will inform future developments in the Northern Ireland digitisation programme including resource discovery and delivery.
10. All projects will be undertaken with full consideration of preservation and conservation issues and where appropriate, significant conservation work should be costed into projects.
11. Marketing and specific branding of the overall Northern Ireland Digitisation Strategy should be considered.
12. Opportunities will be made for staff to become aware of the latest technological developments and methods and training needs will be assessed prior to undertaking major projects.
13. This policy will be subjected to regular reviews to take account of changing business needs, technological changes in the field, and emerging standards. 
14. As part of the digitisation policy a digitisation strategy will also be developed which will identify priorities for digitisation over the next 3 years.  Responsibility for developing and monitoring the strategy will reside in an advisory panel of representatives selected by LISC(NI) in conjunction with DCAL. The strategy will be a rolling three year programme and will be reviewed on an annual basis.
DRAFT DIGITISATION POLICY 
1 Introduction 
1.1 There is an increasing demand on all holding institutions to make their collections more accessible and to promote this access to a wider and increasingly diverse audience. Digitisation is now seen as the most important way to achieve this and is something which all holding institutions must address with some seriousness.
1.2 However, large-scale digitisation programmes place great strains on the resources of an individual institution in terms of both finance and staff and have the significant long term consequences of sustainability and archiving. Finance is always a problem and existing staff may not have the necessary expertise, experience or time to ensure that the full potential of a given digitisation project is realised.

1.3 This is a particular problem in Northern Ireland where there is no central body; a National Library for example, that could play a role in helping to overcome some of these problems by facilitating co-operation in the development of the digitisation plans of the various institutions involved here; public libraries, the two universities, museums, PRO(NI) and other specialist libraries such as the Linen Hall or Armagh Public Library, or a single source of funding for digitisation projects. Equally, there is no single access point for users who wish to view the digitised content once created.

1.4 The purpose of a Northern Ireland Digitisation Policy is to create a framework which will aid digitisation projects within Northern Ireland by establishing a common approach to digitisation which will aim:

· to create a register of digitisation projects; and

· to share resources and staff expertise in pursuit of a common objective of creating a Northern Ireland digital resource collection based on best practice.
· to create a critical mass of digitised content which will provide a significant and useful resource for the user community

2 Definition 
2.1 For the purpose of this policy, digitisation is defined as being the conversion of analogue items into digital format for the purpose of extending access and, where appropriate, to assist with preservation. Digitisation, in this sense, is not being regarded as an activity which can be seen in isolation but is part of the wider role and responsibilities of the institutions concerned. This policy also refers to the management of digitised materials. 

3 The purpose of digitisation 
Digitisation has many facets and the following are the main benefits of developing a digitisation policy and programme for Northern Ireland: 

3.1 Access 
3.1.1 To provide on demand local, national and international access to collections held in Northern Ireland the development of a single user interface/portal. 

3.1.2 To open up collections that cannot always be accessed physically by users, e.g. fragile material. 

3.1.3 To enhance opportunities for increasing the number of potential users of the collections and to allow greater public interface with the cultural assets of Northern Ireland. 
3.2 Preservation of materials 
3.2.1 To assist with the preservation of original materials by making the digital copy 
available and by reducing physical handling of original, vulnerable material. 

3.2.4.2 To ensure the security of original, vulnerable materials. 

3.3 Enhanced services 
3.3.1 To use existing collections in different ways by identifying associated relevant and complementary collections regardless of the holding/creating institution.
3.3.2 To satisfy expectations of end-users accustomed to handling information in digital format.  

3.3.3 To further e-learning opportunities and to add to the cultural capital of Northern Ireland. 

3.3.4 To create virtual collections and ‘restore’ dispersed collections through co-operation and partnership.  
3.3.5  To create innovative content packages in response to user demand.

3.4 Partnerships

3.4.1 To build partnerships between institutions in Northern Ireland to improve the quality of digitisation projects undertaken by sharing resources, adopting common standards and facilitating best practice and the exchange of information and expertise. 

3.4.2 To identify funding opportunities which require a collaborative element to be successful.

3.4.3 To bring information about collections which have already been digitised into a single register, perhaps using the RASCAL database as a resource discovery tool, which will be updated on a continual basis.
3.5 Promotion and marketing 
3.5.1 To raise awareness of the range of NI collections and the wealth of our cultural heritage. 

3.5.2 To promote the use both at home and abroad of collections relating to Northern Ireland.
4 Principles 
4.1 Collections will be digitised for the purpose of enhancing access for current and future users. It will also, where appropriate, be used as a preservation tool. 

4.2 The purpose of the policy will be to aim to produce, preserve and present digitised collections to the highest recognised technical standards. 
4.3 The sustainability of the digitised material over time will be determined at the beginning of any project as an essential element of that project.
4.4 Digitisation will be responsive to the needs of its diverse range of users. 

