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1. METHODOLOGY FOR INSTITUTIONAL STRATEGY MAPPINGS

1.1, Aims

This study examined over 50 important strategy documents from a wide range of universities
in order to establish the principal themes and ideas embedded in them; identify any digital
preservation links to these principal themes and ideas; and articulate ways in which a digital
preservation policy and associated activities can contribute to the wider mission and
strategies of universities.

The overall aim was to provide a series of aggregated documents for common strategies
such as research, teaching and learning, information, libraries, and records management,
which would be relevant to a broad spectrum of UK universities. In particular our aim was

that these documents could be used to promote development of digital preservation policies
within institutions by:

1 providing an advocacy tool;

1 identifying organisational drivers and benefits for key sections of the policy;

9 suggesting the broader organisation context in which the policy should fit and other

key strategies and policies which should be linked to and/or reference it.

It is recognised that the needs and strategies of individual universities will vary. However it
is hoped that the approach taken will provide content and ideas that can be selected and

adapted for a wide range of individual institutions.

1.2. SAMPLE

Universities

Published policies from varied selection of 5-9 universities were chosen for each the studies,

reflecting:
1 Newer teaching universities
1 Redbrick (or Russell Group) universities

1 Non-redbrick universities with a high research profile.
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The most important strategy documents in terms of impact and importance within the

The strategies

universities and for digital preservation were considered to be those concerning:
1 Research
1 Learning and teaching
1 Information (and Information Technology)
1 Libraries
1 Records Management

In addition ICT strategies were examined and aggregated from a range of universities but
were found to be closely linked to major themes identified within the information strategies
and not to suggest further links to digital preservation. The aggregated ICT strategies were

therefore omitted.

1.3. METHOD

In comparing the documents, the aims and/or objectives of each were considered to be of
paramount importance - particularly the objectives, as these tended to be more explicit and,
as one would expect, often described how the aims were being met. Once these were

extracted from each document the analysis preceded as follows:
The aims were first edited down to:
1 Remove or explain acronyms or other location-specific terminology

9 State only one element of a strategy (some aims actually signified two or more
distinct themes, such as where an over-arching aim was divided into bullet points in
the original. These were divided into two and often slightly re-worded to be more
coherent as ‘stand-alone’ phrases. In other cases, aims were even combined, where

there seemed to be duplication)
1 Be as concise as possible

1 Remove statements that are too vague to inform the project (“strive for academic
excellence”). These were substituted where possible by more measurable or explicit

aims from elsewhere in the document text.
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A grid was then developed for each strategy topic, where aims or objectives of each
institution were listed in columns. For the (randomly chosen) first university these were
simply listed cell by cell in the column. For the second university, each aim/objective was
compared with those of the first. Where there was a similarity — such as with regard to
promoting interdisciplinary research, or promoting continuous professional development, for
example, this aim was placed in the cell adjacent to that of the first university. Where there
was no similarity, the first cell in the column not to be adjacent to any text was used,
extending the grid vertically. This process continued until the strategy aims/objectives of
each university were arranged in columns, with both adjacent entries — in the case of

similarities — and isolated entries forming the whole.

The resulting grid was thus formed of topics arranged by row (and universities by column).
Each row was then labelled. Following the above examples, these would be e.g. ‘Enhancing

professional development’; ‘Promoting interdisciplinary research’
The grid could be used in this form to compare universities.

In addition to comparing university strategies, it was essential to aggregate them for
presentation in this study. For this, each row (in other words, each topic) was lifted from the
grid, converted back to text, and then edited further so there was no duplication of text (as
occurred often, with strategy elements saying similar things). This created a summary of all
the strategy aims and objectives found, thus covering the breadth of topics and issues

covered.

The aggregated document was then scrutinised to look for the implications therein for digital
preservation activities within the organisation and potential links (“dp links”) that could be
made to digital preservation policies. These have been highlighted in red in the final

documents.
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2. RESEARCH STRATEGIES

2.1. OVERVIEW AND KEY FINDINGS
The research strategy is one of the core strategies of many UK universities. Although most

will be at institutional level, it is not uncommon to have a research strategy for individual
departments and faculties in teaching-led universities and in more research intensive
universities. Typically, research and the teaching and learning, together with a strategy for
“third-stream” activities such as knowledge transfer and engagement with industry and public

sector, provide the key framework for the missions of UK universities.

As might be expected given the range of institutions covered, the strategies examined were
varied in approach and detail so that it was difficult both to condense their key points into
only a few categories and to compare them. However, in broad terms the teaching

universities were surprisingly similar to those leading in research.
The principal shared research strategy aims, were to:
1 Maximise staff and research excellence;
1 Provide a high level of administrative support;
1 Recognise and promote the link between teaching and research;
1 Increase income and financial sustainability.

Strategy aims that either only applied to teaching-led universities, or were particularly

emphasised were noted. Teaching-led universities tended to:
1 Include more peripheral aims such as attracting a diverse student body;

1 Place greater emphasis on interdisciplinary and collaborative work, including the
involvement of external organisations. It may be that established research-led
universities do not need to explicitly state this, whilst teaching universities may see

them as an excellent way to raise the research profile;

1 Explicitly aim to disseminate research, again presumably to raise the institutions’

research profiles;



9 Offer more staff support for research.
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Overall there are a significant number of digital preservation links identified for most areas

within the aggregated research strategies.

2.2.  INTRODUCTION

This document aggregates the research strategies of the universities chosen for this survey,

and suggests implications for digital preservation (highlighted in red). The universities

compared and aggregated are:

=A =4 =4 =4 4 4 4 4 A -4

Bristol

Birmingham
Edinburgh

Glasgow Caledonian

Liverpool - School of Medical Education

Lincoln University - Centre for Educational Research and Development

Leeds Metropolitan

London Metropolitan - Department of Health and Human Sciences

Northumbria
Nottingham

The contents of the various research strategies have been aggregated under the following

sub-headings:

=A =4 =4 =4 =4 4 -4 4 4 -4 -4 -4 - A

Financial considerations

Institutional perspective

Staff excellence and development
Achieve high quality research / RAE rating
Identifying key research areas
Interdisciplinary and collaborative work
Increase number of researchers

Internal administrative support

Knowledge transfer / intellectual property
Link between research and education
Disseminating research

Attracting a wide variety of students
Improve / review research management and infrastructure

Student employability
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2.3.  MAPPING AND ANALYSIS OF RESEARCH STRATEGIES

Financial considerations
9 Establish a stable and sustainable financial base

1 Set and achieve targets for external research funding (especially from the Research
Councils) including research student funding
Set parameters for institutional investment in selective research activities
Identify areas for selective investment
develop research income and external research and consultancy activities through
practice referenced research

DP links: Digital Preservation Policy can assist by:

1 Supporting grant proposals to meet research funders’ application requirements and
marking criteria for data management, preservation and data sharing in grant

proposals.

91 Sustainability of the research base: improving research support and ensuring that
indirect or direct costs included in the grant proposals help meet the costs of data

management and preservation.

1 Underpinning new electronic business processes and efficiency gains e.g. space
savings via digital storage or electronic delivery of services to the researcher to

improve research productivity.

1 Selecting digital resources or items for digitisation of long-term value and potential for
re-use in research by the institution thus providing return on investment and value for

money

1 Meeting audit and risk assessment requirements by ensuring identification and
appropriate data management and preservation of critical business information for
research, teaching or learning or administration in the institution.

Institutional perspective
9 Establish an institutional perspective on research priorities and strengths

DP links: Digital Preservation Policy can assist by:
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9 Preservation of research articles and other outputs of the university in an institutional
repository. Providing an institutional perspective by drawing together, preserving and
linking information scattered over the university and supporting institutional submissions

for RAE/REF.

Staff excellence and development
1 Ensure that there is effective leadership and management in place

9 Strengthen the education and research culture and to focus on excellence.

1 Attract and retain high quality staff and research students who are capable of innovative
and excellent research.

1 Ensure that through workload planning and prioritisation, quality time is appropriately
scheduled for research
Create a positive research environment to maximise the potential of staff
Engage in research and scholarship with all academic staff and as wide a range of other
staff and post-graduate students as possible.

1 Recognise and reward staff accomplishments in research through the professor, reader,
professorial research fellow and senior research fellow promotion schemes.

1 To foster the research interests of individual members of teaching staff, as part of their
overall employment activities.

9 For all staff to be full and active members of the academic and research communities
through involvement in the full range of scholarly activity — participating in conferences,
professional bodies and networks of academic staff.

