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Copyright and privacy

Digitisation

Digital preservation

Digital access
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Copyright - what is it?
“Copyright is one of a group of ‘intellectual property rights’. It gives the 
owner the right to control the use of certain kinds of ‘work’ which are the 
result of the author’s skill or which have involved an investment of time, 
effort and/or money by the owner.”
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Copyright - what does it 
protect?

Literary works

Dramatic and musical works

Artistic works

Films 

Sound recordings

Typographical arrangements
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Copyright - how long does it 
last?

It is complex!

It depends!
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Copyright - who owns it?
The author or creator of the work

The employer or commissioner

Producer (for film/sound)

Oral history participant
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Copyright - why is it 
important?

● Affects how you can re-use collections e.g. publishing, online.
● Affects whether you can copy collections e.g. for researchers, 

digitisation, preservation.
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Tracing copyright
Is is in copyright?

Who is the copyright owner?

Ask for permission?

Acknowledge.
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In practice….. mitigation
Take a risk based approach.

Takedown policy.
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“Every effort has been made to establish the copyright holders of the 
material presented. However, if you believe the copyright of any item on 
the website belongs to you but you were not responsible for contributing 
it to the website, and you are able to prove this, please contact us so that 
we can insert the relevant credit or arrange for the item to be removed.”

https://www.recordingmorecambebay.org.uk/content/about/contact-us
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Privacy - what is personal 
information?

“Personal data is information that relates to an identified or identifiable 
individual”

In addition ‘special category data’ can cover.

● racial or ethnic origin
● political opinions
● religious or philosophical beliefs
● trade union membership
● health
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Privacy - why is it important 
for archives?

May need to restrict access to certain collections.

Cataloguing - consider the impact of naming a person.

Oral histories.
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In practice…..mitigation
Regulations/terms and conditions for users.

Takedown policy.
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“If you believe the material on this website contains personal or sensitive 
personal information and continued access would be unlawful or unfair 
under the Data Protection Act 2018 and the European Union’s General 
Data Protection Regulation (GDPR) then please contact us so we can 
consider removing the material.”

https://www.recordingmorecambebay.org.uk/content/about/contact-us
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Copyright - group exercise
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Digitisation- why do we 
digitise?

Access

Engagement

Preservation
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Digitisation - priorities?
Popularity

Potential for engagement

Significance

Themes?

Preservation

Resource/funding
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Digitisation - preparation
Preservation

Copyright

Privacy

Cataloguing
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Equipment
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Other considerations
Software

Standards - file formats (TIFF), resolution (300 dpi minimum), colour and 
bit depth (24-bit minimum)

Access copies

Standards - naming convention for the files

Outsourcing 
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Digital preservation
• Fundamental overview - the OAIS (Open 

Archival Information System) model
• Sources of guidance
• Key points to consider
• An outline of process
• A look at a couple of useful applications
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Sources of guidance
• Gloucestershire Heritage Hub (short and 

pithy)
• Digital Preservation for Community Archives 

(excellent total overview)
• Digital Preservation Coalition (DPC) - Digital 

Preservation Handbook
• National Digital Stewardship Alliance (NDSA) 

- Levels of Digital Preservation
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Key points to consider
• Digital Preservation involves countering numerous points 

of failure - storage, equipment, management/access, 
formats

• Who has access and what are their permissions?
• Where will you store? Introduce redundant/multiple levels 

of storage
• How will you manage over time - change/corruption/file 

formats?
• How will you enable access?
• How will you link to your catalogue?
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An outline process
• Know your holdings: prompt check in on receipt and 

create file lists of your holdings
• Make copies of your digital objects
• Plan where and how you will store your digital objects
• Create checksums of your digital objects so you can 

perform integrity
• checks over time
• Refresh your storage media
• Keep track of file accessibility
• Always work from copies and document your actions



Serving the people of Cumbria

Do not use fonts other than Arial for your presentations

Archive your website
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Providing access - audience?
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Manage your Collections
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Social media - Facebook
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Social media - Twitter
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Social media - Instagram
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Software - Preservica Starter 
Edition
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Software - Communitysites
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Software - Omeka.net
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Software - eHive
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Software - Shorthand



Serving the people of Cumbria

Do not use fonts other than Arial for your presentations

Summary
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Summary