4.5 Digitisation work will conform to the relevant copyright and IPR legislation. 

4.6 Digitisation work will adopt a ‘scan once for many purposes’ policy to avoid duplication of effort when capturing data. 

4.7 There will be no image manipulation of digital master copies. 

4.8 Digitisation will be undertaken with the highest standard of security both in the creation of digital files and in their delivery, to ensure that the authenticity of the digital version of the original work is not compromised. 

4.9 The documentation of the digitisation processes will be maintained to a common standard.   

5 Selection 
Without compromising the individual rights of institutions the selection of material for digitisation will take into account the following selection guidelines. As part of the digitisation policy an agreed digitisation strategy will also be developed which will identify priorities for digitisation over the next 3 years based on an analysis of what has already been digitised (a register of these collections is given as Appendix A). A selection policy will be drawn up taking into account the following issues: 

5.1 The establishment of a clear set of criteria for content selection prior to the commencement of any digitisation project or programme. 
5.2 An appreciation of user requirements and demand which will drive the selection and delivery of digitised material. 
5.3 An analysis of how the proposed digitisation will impact on material previously digitised with a view to reducing or eliminating potential duplication; the migration to common standards/specifications and upgrading of existing digitised resources should be considered here.

5.4 The identification of the best quality original material to be digitised whether or not it is held by the originating institution.

5.5 The potential for adding value to the digitisation project by considering similar or allied holdings in other institutions.
5.6 Full consideration of any preservation and conservation issues relating to the original, analogue material when selecting materials to be digitised. 
5.7 A strategy to address sustainability (how access to the digitised collection will be maintained over time).
5.8 Decisions on selection will also be influenced by: 

· the availability of funding 

· technical considerations 

· availability of specialist staff (both technical and curatorial) within the institutions involved in joint programmes 

· the uniqueness of the items 
· conservation requirements 
· extensibility 

· Intellectual Property Rights and copyright issues 

· existence of catalogues or databases 
· item level metadata requirements 
· potential to generate income and raise institutional and regional prestige 
5.8 Details of all material digitised will be added to an online Register of Digital Projects, held and mounted on the DCAL web-site. 
6 Delivery. 
6.1 The requirements of the various institutions’ users will be the major factor in determining the method of delivery. However, care will be taken to ensure that access to the material is made available to as wide an audience as possible including those with disabilities.   
6.2 The policy recognises that the ability to navigate digital/digitised materials is of the utmost importance and delivery will be planned at the outset of any digitisation programme/project. Records will be enhanced with the addition of metadata in order to improve resource discovery. Delivery will be informed by the need to be accessible to all groups. 

6.3 Institutions will monitor how users use the digitised collections and will adjust delivery and access accordingly. 

6.4 All digitised objects may be re-purposed or repackaged so that there will be many paths to the same digital resource. Interpretation such as appropriate descriptive metadata, a general introduction and thematic trails may be provided so that end-users can understand the context and therefore use the objects appropriately. 

7 IPR AND COPYRIGHT 
7.1 A due diligence file will be prepared containing all correspondence relating to rights information for each item considered for digitisation. 
7.2 Rights metadata will be prepared for all digital objects created. Rights metadata will be recorded in the appropriate MARC21 tags for bibliographic records and an appropriate Rights Expression Language (REL) schema will be chosen. 
8 Metadata 
8.1 Metadata is an essential component of any digitisation programme, as it supports resource discovery, use, storage, presentation and migration of digital objects over time. 

8.2 Metadata design is a critical part of the planning for any digital project and institutions will create and maintain metadata for all digital objects in its digitisation programme. It will aim to create metadata once and use many times. Without the right kind of metadata, it will not be possible to find or use digital materials effectively.

8.3 Metadata issues will form essential elements in both pre-implementation and post-implementation assessments of all projects within the Northern Ireland digitisation programme. 

8.4 Digitisation metadata will be descriptive, technical and administrative, and its semantics, content, and syntax will conform to the recognised standards that are in use, or are being developed, within our specific disciplines and communities. 

8.5 Resources will have to be allocated to meet the training needs involved with the adoption and implementation of metadata standards and this will affect the funding required for any project. In particular, the training required in the context of metadata associated with storing, managing, retrieving and presenting the products of the digitisation programme would have to be considered. Funding requirement for creation of all metadata will be high, particularly for descriptive metadata for unique or rare items as this cannot be automated and must be created manually every time and sometimes with expert subject input at some stage of the process.
8.6 Resources will have to be allocated to meet the hardware and software needs required for metadata creation and maintenance. These include ICT resources in order to develop automated methods of collecting, creating and maintaining metadata. 

9 Standards 
9.1 All projects digitised under this policy will adopt current international standards, models and best practice, so that resource sharing and interoperability between systems is facilitated enabling future migration and enhanced user experience. 