DP links: Digital Preservation Policy can assist by:

1 Underpinning electronic delivery of services to the researcher to improve research
productivity and the research environment e.g. access to electronic journals and

services.

1 Enhancing research support for archiving and data management tasks and thus

providing a positive environment for research.

1 Preserving and promoting excellent electronic collections and research assets to

attract researchers, teachers, and students to the institution.

9 Selection and preservation of electronic material which can be re-used in research or

teaching and support innovative use of digital materials in teaching or research.
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Identifying key research areas

9 Establish criteria for the identification of subject areas for university support and future
submission
9 Identify and support the development of key areas for our research activities

DP links: Digital Preservation Policy can assist by:
1 Indentifying and preserving digital collections to support key research areas

1 Underpinning electronic delivery of services to the researcher to improve research
productivity and the research environment in key subject areas e.g. access to

selected electronic journals, datasets and services.

Interdisciplinary and collaborative work
1 Ensure that the University is professional and customer-focussed in its dealings with

collaborators

1 Promote the building of research links, networks and partnerships with, Government,
Industry, OUVS Sponsoring Establishments and other Universities [OU]

1 Encourage and facilitate new interdisciplinary centres or groups (possibly in collaboration
with other universities or institutions) that can build on current expertise to make an
international impact.

1 ensure effective connectivity and promote synergy amongst research, enterprise and
teaching activities.

1 work with the University’s Research Institutes, Centres and Units, and also with other
Departments, with a view to furthering the research activities of [departmental] staff

DP links: Digital Preservation Policy can assist by:
1 International visibility of research outputs via preservation and online dissemination

1 Meeting requirements of partners and good scientific and research practice or legal

requirements for retention of data and documentation of results

1 Preserving digital collections and data that are of high-value for re-use and future

research — thus attracting collaborators to the institution and its researchers

1 Promoting appropriate data sharing, documentation, and inter-operability for

preservation which also enhance the opportunities for inter-disciplinary work

10
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9 Preservation and study of time-series and longitudinal data supporting policy driven
research of interest to external sectors such as government and industry, and other
research groups

Increase number of researchers
1 Encourage and facilitate existing researchers to form new groupings for research to

ensure an increase in the critical mass of researchers in selected areas
91 Develop the critical mass essential to achieve consistent recognition for our research

DP links: Digital Preservation Policy can assist by:

91 Preserving digital collections and data that are of high-value for re-use and future

research — thus attracting new researchers and collaborators to the institution

1 Promoting the visibility and awareness of institutional research via preservation and
online dissemination of research outputs

Internal administrative support
9 Assist Units in formulating and realising their research plans

1 Offer excellent support for research at the university level

9 Offer a co-ordinated administrative service involving an integrated and expanded
Research Office, combining the existing Research Office, Intellectual Property
Management Office and European Office

1 To provide support for staff drafting and submitting applications for research funding.

1 To support the work of full-time research staff within the Department.

DP links: Digital Preservation Policy can assist by:

1 Supporting grant proposals to meet research funders’ application requirements and
marking criteria for data management, preservation and data sharing in grant

proposals.

9 Lifting the burden of data management from researchers, enabling effective data
sharing between research teams and better data management, providing secure

storage, back-up etc.

9 Identifying and supporting appropriate infrastructure and skills such as institutional

repositories, data repositories, records management and preservation expertise

11
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1 Underpinning electronic delivery of services to the researcher to improve research
productivity and the research environment e.g. access to electronic journals and

services.

Knowledge transfer / intellectual property

1 Promote and encourage much greater engagement with knowledge transfer and

intellectual property exploitation

DP links: Digital Preservation Policy can assist by:

9 Preserving and providing access to digital research collections of interest to

research collaborators in industry and government

1 Collecting, preserving and promoting academic study of subject data collections

drawn from different sources and sectors

1 Promoting knowledge transfer in digital preservation practice between HE and other

sectors.

Link between research and education

T

A research-led approach can enhance the students’ ability to develop critical and
evaluative thinking skills and thereby promote independent learning

Students can source and critically analyse information, synthesise new ideas and
methods, evaluate the outcomes in a reflective way

Colleagues are encouraged to borrow from existing examples of good practice and to
measure, analyse and evaluate outcomes to contribute to the scholarship within their
subject disciplines .

Students will benefit from an evidence based approach to learning, teaching and
assessment.

Student’s work incorporates components which are authentic to the research process
Inform undergraduate courses and drive new developments in postgraduate education
ensure that teaching, learning and staff development are enriched through research
activity.

continue to develop a flourishing programme of postgraduate research degrees in which
teaching is informed by research, and which makes connections between the research

interests of staff and students and their professional practice.

12
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1 support learning and teaching through the fostering of a spirit of enquiry and the
development of a concern for ideas and their application

DP links: Digital Preservation Policy can assist by:

1 Preserving and providing access to primary digital research materials and teaching
collections for students to develop study and research skills

Disseminating research

1 Achieve appropriate dissemination of an increasing quantity of high quality research.

9 Secure publication of research output in internationally rated publications with a
priority accorded to refereed journals and books with high quality academic

publishers.
DP links: Digital Preservation Policy can assist by:

9 Preservation and visibility of institutional research outputs through appropriate

repositories

1 Increasing research output by underpinning new electronic business processes and
efficiency gains e.g. electronic delivery of services to the researcher to improve

research productivity.

Attracting a wide variety of students
9 Attract a diverse and expanding population of taught and research postgraduate

students, including international students on both taught and research degree

programmes

1 Ensure that the University's commitment to inclusivity, widening participation and

equality of opportunity is reflected in its research activities.
DP links: Digital Preservation Policy can assist by:

9 underpinning electronic materials and services that can support distance learning,
flexible study and research work patterns e.g via 24/7 desktop access to electronic

journals and e-books.

13
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Improve / review research management and infrastructure

T

Review research management structures following the outcome of RAE 2008 such
that they remain effective, efficient and suitable for delivering the long-term research

aspirations of the institution.

More robust information and process management to support the University’s effort.

Further develop the research infrastructure including the Research Institutes and the

Research, Enterprise and Development Office.

Ensure that research is sustainable and resonates with subject strategies

Contribute to the University’s capacity to invest and innovate, with properly managed

research providing a stimulus for growth

DP links: Digital Preservation Policy can assist by:

1 Sustainability of the research base: improving research support and ensuring that
indirect or direct costs included in the grant proposals help meet the costs of data
management and preservation.

1 Identifying and supporting appropriate infrastructure and skills such as institutional
repositories, data repositories, records management and preservation expertise

Student employability

91 Develop further links with employer organisations to provide postgraduate and
continuing professional development.

1 Continue to develop and expand the scope of the professional doctorate.

DP links: Digital Preservation Policy can assist by:

T

Potential role in preserving and maintaining e-portfolios for life-long learning and CVs

of former students?

Achieve high quality research / RAE rating
1 Set parameters to enable the university to concentrate on excellence and achieve grade

5-6 in essentially all submitted areas.

14
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1 Meet the requirements of acknowledged national and international metrics that will
confirm the standing and excellence of our research.
The development of a local, national and international profile as a centre for research.
The development of a locally and globally recognised sustainable research culture and
centre of excellence.

9 foster and sustain a vibrant research culture

DP links: Digital Preservation Policy can assist by:

91 Preservation and international visibility of institutional research outputs through
appropriate repositories

1 Providing an institutional perspective in an institutional repository by drawing together,
preserving and linking information scattered over the university and supporting

institutional submissions for RAE/REF.

1 Preserving digital collections and data that are of high-value for re-use and future
research — thus supporting the development of a local, national, and international

research profile for the institution

2.4, REFERENCES
Glasgow Caledonian University Research Strategy (undated), retrieved 9 June 2008 from:

www.gcal.ac.uk/staff/ris/WordDocs/research_strategy.doc

Leeds Metropolitan Research Strategy 2005-2008 (undated), retrieved 9 June 2008 from:

www.leedsmet.ac.uk/research/Research_Strategy0606.doc

Lincoln University Centre for Educational Research and Development Research Strategy

(undated), retrieved 9 June 2008 from: www.lincoln.ac.uk/cerd/Research%20Strategy.htm

London Metropolitan University (Department of Health and Human Sciences) Summary of
HHS Research Strategy (undated), retrieved 9 June 2008 from:

www.londonmet.ac.uk/depts/hhs/staff_handbook/policy_docs/research_stragegy.cfm

Northumbria University Research and Enterprise Strategy 2007-2010 (July 2007), retrieved

9 June 2008 from: http://northumbria.ac.uk/researchandconsultancy/visitors/rbs/
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University of Birmingham Research Strategy (December 2003), retrieved 9 June 2008 from:
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3. LEARNING AND TEACHING STRATEGIES

3.1. OVERVIEW AND KEY FINDINGS
The teaching and learning strategy is one of the core strategies of UK universities. Typically,

together with strategies research and “third-stream” activities such as knowledge transfer
and engagement with industry and public sector, it provides the key framework for the
missions of UK universities. The main themes of the learning and teaching strategies of the

various universities selected for this study concerned:

1 The skills, knowledge and experience of the students;

9 The use of e-learning;

1 The fostering of excellence through staff development and effective leadership;
1 Equality awareness.

Strategies tend to emphasise the development of a wide range of skills. In addition to those
related to specific disciplines, others included intellectual, generic, and social skills. Teaching

and learning aims that promote the employability of students are also common.

