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Pembrokeshire Archives and Local Studies:

Digitisation Policy
1. Policy Aims
1.1 To set out the general principles by which Pembrokeshire Archives and Local Studies will digitise material.
1.2 To support the methodology laid out in the Digital Preservation Policy.

1.3 To support the extension of access to the collections through digitisation.
2. Definition
2.1 Pembrokeshire Archives and Local Studies defines digitisation as the process of creating digital files by scanning, or otherwise converting, analogue material to create digital file formats.  The digital file is then classed as digital material and is subject to the same broad challenges involved in preserving access to digital records, whether they be digital surrogates or born-digital material.
3. Scope of policy
3.1 This policy covers material that has been received into the service as part of the extensive analogue collections: it does not cover born-digital material.
3.2 It does not cover the standards to which digitisation adheres or the workflow for any digitisation programme.  These are covered in separate documentation.
3.3 This document is one of a suite of documents designed to look after the collections, increase accessibility and promote use.  It should be read in conjunction with the following policies in particular: Collections Care and Conservation, Digital Preservation, Reprography and Public Access.
4. Impetus to digitise
4.1 Pembrokeshire Archives and Local Studies recognises the benefits to be had from undertaking specific digitisation projects as part of a structured programme.  Such benefits can be summarised as follows:
4.1.1 Extension of access to collections for remote users
4.1.2 Preservation of rare and/or fragile material or material at risk of loss due to format and any inherent weaknesses
4.1.3 Increased ability to exploit the informational content of the record once in digitised format
4.1.4 Preservation of popular or heavily used collections by the provision of surrogates
4.1.5 Increased ability to produce copies of items which fall outside the scope of traditional copying methods due to their size or format as defined in the Reprography Policy
4.1.6 More efficient front-line provision due to increased self-service access to surrogates by the public thus focussing staff attention on more complex researcher enquiries
4.1.7 Ability to engage with new audiences in the on-line world via a variety of delivery mechanisms including mobile applications and social media
4.1.8 The development of a bank of images that can be used multiple times for access, outreach and promotion activities

5. The digitisation process
5.1 Pembrokeshire Archives and Local Studies will follow as far as possible and practicable best practice guidelines regarding standards and recommendations for digital capture, metadata, storage, preservation and access when digitising material.

5.2 The service recognises the value in digitising at the highest spatial resolution possible commensurate with current storage capabilities and capacity.
5.3 Working to the principle of handling material as infrequently as possible, the service will aim to digitise analogue material once only with a digital master image being made from which all other copies will derive.
5.4 Where technology improves and previous digital masters are deemed to be of a lower resolution or standard, new digital masters will be created only when time allows or demand dictates.

5.5 Digitisation will be undertaken by:

5.5.1 Pembrokeshire Archives and Local Studies staff

5.5.2 Approved Cultural Services staff

5.5.3 Approved volunteers

5.5.4 Approved contractors

5.6 Digital master images will be managed for long-term preservation in line with the Digital Preservation Policy.

5.7 Digital access copies will be created from digital master images and used to create all subsequent surrogates.

5.8 The digitisation process will capture the image of the original source material “as is” in order to provide a true representation of the source material.  Quality control checking processes will be applied to ensure that digital versions provide a true/close representation of the source material as far as practicable and possible.
5.9 Where requests for digital copies are made from external individuals for parts of analogue material, the service will endeavour to capture the material in its entirety and retain a copy as part of its digitisation programme.

5.10 Descriptive and technical metadata of digital material will be kept and maintained to recommended guidelines.  The software programme CALM will be utilised to store descriptive metadata.

5.11 The service recognises the creation of digital surrogates as an aid to preservation and may create and produce digital surrogates in lieu of the original material if this better preserves the original.
5.12 Digital copies are not made to the detriment of the original material and are never viewed as a means of destroying or otherwise disposing of original material formally accepted into the service by the acquisition process as per the Collections Development Policy.

5.13 All digitisation work will be done in line with current privacy and copyright laws prevalent in the UK.  Where the material is to be used by the service for outreach and/or publication purposes and where all reasonable efforts to identify and locate copyright owners have failed, each image will be reviewed on a case by case basis and a risk management approach to use will be employed.  Where permission to use is challenged the service will abide by its guidelines in its “take-down” statement.
5.14 Where the collection contains analogue audio-visual material, Pembrokeshire Archives and Local Studies will endeavour to access the necessary equipment to enable content migration into digital format as part of the digitisation process as long as it is deemed cost effective to do so.  The service will work with internal and external organisations to achieve this goal.
6. Scrutiny
6.1 It is intended that this policy will be open for viewing and comment.

7. Policy review
7.1 From date of adoption this policy will be reviewed every five years or sooner if any major changes occur in service delivery that will have an appreciable effect on its contents.
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