10 Risk management 
10.1 Effective risk management will ensure minimum disruption to the digitisation programmes thus minimising costs and making the best use of resources available. 

11 Evaluation 
11.1 Rigorous evaluation will inform future developments in the Northern Ireland digitisation programme including resource discovery and delivery to ensure the adoption of the most effective methods and processes. End-users and other stakeholders will be central in the appraisal of digitisation activities. 

12 Preservation and conservation of the originals 

12.1 All projects will be undertaken with full consideration of preservation and conservation issues. This will be an important element of the criteria for content selection. An assessment of conservation implications will be conducted prior to the commencement of any digitisation project and if significant work is needed, it will be costed into the project. 
13 Marketing and promotion 
13.1 Any digitisation project needs to ensure that the maximum number of potential users is aware of what has been digitised and how it can be accessed.  This should be considered an essential element of the originating digitisation proposal.
13.2 Specific branding as part of the overall Northern Ireland Digitisation Strategy should be considered.  

14 Training, Research and Awareness 
14.1 An assessment of training needs will be undertaken prior to embarking on any major project. 
14.2 Opportunities for staff to become aware of the latest technological developments and methods will be provided. This will include delivery of training courses, conferences and visits and inter-action with staff with experience of previous digitisation projects.  

14.3 As part of this policy, LISC (NI) in association with DCAL will organise a rolling programme of seminars and workshops to promote the awareness and understanding of digital issues.
15 Policy review 
15.1 This policy will be subjected to regular reviews to take account of changing business needs, technological changes in the field, and emerging standards and changes in funding streams. 
16 Digitisation strategy

16.1 As part of the digitisation policy a digitisation strategy will also be developed which will identify priorities for collaborative projects over the next 3 years and identify the funding to deliver the programme.  The strategy will consider:

· Choice of content for digitisation
· The management of the digitisation process

· Access models

· Funding arrangements and income generation

· Hosting and branding

· Marketing
· Preservation and management of digitised material over time

· Lessons learned from collaborative digitisation models in other jurisdictions

16.2 Responsibility for developing and monitoring the strategy will reside in a group to be formally constituted and sponsored by DCAL that will be representative of the major stakeholders; i.e.

NILA


Higher Education


PRONI


NMNI


Linen Hall Library


NIMC

Research/specialist libraries, in particular the Armagh ‘cluster’ of the O’Fiach and Public (Robinson) Libraries and Armagh Observatory.

16.2 The strategy will be a rolling three year programme and will be reviewed on an annual basis.

APPENDIX A – REGISTER OF PROJECTS

	INSTITUTION
	TITLE
	CONTENT
	PARTNERS
	PAGES/SIZE
	TIMESCALE
	ACCESS
	SUSTAINABILITY

	Armagh Observatory
	Libraries and Archives
	A wide variety of books, documents and other materials of scientific and historic interest.
	 
	Several 000 pages. Several GB
	Since 1990s and ongoing
	To be free via web. Poss charges for commercial use
	The main back-up arrangements for digitized material are the same as for the rest of the Observatory’s electronic data, namely multiple back-ups to a RAID system.

	Armagh Observatory
	Met Archive and Databank
	Over two hundred years of meteorological readings, dating from c.1795, from Armagh Observatory.
	 
	7000 images. 2GB
	Since 2002 and ongoing
	Free via web
	Multiple back-ups to a RAID system.

	BELB
	Embassy to China
	George Leonard Staunton's account of the first British Embassy to China, 1792
	British Library Hidden Treasures
	61 pages
	2007
	Via BL website
	 To be hosted by BL for 3 yrs

	LINEN HALL
	Electronic history
	Contemporary material relating to: 1.The United Irishmen; 2. The Famine in Ireland; 3. Marches and Commemorations.
	Belfast Telegraph
	 
	1997-1999
	By subscription
	 

	LINEN HALL
	Troubled Images
	Posters and Images of the Northern Ireland Conflict from the Linen Hall Library
	 
	3400 images + text & audio
	1998-2001
	CD ROM on sale. Free consultation in library
	35mm slides and high resolution scans of all images

	LISC NI
	Banbridge Almanac
	A yearly publication running from 1880’s to 1930s providing info on the town, population and local business.
	QUB for tech input
	53 vols
	Complete Feb 08
	CD ROM 
	Stored on CD, we have multiple copies.  QUB can produce additional copies on request – at a charge.

	NEELB
	Freeholders Records
	pre -1840 Freeholders' Records and Poll Books held in PRONI. Index of names linked to images.
	 