There is also an emphasis on students developing research skills, and for teaching to be

informed by research.

There is a universal commitment to working with and developing new technologies, including
virtual learning environments, e-learning programmes and resources such as access to
datasets using powerful search tools and services supported by Library and Learning
Resources. Many institutions wish to establish e-learning as an integral part of teaching and

learning activities.

Strategies also concern the development and refinement of teaching methods, staff
development and the general promoting of the institution through the excellence of its
teaching programmes. Some institutions mention developing an effective and enabling

educational leadership and management structure in order to facilitate this.

17
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Equality awareness and opportunity are also common themes as are, related to this, aims
emphasising the need to attract international students as well as those from diverse

domestic backgrounds.

A wide range of digital preservation links to many of these themes is suggested in the
aggregated strategies. In particular digital preservation supports continuing access and
underpins new e-services and associated efficiency gains; makes historic material available

for learning and teaching; and provides support for digital study and research skills.

3.2. INTRODUCTION
This document aggregates the learning and teaching strategies of the universities chosen for

this survey, and suggests implications for digital preservation (highlighted in red).

The universities compared and aggregated were:
1 Anglia
1 Bournemouth

9 Bristol (which has an Education Strategy and a Learning and Teaching Strategy. This

document draws from both documents)
1 Derby
1 Manchester Metropolitan
1 Nottingham Trent
1 Open University
1 Southampton
1 UCL

The aims and objectives of the various teaching and learning strategies have been

aggregated under the following sub-headings:

9 Incorporate a wide range of learning methods and assessment

1 Developing intellectual / generic skills

18
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3.3.

Developing subject based skills

Developing research sKkills

The wider curriculum, citizenship and life-long learning
Developing teaching methods

Promoting the institution

Integration with other policies

Working with new technology / promoting e-learning
Collaborative learning

Equality awareness and opportunity

Teaching informed by research

Cost-effectiveness

Student employability

Study support

Staff professional development and remuneration

Leadership and management

External contacts and impacts

Responding to student views

Monitoring performance / Assessment methods and quality control
Implementing a University Learning and Teaching infrastructure

Learning materials repository

MAPPING AND ANALYSIS OF TEACHING AND LEARNING STRATEGIES

Incorporate a wide range of learning methods and assessment
1 Equip our staff and students with the ability to maximise the benefits of the full range of

learning, teaching and assessment methods available.

1 Maintain and develop assessment tasks and processes which support, enable and

encourage learning.

DP links: Digital Preservation Policy can assist by:

Beagrie
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1 Preserving and making accessible digital collections and materials for learning and

teaching

1 Underpinning electronic services which support and enable flexible and innovative

learning and teaching

Developing intellectual / generic skills
1 To nurture confident learners who think creatively

1 To develop intellectual skills, such as the evaluation of complex problems and evidence-
based decision-making
Become effective and independent learners
Master the generic skills and manifest the appropriate attitudes and values associated
with successful graduates (e.g. oral and written communication progression to
independent study, effective and co-operative work in groups)

1 Arelevant and effective curriculum takes account of students’ personal development and
capacity to understand change in a global environment and the internationalisation of the
curriculum

DP links: Digital Preservation Policy can assist by:

9 Preservation and accessibility of digital collections and materials for ‘evidence-based
decision-making’ — this could include a wide body of material from research data,

population studies, and e-theses and reports.

1 Underpinning electronic services which support and enable flexible and innovative

learning and teaching

Developing subject based skills
1 Master the subject-based professional abilities in appropriate subject areas (e.g.

Business Studies, Social Work) to the appropriate level;

DP links: Digital Preservation Policy can assist by:

1 Collecting, preserving and promoting academic study of subject data collections

drawn from different sources and sectors

Developing research skills
1 Understanding to search, evaluate and select from the evidence-base across the range

of disciplines

20
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1 Students engage in the skills of research enquiry in a structured and incremental way at
appropriate levels in their undergraduate and postgraduate studies so that they can
source and critically analyse information, synthesise new ideas and methods, evaluate
the outcomes in a reflective way, and thereby experience a direct involvement in
research

DP links: Digital Preservation Policy can assist by:
1 Preserving and making accessible research data for re-use in teaching and learning

1 Underpinning services for delivery of electronic journals, ebooks, and e-theses.

The wider curriculum, citizenship and life-long learning
9 An awareness of ethical, environmental and social issues.

1 To provide a student experience that leads to an understanding of social responsibility,
global citizenship and leadership

9 Foster a desire for lifelong learning by enabling students to develop the experience and
skills necessary to achieve a high order of independent thought and action and to form a
basis for future learning needs

1 To develop the ability to reflect on their own learning throughout their careers

1 An awareness of moral and ethical issues

DP links: Digital Preservation Policy can assist by:

1 Promoting understanding of research ethics, good management of research data,

and best practice in research via exemplars of appropriate retention and access

1 Collection development and preservation of digital materials that support the broader

curriculum

Developing teaching methods
1 Toincrease openness and flexibility of study where possible.

Provide flexible and accessible approaches to learning
An integrated approach to teaching and learning across the functions of the university

To improve learning and teaching effectiveness

= =4 =4 =

To assure the highest achievable quality of the materials and services provided by the
university in the four areas of academic quality, pedagogic quality, media product quality
and quality of service.

DP links: Digital Preservation Policy can assist by:

21
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1 Underpinning electronic materials and services that can support distance learning,
flexible study and work patterns e.g via 24/7 desktop access to electronic journals

and e-books.

9 Preservation and re-use of learning objects

Promoting the institution
1 To improve the university’s position as the leading provider of open, multimedia and

online distance learning in the UK and throughout the world. (improve competitive
position)

1 to exploit to our advantage the wide range of knowledge of, and expertise in distance
and online learning that is contained within the university.

9 establish a reputation for the provision of excellent, varied, innovative and effective
learning and teaching

DP links: Digital Preservation Policy can assist by:

91 Preservation and online visibility of subject-based e-learning materials and digital

collections available for teaching, learning and research

1 Underpinning the long-term availability of electronic materials and services based on

them e.g. delivery of electronic journals

Integration with other policies
1 Integration with other key strategies and policies

DP links: Digital Preservation Policy can assist by:

91 Providing cross-referencing in the preservation policy to related institutional

strategies and documents and vice versa.

Working with new technology / promoting e-learning
1 A commitment to working with and developing new technologies

1 Continue development of a virtual learning environment for the University...

1 Enhance the student’s learning experience through the ICT-based implementation of
appropriate pedagogic strategies in its courses and programmes

1 Establish e-learning as an integral part of our mainstream activities and the learning
community, with pedagogical considerations being emphasised within a blended learning

delivery model.

22
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Promoting innovation and dissemination of elearning development and practice
Adopt a managed learning environment (MLE) capable of supporting sustainable
curriculum design and e-pedagogies.

Generate elearning programmes and resources, including access to datasets using

powerful search tools and services supported by Library and Learning Resources.

DP links: Digital Preservation Policy can assist by:

1 Underpinning the long-term availability of electronic materials and services for e-

learning based on them e.g. delivery of electronic journals or learning objects

1 Preservation and access to digital collections and datasets for use in teaching and

learning

Collaborative learning

T

Foster collaborative learning, development, progression and student support using

electronic systems and e-forms of collaboration.

Equality awareness and opportunity

1
1

An awareness of issues of equality

We will establish a diverse student body, indicative of the university's status as
international and its commitment to serving its local and national community
Internationalise the curriculum (e.g. study abroad), reach out internationally through
recruitment and partnerships

To attract and retain high quality students regardless of background

Develop learning, teaching and assessment practices reflecting the diversity of the
student population and potential students in the wider community

a commitment to imaginative and purposeful engagement with the learning needs of its
increasingly diverse student body;

Re-examine assessment processes to improve accessibility and inclusivity for all

students.

DP links: Digital Preservation Policy can assist by:

9 underpinning electronic materials and services that can support distance learning,
flexible study and work patterns e.g via 24/7 desktop access to electronic journals

and e-books.

1 Collecting and preserving materials that support international students and areas of

study

23
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Teaching informed by research

T

T
1
1

is informed by research and is primarily delivered by scholarly and research-active staff
The use of subject-based research to inform learning and teaching

an evidence based approach to learning, teaching and assessment

encourage research into learning and teaching and dissemination of its findings so as to
contribute to a virtuous circle of improvement.

Promote and support a culture in which discipline and education practices are informed

by pedagogy, research and scholarship

DP links: Digital Preservation Policy can assist by:

1 Preserving and providing access to primary digital research materials and teaching

collections for students to develop study and research skills

Cost-effectiveness

T

T

A model to monitor the cost of teaching will be developed. The aim will be to provide a
mechanism that allows us to measure the cost-effectiveness of teaching

To develop and encourage educational initiatives and innovations that build income-
generating capacity.

To establish a stable and sustainable financial base

DP links: Digital Preservation Policy can assist by:

1 Underpinning new electronic business processes and efficiency gains e.g. space
savings via digital storage or electronic delivery of services to staff and students to

improve productivity.

1 Selecting digital resources or items for digitisation of long-term value and potential for
re-use in teaching and learning by the institution thus providing return on investment

and value for money

1 Meeting audit and risk assessment requirements by ensuring identification and
appropriate data management and preservation of critical business information for

research, teaching or learning or administration in the institution.

Student employability

il
il

Increase graduate employability, with further strengthening of central support

Work with all stakeholders (including employers, students, major partners such as the
NHS and TTA, professional and regulatory bodies) to develop and deliver curricula that
engage, challenge and prepare students for their future professional roles
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Enable students to develop their practical, cognitive and employability skills and
attributes by designing and delivering curriculum and student support mechanisms [see
also ‘study support’]

Include measures and processes, including employer engagement, to enhance
employability prospects for students.

Encourage the development of transferable skills

DP links: Digital Preservation Policy can assist by:

91 Preservation and availability of digital materials and datasets that can support

development of data analysis and research skills by students

91 Preserving and providing access to digital research collections of interest to research

collaborators in industry and government

1 Collecting, preserving and promoting academic study of subject data collections

drawn from different sources and sectors

Study support

1 Develop a co-ordinated approach to the provision of study support.

9 Assist learners in their transition to undergraduate or postgraduate study.

Staff professional development and remuneration

9 To sustain and enhance the professional development and status of academic and
support staff; ensure that our staff have the opportunity for CPD to maintain and enhance
the currency of their subject, their pedagogical knowledge and skills, and appropriate
underpinning scholarly and research to both dimensions

1 Provide generic and subject-specific training in learning, teaching and assessment for all
new teaching staff;

1 Enable academic staff to take advantage of subject-specific developments in learning,
teaching and assessment.

1 To reward staff for excellence in teaching and for supporting the learning experience

1 Capture and disseminate innovatory learning

DP links: Digital Preservation Policy can assist by:

1 Collecting and preserving collections of materials that help develop teaching and

subject specific skills.
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Leadership and management

1 To develop an effective and enabling educational leadership and management structure

9 Establish, by means of effectual operational and managerial arrangements, long term
capability in learning and teaching

9 Build leadership capacity including a willingness to engage in constructive public

discourse and to accept social and civic responsibility

External contacts and impacts
1 Toinfluence UK Government in policy areas that affect prospective students and the

ability of the university to offer students the experience they deserve.

Strengthen external examining procedures

Ensure appropriate accreditation of our programmes by professional bodies

Engage with national networks of excellence such as the National Teaching Fellowship

Scheme and Centres for Excellence in Teaching and Learning

Responding to student views
Optimise the student learning experience through continuous student engagement with

feedback

Monitoring performance / Assessment methods and quality control
1 Deepen understanding of assessment for learning, in addition to assessment of learning

outcomes, thus seeking effective methods for diagnostic, formative and summative
purposes

1 Refine the management structures that support learning and teaching, to enable us to

monitor goals and targets.

1 Continue developing and embedding effective evaluated aligned and innovative
assessment methods and strategies supporting student learning, development and

achievement consistently across the University

9 Assure that the standards of the resulting qualifications of graduates can be confidently
referenced to appropriate national/international comparators

1 Create and implement a minimum standard for formative and summative feedback to
students

1 Adopt a more systematic approach to recording achievement of students with a view to

developing policies to support student groups with lower progression rates.
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Implementing a University Learning and Teaching infrastructure
1 Implement a University LTA infrastructure supporting critical analysis and academic

deliberations in timely ways. Align it both to the University CPD framework organised
around initial, continuing and excellent practice, and also to University Rewarding and

Developing Staff (RDS) career initiatives

Learning materials repository
91 Create an online bank of student learning materials in respect of literacy, numeracy,

study skills and information literacy.

DP links: Digital Preservation Policy can assist by:

1 Creation and preservation of an online bank of student learning materials that will

support literacy, numeracy, study skills and information literacy.

3.4. REFERENCES
Anglia Ruskin University: Learning, Teaching and Assessment Strategy 2007—2010,

version 1 (June 2007), retrieved 4 June 2008 from : from

www.inspire.anglia.ac.uk/request.php?70

Open University Learning and Teaching Strategy 2004-2008 (March 2004), retrieved 4 June
2008 from: www.open.ac.uk/pdg/lIto/pics/d14968.doc

Manchester Metropolitan University Centre for Learning and Teaching, Faculty Learning and
Teaching Strategy (March 2003), retrieved 4 June 2008 from:

http://www.celt. mmu.ac.uk/faculty/hscestrategy.php

Nottingham Trent University: Institutional Learning and Teaching Enhancement Strategy

2006-2010 (undated), retrieved 4 June 2008 from: www.ntu.ac.uk/CASQ/quality/44788.pdf

University of Bristol Education Strategy 2004-2008 (March 2004), retrieved 4 June 2008

from: www.bristol.ac.uk/tsu/policy/educationstrategy/educ_strategy.doc

University of Bristol Learning and Teaching Strategy 2002-2005 (July 2002), retrieved 4

June 2008 from: www.bristol.ac.uk/tsu/lta/strategy/

University of Bournemouth: E-Learning Strategy (July 2006), retrieved 4 June 2008 from:

www.bournemouth.ac.uk/eds/documents/bu_e-learning_strategy_01_2006v2.pdf
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University of Derby: Learning Teaching and Assessment Strategy 2005-7(revised June

2006), retrieved 4 June 2008 from: www.derby.ac.uk/qed/TQEF/LTA_strategy.doc

University of Southampton e-Learning Enhancement Strategy 2006-10 (revised July 2007),

retrieved 4 June 2008 from: www.southampton.ac.uk/lateu/schools/elearning.html

UCL Learning and Teaching Strategy 2005-2010 (May 2005) — UCL internal document
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4., INFORMATION STRATEGIES

4.1. OVERVIEW AND KEY FINDINGS
Information strategies have been described as "a set of principles defining our attitudes
towards information and the processes by which it is acquired, manipulated and stored"(UCL
2002). As such they tend to be a framework for a series of more specialised policies

covering specific types of information or information systems within the university.

The aggregated strategies below are derived from a selection of existing university
information strategies. References and urls for the individual strategies which were

aggregated and compared are given in section 3.4.
For this study probably the most interesting observations from the comparison are that:

1 Information strategies have a strong emphasis on access and sharing of information:
digital preservation supports this by promoting continuing access and sharing over

time;

1 Close links exist with other strategies and policies in the institution including library
strategies (see appendix 5) and records management policies (see appendix 6).
Links may also exist with ICT policies which have greater emphasis on systems and

procedures rather than the information and content.

1 Information strategies often cover web strategies and there are digital preservation

links from this to web-archiving and persistent identifiers and resolver services.

4.2. INTRODUCTION

This document aggregates the information strategies of the selected universities, and

suggests implications for digital preservation (highlighted in red).

UCL’s information strategy was so comprehensive and set out with such clear and helpful
subheadings, that this was used as a framework, with the policies of other universities

slotting in as appropriate (although the last three sub-headings are from other strategies).