	5,500 pages. 84 GB
	Complete
	Via PRONI website
	Uncompressed TIFF and JPEG and DJVU images stored on-site for preservation on live server and backed up to tape with copy held off-site also

	NMNI
	Ballymoney Grocers' Handbills
	Handbills from Grocers who all traded in Ballymoney in the 19th century
	 
	20 images/pages. 2.72 MB
	Complete
	via ni-libraries website
	Website hosted by Amey through ELfNI contract

	NMNI
	Core materials on Ireland
	A major e library of materials relating to Irish Studies - journal pages, monographs and manuscripts.
	JSTOR, JISC and others
	670,000 pages
	Jan 07 - Dec 08
	Through JSTOR platform. Free in UK and Ireland
	JSTOR will incorporate the Ireland Collection into their existing collections and storage  / preservation policy will be afforded to the collection as per JSTOR policy.

	NMNI
	Eurotext: Learning materials on Europe
	Key documents on the EU, mostly taken from the European Commission's COM Documents series
	Univ of Hull and others
	24,845 pages. 500 MB
	1996-99
	Free to .ac.uk domain via Eurotext website http://eurotext.ulster.ac.uk
	The site and its content, while hosted on a university server, are not being actively maintained.

	PRONI
	Irish Emigration Database
	Primary source documents on Irish emigration to North America in the 18th and 19th centuries.
	 
	 
	Since 1989 and ongoing
	Through CMS, PRONI and in public libraries
	The Irish Emigration Database is currently stored on the server of Queen’s University Belfast and on a dedicated server at the Centre for Migration Studies

	PRONI
	Omagh Bomb Archive
	10,000 + newspaper articles
	 
	10,000+ articles 90 MB
	Since 2000 and ongoing
	Via website. www.omagharchive.co.uk
	WELB have built an archive room, built with special preservation conditions. It is accessible to all via request to Omagh branch

	PRONI
	Special Collections -Digital Image Gallery
	A sample range of materials from a number of the Special Collections manuscript collections
	 
	Several 000 images and growing
	Established 2004 and ongoing
	Free via QUB website and mostly unrestricted
	These issues are being met within the University and are integrated into operational processes in terms of staff expertise and financial ramifications.

	PRONI
	Digitisation of Analogue Sound Recordings
	 
	 
	11,000 recordings
	50% complete. Material digistised on demand
	Public access through recently upgraded audio facilities. NMNI websites are currently being rebuilt and will include some sound recordings on line.
	We digitise to file formats as recommended by International association of sound and AV archivists.

	PRONI
	Digitisation of Glass Plate Negatives
	 
	 
	4,000 plates
	Nov 09
	Direct public access via refurbished audio visual facilities. New web site being constructed to provide on line access. Access is free , charges made for reproduction
	Museum is carrying out a scoping strategy for digital access and preservation. This material is held on museum server with remote back up.

	QUB
	Fine Art Collection Digitisation
	 
	 
	1400 images
	Pase 1 (900 images) complete Phase 2 pending
	Access through refurbished audio visual facilities. NMNI website currently being rebuilt to include on line access to collections.
	Museum is carrying out a scoping strategy for digital access and preservation. This material is held on museum server with remote back up.

	QUB
	The Stormont Papers - 50 yrs of NI debates online
	 
	AHRC; Kings College London, A and H Data Service
	92,000 pages
	Available online since 2006
	http://stormontpapers.ahds.ac.uk/stormontpapers/index.html
	 

	QUB
	Act of Union Virtual Library
	 
	NOF funding and several institutions. CDDA
	 
	Completed 2003
	Via website http://www.actofunion.ac.uk/
	 

	SELB
	Ulster Covenant of 1912
	c 500,000 signatures to the Ulster Covenant
	 
	53,996 pages Uncompressed TIFF, JPEG, DJVU and PNG
	Complete
	Free access to indexes and digital images on PRONI website
	Uncompressed TIFF images and JPEG and DJVU versions stored on-site for preservation on live server and backed up to tape with copy held off-site.

	UU
	Street Directories
	Pre -1900 street directories held in PRONI
	 
	 
	3 months. Completion date Sep 08
	Text scanned and OCR’d - Free access
	Uncompressed TIFF images and JPEG and DJVU versions will be stored on-site for preservation on live server and backed up to tape with copy held off-site.

	WELB
	Ordnance Survey Maps
	Ordnance Survey maps of Northern Ireland
	OSNI
	20,564 items.  Approx 76 GB total
	Complete
	OSNI website. Free viewing but charges for copies
	OSNI preserving the data as part of the GeoHub

	WELB
	Index to wills
	Index to wills 1858-c1920 in will calendars and linked to images of copy wills.
	 
	Index 271 MB. Images 1.15TB. JPEGS 44.1GB
	Index completed and on website. Wills not complete
	Free access to the indexes.  There will be a charge for access to images.
	Uncompressed TIFF images and JPEG versions stored on-site for preservation on live server and backed up to tape with copy held off-site.
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