The universities’ information strategies compared and aggregated were:
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1 King's College London (March 2005)

1 University of Central Lancashire (undated)

1 University of Reading (undated)

91 University of East Anglia (March 2004)

1 University of Leeds (February 2004)

91 University College London (October 2002)

Beagrie

The aims and objectives of the various information strategies have been aggregated under

the following sub-headings:

M Access to information

1 Ownership of information

1 Avoiding duplication

9 Standards

9 Structure of information

9 Dissemination of information

1 The quality of information, monitoring and feedback

1 IT and information management skills

i Cost effectiveness

1 Innovation, information networks and trends

1 Implementation projects

1 Integration

1 Information security

1 Records management and archiving
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1 The Web

91 Information Strategy in the context of other strategies
91 Information of strategic importance

1 Optimising information

9 Personalised/Customised information delivery

4.3. THE STRATEGIES AGGREGATED

Access to information
1 Information generated at the university should be shared and easily accessible to those

who need it within the institution (and beyond, where appropriate) subject to relevant

legal constraints;
9 information should be made available within three working days;

9 Wherever possible the definitive version of information should be electronic, with printed

copies being derived from this;

1 The university guidelines, regulations and policies should be developed to ensure that
the creation, storage and use of information are in conformity with external legal and

regulatory requirements and with ethical standards.
DP links: Digital Preservation Policy can assist by:

9 Supporting continuing access to information over time and ensuring it remains easily

accessible despite changes in technology;
1 Allowing the institution to have confidence in moving to definitive electronic versions;

1 Providing policies and procedures that support conformity with external legal,
contractual, and regulatory requirements for preservation or long-term retention of digital
records and publications.

Ownership of information

1 It should be clear who owns each piece of information, who is responsible for

maintaining and updating it, who has the right to alter it and who is permitted to access it;
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Owners and custodians of information should understand their responsibilities for the

quality, dissemination and protection of information;

Ownership of information implies responsibility for ensuring that it remains accurate and

up to date;

Users of information should be aware of their rights and responsibilities in relation to the
handling of information and the need to ensure that access to confidential data is

restricted to those who need, or have the legal right, to know;

Explicit reference should be made in new or revised job descriptions to the

responsibilities of staff in relation to information.

DP links: Digital Preservation Policy can assist by and will benefit from:

Definition of responsibilities for information and transfers of responsibility over time;

Procedures to ensure current information remains accurate and update combined with
procedures to select non-current information for long-term retention and identify it clearly

as archived;

Custodians in the early stages of the information lifecycle understanding their

responsibilities for information they create on behalf of the institution.

Avoiding duplication

Information should be acquired once only and the definitive version should be stored and

kept up to date by its owner(s) at only one location;

1 Common data should be held in one database only and should be managed centrally.

We need to define (and review) common data and publicise its existence.

DP links: Digital Preservation Policy can assist by and will benefit from:

1 Procedures for version control and identifying definitive versions;

1 Ensuring a balance is struck between avoiding duplication and risk managementi.e.

maintaining regular backup copies on/off-site.
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Standards and Structure of information

T

Standards should be adopted the university-wide for all aspects of information
management including the exchange of data, user interfaces to information, formatted

documents and software tools.
Information should be structured for ease of access, interpretation and searching;

Textual information should be concise and long documents, especially committee

papers, should contain brief executive summaries;

Those sending information should ensure that it is targeted only at relevant recipients.

DP links: Digital Preservation Policy can assist by and will benefit from:

|l

Promoting use of open file formats and software or established proprietary formats with

good export/exchange tools. These will assist inter-operability and long-term retention.

Dissemination of information

T

T

The university should keep its decision-making and information dissemination

mechanisms under review;
The university should make information available to internal and external stakeholders;

Before ratifying any proposals, procedures and policies, committees and central divisions
should consider carefully the practicalities and resource implications of implementing

them, at both central and departmental levels;

The university should adopt standards to ensure the secure and efficient transfer of data

and the effective sharing of information;

Ongoing commitment to knowledge transfer to the watemmunity with specialist
support in the maagement of intellectual assets;

Systematic delivery of world class information services which are designed dnheund
universityd s d i v eandirclude éhe ldcal community;

Explicit recognition of the vaki of staring knowledge and information.

DP links: Digital Preservation Policy can assist by:
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Supporting continuing access to and sharing of information over time and ensuring it

remains easily accessible;

Providing specialist support for the long-term management of intellectual assets in digital

form and promoting collaboration and sharing of this expertise with others.

The quality of information, monitoring and feedback

1

T

Clear mechanisms should be established for monitoring the quality of information and

facilitating feedback from users.

Information should be fit for its purposes in terms of accuracy, timeliness, consistency

and completeness.

User interfaces to electronic information

T

It should be easy for users to add local information to data drawn from central databases

and, in some cases, to return such local added value to the central database;

Tools should be available for users to draw together data from different databases in a

transparent way;

Web-based interfaces will be the preferred means of access to electronic information
held centrally. Where this is impracticable, tailored interfaces should be provided via the

corporate Windows Terminal Service;

Members of the university should be provided with adequate facilities to access the

information they need in order to carry out their duties.

IT and information management skills

T

Staff and students should have the competence and confidence to exploit information

technology in order to achieve their information-related tasks;

Training opportunities and learning resources should be provided to enable staff to

develop their IT and information management skills;
Programmes of study should include the enhancement of students’ information literacy;

Users should appreciate the importance of systematically backing up electronic

information as an integral part of information management;
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1 Investment in workforce development so that all staff and students are equipped to work

and learn in a knowledge-based society.
DP links: Digital Preservation Policy can assist by:
1 Promoting backup and archiving procedures;

1 Supporting staff development and opportunities in relevant areas of digital preservation

and digital curation.

Cost-effectiveness
9 Users and providers should be aware of the value of information and the lack of

information, and the costs associated with its collection and use;
9 There should be an assessment of outsourcing possibilities.
DP links: Digital Preservation Policy can assist by:
9 Utilising and promoting costing models over the information lifecycle;

91 Assessing options for use of third-party digital preservation services or collaboration with
other institutions.

Innovation , information networks and trends

9 The University needs a base of secure, highly accessible information and systems while
maintaining the potential to introduce specialist systems to support areas of excellence

and to encourage inventiveness and experiment.

1 Encouragement should be given to innovative developments, for both academic and
associated administrative purposes, based on appropriate new technologies, particularly
if they show potential for wide applicability and scalability within the university. However,

innovation must not jeopardise the interoperability and integration of different systems.

9 The university should be an active participant in appropriate national and international

groups and projects to exploit technological advances in an HE context.

i There needs to be an awareness of international academic information trends.
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1 A technology watch process which evaluates the long-term impact of new technologies

DP links: Digital Preservation Policy can assist by and will benefit from:

and assesses new approaches and tools for digital preservation and curation.
Implementation projects
9 The university should develop and adopt guidelines for the specification and

management of any projects within the framework of the Information Strategy;

9 Proposals to initiate projects should include business cases and the resources (financial
and staffing) required for implementation, together with assessments of risk and the
requirements for training. They should also set out the expected benefits and indicate
conformity with the principles of the Information Strategy.

Integration

9 Processes and the systems which facilitate them should be designed so that information
can be easily exchanged among different systems and exploited for many different
purposes.

Information security

1 The university should seek to protect its information assets from security problems that
could otherwise have an adverse impact on its operations and professional standing.
Such problems might relate to availability (ensuring that information can always be
accessed), integrity (knowing that it is accurate and up-to-date) or confidentiality

(protecting sensitive information from unauthorised use);

1 The university’s security policy should provide a consistent framework within which to

define roles and responsibilities with respect to information security.
DP links: Digital Preservation Policy can assist by and will benefit from:

1 Ensuring information can always be accessed over time and its integrity has been
assured.
Records management and archiving
1 The university’s policy for determining what constitute vital paper records should be
extended to cover electronic records and should include the management, archiving and

disposal of vital electronic records.;
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9 Procedures should be developed to ensure that archived electronic records continue to

be readable as technologies change.

See Records Management (appendix 6) and Library Strategies (appendix 5) for relevant dp

links.

The web

1

All central divisions should have websites providing their users with high quality,

accurate and timely information in an easily navigable form;

Guidelines and templates should be published and deployed wherever possible to foster

the coherent institutional image and to simplify navigation;

Measures should be put in place to ensure consistency of information between central
and local websites - preferably through the use of hotlinks in conformity with the principle

of avoiding duplication;

A web strategy should be developed covering the central the university web presence
and containing guidelines to be observed by all those at the university who provide

information on the web.
DP links: Digital Preservation Policy can assist by and will benefit from:
Procedures for selecting, archiving, and identifying non-current web information;

Persistent identifiers and resolver services for citation of documents published on

university web pages.

Information strategy in the context of other strategies

1

Supporting strategies and policies to the information strategy are listed in an appendix.

We will ensure that the work carried out as a result of the development of this strategy
and as described in our plan of work is a major enabler of, and is consistent with, our

corporate strategies.

DP links: Digital Preservation Policy can assist by and will benefit from:
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1 Linking into the information strategy and other key corporate strategies and supporting
policies.
Information of strategic importance
1 Focus more on supporting the information environment for teaching and learning,
research, enterprise and access in those areas the University identifies as being of

strategic importance.
DP links: Digital Preservation Policy can assist by:

91 Providing policy and procedures whereby digital information of strategic importance to
the university is identified, managed, and preserved for as long as required.

Optimising information
1 Enable all University members to optimise their usage of the information environment.

Personalised / customised information delivery
1 We will develop our digital learning facilities in line with emerging technologies and
trends to offer a personalised, integrated and high quality academic and social

experience.

4.4, REFERENCES
1 King's College London (March 2005) Living Knowledge: Information and Knowledge

Strategy, retrieved on 1 July 2008 from: www.kcl.ac.uk/iss/about/iks/index

1 University of Central Lancashire Information Strategy 2007 — 2012 Version 4.0
(undated) retrieved on 1 July 2008 from:
http://www.uclan.ac.uk/old/other/iss/supportandservices/documentlibrary/PDFs/Draft%20

Information%20Strategy%20v4.0.pdf

9 University of East Anglia Information Strategy 2003-2008 (March 2004) retrieved on 1
July 2008 from:

www1.uea.ac.uk/cm/home/services/generalinfo/units/is/strategies/infostrategy

1 University of Leeds Information Strategy (February 2004) retrieved on 1 July 2008 from:

http://www.careerweb.leeds.ac.uk/downloads/policiesadaims/infostrategy.doc
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University of Reading Information Strategy 2004-2009 (undated) retrieved on 1 July 2008

from: http://www.reading.ac.uk/nmsruntime/saveasdialog.asp?lID=1642&sID=9340

UCL Information Strategy (October 2002) retrieved on 1 July 2008 from:

www.ucl.ac.uk/eisd/documents/information-strategy/
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5. LIBRARY STRATEGIES

5.1. OVERVIEW AND KEY FINDINGS

Libraries play a major role in the universities of the UK and the older universities have been
central to the preservation of some of its most important collections. Preservation and long-
term stewardship of institutional collections are therefore roles that are commonly associated
with the Library and increasingly apply across both traditional and electronic materials. Many
librarians have also been active in developing and supporting the emerging field of digital

preservation.

The aggregated policies below are derived from a selection of existing university library
strategies. When the individual strategies were compared there were a wide degree of
variation between them particularly in terms of depth and breadth of coverage. In several
cases explicit links were provided to separate library e-strategies (not aggregated but

referenced below).
For this study probably the most interesting observations from the comparison are that:

9 Libraries frame their strategies within the university in terms of support for the key
institutional strategies and business activities of research, and teaching and learning.
Much can be gained therefore from examining the aggregated research, and
teaching and learning strategies in appendix 2 and appendix 3 respectively and their
digital preservation links. These often cascade or suggest appropriate digital

preservation links to the library strategies.

9 Libraries are often not only responsible for the book and journal collections but also
for the archives and special collections of the institution. There are potential links
therefore for archives and special collections in libraries to records management (see
Appendix 6 Records Management for exploration of Records Management policies

and digital preservation).

1 Digital preservation links to library strategies therefore can be extensive and be
critical to activities such as digitisation, e-journal services, institutional repositories,

and special collections within the library.
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This document aggregates the library strategies of the selected universities, and suggests

5.2. INTRODUCTION

implications for digital preservation (highlighted in red). The universities’ library strategies

compared and aggregated were:

91 Birkbeck College (September 2007)

9 University College London (Library Strategy June 2005 and Library Services e-strategy
March 2007)

9 University of Durham (Library Strategy March 2008 and Library e-strategy September
2006)

1 University of Leicester (October 2006)

1 University of York (December 2007)

The aims and objectives of the various library strategies have been aggregated under the

following sub-headings:

1 Marketing and feedback

1 Ease of library use

1 Equality of access and services

1 Supporting research

9 Supporting teaching and learning

i E-services

9 Safe physical environment

1 Links with outside agencies/organisations

91 Archival strategies

i Preservation

1 Digitisation and digital preservation
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1 Library staff development
9 Cataloguing Operations
1 Special Collections

1 Fundraising activities

5.3. THE STRATEGIES AGGREGATED

Marketing and feedback
1 The Library will seek the views of students and staff on how the Library is performing and

how it should be developed;
1 To raise awareness of Library services available to students and all staff by engaging in
more effective marketing of library services.

DP links: Digital Preservation Policy can assist by:

1 Promoting the marketing of the institution and the university library by preservation
and online visibility of subject-based materials and digital collections available for

teaching, learning and research at the university.

Ease of library use
1 To make access and use of e-Library services as easy as possible by:

o Drawing on best practice for authentication of e-Library services,

o0 Integrating access to e-Library services from the virtual learning environment,
portals, and other appropriate gateways,

0 working towards development of a single interface to all e-content owned by
the Library Services and academic Departments with whom the Library is
working in partnership;

1 To place help and support at the centre of the Library service by:

o0 Reviewing and enhancing help services provided through the Library Help

Desk, through email, and by telephone,

o Enhancing user support by freeing up staff time through use of self-services.

Equality of access and services
1 To ensure that the Library resources and facilities are as independently accessible by

disabled users as possible;

1 To extend library opening hours, in line with demand and as funding permits;
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To respond to the needs of international, life-long learning and other students from non-
traditional backgrounds, in order to enhance their learning experience, improve
satisfaction levels, and contribute to the University’s widening participation agenda;

To respond to the needs of international distance- learning students.

DP links: Digital Preservation Policy can assist by:

9 Collection development and preservation of digital materials that support international

students and areas of study.

1 Underpinning electronic materials and services that can support distance learning,
flexible study and work patterns e.g. via 24/7 desktop access to electronic journals

and e-books.

Supporting research

1
T

=A =4 =4 -4 -4 =4

To review the level of support that is given to the research community;

to solicit the views of Schools and research staff on the emphasis to be given to library
support for research;

To collaborate with other libraries to provide tangible benefits to researchers at The
university;

Building research level collections in key subject areas;

Taking full advantage of the wide range of relevant electronic information resources
available;

Providing a range of document supply services;

Promoting and disseminating the University's own research output;

Providing tailored information services to researchers and research groups;

Engaging in funded projects;

Encouraging professional library staff to influence and develop scholarly communication;
Establish a robust mechanism to ensure that the Library & Archives is informed about
new departments, research centres and research priorities so that appropriate and timely
support can be planned effectively.

Monitor and respond to changes in the policies of the research and funding councils and
the RIN which affect research collections and support;

Engage with the agenda of the RIN as it develops and seek to establish our place in the

network of research libraries.

DP links: Digital Preservation Policy can assist by:
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9 Preservation of research articles and other outputs of the university in an institutional
repository. Providing an institutional perspective by drawing together, preserving and
linking information scattered over the university and supporting institutional

submissions for RAE/REF.

1 Preserving and promoting excellent electronic collections and research assets thus
supporting the development of a local, national, and international research profile for

the institution and attracting researchers, teachers, and students.

1 Underpinning new electronic business processes and efficiency gains e.g. space
savings via digital storage or electronic delivery of services to the researcher to

improve research productivity and the research environment.

1 Enhancing support for archiving and data management tasks and thus providing a

positive environment for e-research.

Supporting teaching and learning

T

To monitor the impact on Library collection development of School strategic plans that
place greater emphasis on postgraduate study;

To work with Centre for Learning and Professional Development, IT services, and the
Schools to put in place information literacy training, in a way that is sensitive to the
needs of the discipline and to varied learning styles;

Work with departments to develop reading strategies which provide a framework for
students to gain improved access to essential reading and the skills and understanding
to appreciate and explore alternatives and further resources;

Supplying sufficient core texts and reading list material in a timely and efficient manner;
Engaging with the Learning and Teaching Strategy and the E-Learning Strategy to play a
full role as partners in curriculum development and to harness learning technologies
effectively;

Supporting academic staff in their teaching role and in the development of new and
existing courses;

Providing a varied and flexible study environment;

use will be made of the university VLE (Virtual Learning Environment) as a delivery

mechanism of materials to support learning and teaching.

DP links: Digital Preservation Policy can assist by:
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91 Preservation and accessibility of digital collections and materials for developing
learning skills such as evidence-based decision-making — this could include a wide

body of material from research data, population studies, and e-theses and reports.

1 Providing policy and procedures to ensure sustainability and continuing access to
the core electronic services which enable flexible and innovative learning and

teaching.

E-services

1

To place greater emphasis on the Library’s e-services, by transferring resources and by
reassessing the staffing structures/roles needed to support e-services;

To work in partnership with ITS, and in consultation with Schools, in mapping and
reviewing Library e-services and put in place a strategy for their future development
which is holistic, sustainable, deploys integrated user authentication procedures, and is
in synergy with the College’s e-learning strategy;

To make more digital content available to support learning, teaching, and research,
including e-books, and to build/extend library digitisation initiatives;

To play a central role in the management of digital assets in the College, and assist
academics by providing guidance on copyright, organising the digital objects, handling
the metadata, and preserving the content in digital repositories ;

To automate more routine library processes, and increase the proportion of activity
undertaken by self-service each year;

In collaboration with the Registry, Library Services will establish an E-Theses service
alongside its E-Prints work, where the digital version of approved research theses will be
made available in an Open Access Environment;

to identify to what extent Library Services can dispense with paper and rely on electronic
delivery only to support staff and students;

Library Services will also continue to work to increase the integration of its resources
with the wider network environment, for instance by contributing to shared catalogues,
and, where appropriate, by ensuring that data describing its resources are discoverable

through search engines and other applications.

DP links: Digital Preservation Policy can assist by:

1 Providing the policies and procedures needed to support the management of digital

assets and to provide relevant guidance to academics and other staff.
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9 Preservation and online visibility of digital collections, e-theses and other materials

for learning and teaching, and research.

1 Underpinning the long-term sustainability and delivery of the electronic materials and

services.

Safe physical environment
1 Create a safe physical environment which is conducive to study at all levels.

Links with outside agencies/organisations;
1 To support the University’s links with international institutions;

1 Work with appropriate national bodies to influence the movement towards open access;

1 Maintain and renew existing and establish new links with regional and local libraries and
archives;

1 Strengthen links with national, regional and local voluntary organisations and societies in
collaboration with academic departments;

1 In the context of both the RLN, the developing role of the British Library in the legal
deposit of e-materials under copyright, and commercial providers, Library Services must
examine its role as a paper and electronic archive and identify the correct role for itself
which will support research, learning and teaching.

DP links: Digital Preservation Policy can assist by:

9 Preserving and providing access to digital research collections of interest to

collaborators in the cultural heritage sector, industry and government.

1 Collecting, preserving and promoting academic study of subject data collections

drawn from different sources and sectors.

1 Promoting knowledge transfer in digital preservation practice between HE institutions

and with other sectors.

Archival strategies
1 Identify relevant archives in need of enhanced preservation and access, and respond

positively to approaches from archive holders;

1 Update archive collecting policies to reflect University and departmental research
strategies;

1 Improve awareness of the archives within the University and exploit existing and new

archive collections;
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1 An archive management system will be procured to catalogue and expose via the
internet the rich resources held in the university’s Library Services Special Collections.

DP links: Digital Preservation Policy can assist by:

91 Providing the policy and procedures needed to extend archiving to contemporary

collections and records which are “born digital”.

9 Identifying and supporting appropriate infrastructure and skills such as institutional

repositories, data repositories, records management and preservation expertise.

1 Providing guidance on digital materials for potential depositors.

Preservation
A Preservation Policy has been compiled by Library Services (see

www.ucl.ac.uk/Library/preserve.shtml) which outlines the context in which preservation

activities are undertaken by the Library:

1 The Preservation Policy will be reviewed, to address more explicitly issues around the
digital curation of the Library’s e-resources;

9 The Library will develop and publish an explicit Strategy for Preservation, showing how
the aims and objectives of the policy will be implemented.

DP links: Digital Preservation Policy can assist by:

1 Providing the policy and procedures needed to extend archiving and curation to

contemporary collections and records which are “born digital”.

1 Identifying and supporting appropriate infrastructure and skills such as institutional

repositories, data repositories, records management and preservation expertise.
Digitisation
1 Secure funding to digitise archive collections, commercially or as part of national
digitisation programme, actively seeking to generate income where possible;
1 Library Services will digitise discrete collections of its materials to support research and
will bid to external funders to achieve this end;
1 Library Services will note international work being undertaken to identify standards for
digitisation activity and ensure that its own work is aligned with this body of knowledge;
1 Given the growing offerings from commercial providers, digitization of rare or unique

materials held locally will be the priority for such work in the university especially if they
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are of importance to research or to the university’s public image.

DP links: Digital Preservation Policy can assist by:

1

1

Strengthening grant proposals by meeting research funders’ application requirements

and marking criteria for data management and preservation.

Underpinning new electronic business processes and efficiency gains e.g. space savings

via digital storage or electronic delivery of services to staff and students.

Supporting selection of items for digitisation of long-term value and potential for re-use.

Digital preservation

T

Digital preservation is an unresolved challenge which requires investment. The Library
Services will produce a digital preservation strategy, which will ensure that the e-content
which it manages (including, where appropriate, third party content) is accessible to its

users for as long as, and in the formats in which it is required;

The Library Services will also work to embed good practice in digital asset management
in the wider institutional context. A Digital Curation Working Party, with representation

from stakeholders across the university, will be established;

The university Library Services Digital Curation Team will be proactive in seeking
external project funding and collaborations, including collaborations with other

Departments, to drive forward the Digital Curation Agenda.

See DP Links in this document and other appendices, and the model digital preservation

policy.

Library staff development

T

Take advantage of opportunities for staff development and awards, and participate in
activities to promote good practice in teaching and learning support;

Develop the teaching skills of Subject Librarians and Archivists through [appropriate]
professional development opportunities;

Develop Subject Librarians’ information skills teaching;

The university’s annual Staff Review process will continue to be used by the Library as a
means to identify skills and competencies within the Library and to articulate individuals’

training needs;
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1 The Library will investigate Investors In People (lIP) as a charter mark for the excellence
of its staff training activities.

DP links: Digital Preservation Policy can assist by:

1 Supporting staff development and opportunities in relevant areas of digital

preservation and digital curation.

Governance and management
1 Contribute to the review of governance and management for the University’s information

services and development of strategy;

9 Ensure Library & Archives are involved with strategic planning for new departments,
research initiatives and projects, by establishing formal links with committees and
departments;

1 Review and clarify the role of Departmental Library Representatives to ensure effective
communication between the Library and departments over delivery of the Strategy;

1 Evaluate the effectiveness of departmental library committees; clarify and confirm the
best arrangements in each department to enable effective support for the Strategy;

9 Evaluate the terms of reference of Library Committee to ensure that its role conforms
with new governance requirements and provides a forum for Archives as well as Library
users;

1  Work on performance measures for the Library & Archives using a balanced scorecard
approach;

1 Records Manager to establish links with all departments; develop advice and guidance;
improve institutional efficiency in records management; maintain legal compliance;
provide good service to enquirers under FolA and DPA.

See appendix 6 for DP links to records management.

Cataloguing Operations
1 Library Services will continue to contribute its records to COPAC (Copac Academic &

National Library Catalogue - see www.copac.ac.uk/), which will form the hub of a

national Union Catalogue of Books, to Union List of Serials for the University of London

(see www.m25lib.ac.uk/ULS/) and to the new SUNCAT, the national Union Listing of

Serials. ... In this way, Library Services will heighten the university’s profile in regional,

national and international contexts;

1 Library Services will introduce Authority Control into its public catalogue, to enable

researchers to locate materials more easily;
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The Library will also undertake a study on introducing script-based cataloguing for non-
Roman scripts, thus supporting the university’s international outreach to researchers

across the globe;

The Library will build on the revision of its Strategy for The Catalogue of the Future and
identify funding to retrospectively convert card catalogue records into machine-readable

form;

A Cataloguing Policy Committee will be formed to establish and agree common

standards and procedures for cataloguing and metadata the university-wide.

Special Collections

T

Library Services will seek to embed use of collections of rare books, manuscripts and
archives in research provision through the compilation of a Strategy to address this
need;

The Library will also review its own arrangements for maximising synergies between

Special Collections and Subject/Site Librarians within Library Services.

DP links: Digital Preservation Policy can assist by:

1 Providing the policy and procedures needed to extend archiving to contemporary

special collections and records which are “born digital”.

91 Collecting, preserving and promoting academic study of digital special collections.

9 Identifying and supporting appropriate infrastructure and skills such as institutional

repositories, data repositories, and preservation expertise.

1 Providing guidance on digital materials for potential depositors.

Fundraising activities

T

Fundraising is not an end in itself, and the objectives of the Library’s fundraising work
should be dictated by its overall strategic aims and objectives identified in the Library
Strategy;

The same is true of project bids which the Library regularly makes to external funding
rounds;

The Library’s principal activity in this area will be to support an enhanced student
experience through the complete refurbishment of library spaces.
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6. RECORD MANAGEMENT POLICIES

6.1. OVERVIEW AND KEY FINDINGS

Records management can encompass a wide range of corporate records within universities,
from research data and documentation, teaching and student records, to “grey literature”

such as prospectuses and annual reports.

Records management in universities normally covers the first stages of the records lifecycle
when records are in active or semi-active use and includes procedures for reviewing
subsequent further retention, destruction, or selection for permanent archiving. Normally only
a very small percentage of records from early in the lifecycle are likely to be selected for
permanent preservation and the responsibility for these permanent records will be passed to
another entity such as an Archive or the University Library. A “digital preservation policy” is
therefore most likely to be developed by the Archive or University Library and closely linked

to or subsumed within its existing policies.

There are significant potential synergies between digital preservation and electronic records
management: firstly the early management in the lifecycle of electronic records is critical for
the small percentage that will be selected for permanent digital preservation; and secondly
the technical challenges of changing systems and formats (a core area of digital
preservation expertise) affects a much broader spectrum of electronic records with longer

retention periods. Both areas therefore can have shared interests.

The aggregated policies below are derived both from a published model policy by PRO/JISC
and a selection of existing university policies. When the individual policies were compared it
was interesting to note the differences and commonalities and degree of variation between
them. The PRO/JISC model policy is very high-level and the real-life policies tended to
include much more implementation detail (covered by the sub-headings below of record
quality, management, security, training, and audit). The PRO/JISC model includes
referencing other relevant existing policies and the following high level commitments to

selection for permanent preservation:
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“A small percentage of the university’s records will be selected for permanent
preservation as part of the institution’s archives, for historical research and as an

enduring record of the conduct of business.”(PRO 2003).
For this study probably the most interesting observations from the comparison are that:

1 relationships to other relevant existing policies and strategies are rarely stated and
there is still scope to develop links with digital preservation and related strategies

such as those for Information/ICT or Archive and Library Services;

1 Most policies implicitly cover records in any medium but it is still relatively rare for this

to be stated explicitly.

1 References to specific challenges for electronic records are still rare in individual
policies. Examples found in the policy for Edinburgh University and aggregated
below included:

“Designate records to be held solely in electronic format soon after creation or
receipt”

“Ensure records are protected against technological change, including the provision
of guidelines for preservation and migration across systems” (University of

Edinburgh undated)

1 There are many potential points of interaction between a digital preservation policy

and activities and records management.

6.2. INTRODUCTION

This document aggregates the records management policies of the universities chosen for
this survey together with the model records management policy published by PRO/JISC, and
suggests implications for digital preservation (highlighted in red). The record management

policies compared and aggregated were:
1 Heriot-Watt University (2002)
1 Swansea University (undated)

1 University College London (July 1999)
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1 University of Edinburgh (undated — 1st version 2002)
9 University of York (2004 updated 2005)

1 The PRO/ISC “Model Records Management Policy for HE and FE institutions” (PRO
2003)

The content of the various records management policies have been aggregated under the

following sub-headings:
1 Scope
1 Responsibility
1 Record quality
1 Metadata
1 Record Management
1 Security
1 Access
1 Training
1 Auditing
1 Existing policy

6.3. THE POLICIES AGGREGATED

Scope
These policies apply to:

9 All records created, received or maintained by staff of the institution in the course of
carrying out their corporate functions;

1 Records and documentation created in the course of research, whether internally or
externally-funded;

1 Records relating to teaching, including course materials;
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1 Records are defined as all those documents which facilitate the business carried out

1 Prospectuses and annual reports;

by the University and which are thereafter retained to provide evidence of its

transactions or activities.
DP links: Digital Preservation Policy can assist by and will benefit from:

1 Joining up with the RM Policy and completing the later stages of the records lifecycle
for electronic records in scope.

Responsibility
Responsibility is distributed as follows:

1 The University has a corporate responsibility to maintain its records and
recordkeeping systems in accordance with the regulatory environment, to provide a
clear system of accountability and responsibility and to provide contacts between the
records manager and the heads of department;

1 The University’s Records Manager is responsible for drawing up guidance for good
records management practice and promoting compliance with this policy in such a
way as to ensure the easy, appropriate and timely retrieval of information;

9 Heads of department have overall responsibility for the management of records
generated by their activities;

1 Individual employees must ensure that records for which they are responsible are
accurate, and are maintained and disposed of in accordance with the University’s

records management guidelines.
DP links: Digital Preservation Policy can assist by:

1 Providing a statement of responsibility and care for archived electronic records.

Record Quality
Policies aim to:

1 Create and keep records which are adequate, consistent, and necessary for

statutory, legal and business requirements;
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1 Create common and consistent standards of record keeping which ensure the
presence of all the information that is needed to form a reconstruction of activities or
transactions that have taken place;

1 Reduce unnecessary duplication;

91 Develop procedures to ensure authenticity and evidential value.
DP links: Digital Preservation Policy can assist by and will benefit from:

1 Providing co-ordinated guidance and procedures for standards, authenticity and
evidential value of electronic records over time.

Metadata
Policies aim to:

1 Record appropriate descriptive and technical metadata to provide sufficient
contextual information.

1 Document how the record is related to other records;

1 Audit lists of references so that the registration system makes sense and records can
be found in appropriate search sequences;

T Document who created the record and when;

9 Classify records into series that have meaningful titles and consistent reference

codes.
DP links: Digital Preservation Policy can assist by and will benefit from:

91 Providing co-ordinated guidance on descriptive and technical metadata needed for
long-term preservation and retrieval of electronic records.

Record Management
Policies aim to:

9 Establish and maintain mechanisms through which users can register the records
they are maintaining;

9 Establish accurate retention and disposal schedules;

1 Document the records life cycle and establish life cycles for each record series;

1 Provide secure storage for records that are semi-current;
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1 Assess records at the end of a retention period to examine whether changes in
legislation, particular disputes, claims or enquiries require extended retention;

9 If not, appraise records for historic value and archiving;

1 Confidentially and securely dispose of all unarchived records at the end of this
period;

91 Designate records to be held solely in electronic format soon after creation or receipt;

9 Ensure records are protected against technological change, including the provision of
guidelines for preservation and migration across systems;

1 Ensure records are retained in the most appropriate medium;

1 Ensure appropriate access and version controls are applied throughout the life cycle;

1 Identify and protect records vital to continued function in the event of an emergency.
DP links: Digital Preservation Policy can assist by and will benefit from:

1 Joining up with the RM Policy and completing the later stages of the records lifecycle

for electronic records.

1 Co-ordinating the development of procedures for designating records to be held in

electronic format.

1 Supporting consideration of the longevity of file and media formats as part of the

appraisal process for electronic records.

91 Ensuring there are procedures to protect electronic records against technological
change, including the provision of guidelines for preservation and migration across
systems.

Security
Policies aim to:

1 Provide systems which maintain appropriate confidentiality, security and integrity for
records;

9 Protect records from unauthorised alteration or erasure;

1 Develop protocols for the exchange of confidential and personal information following

the requirements of the DPA,;
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1 Make deposited records available only to the creating department, except with the
express permission of the appropriate head of department.

Access
Policies aim to:

9 Provide clear and efficient access for employees and other legitimate users;

1 Ensure compliance with the DPA and Fol Act;

1 Determine access restrictions for records on the point of creation and build them into
record life cycles;

9 Ensure information can be located, accessed and displayed in a way consistent with
initial use;

1 Encourage the construction of online indexes in appropriate circumstances;

1 Preserve those records designated as having permanent value at the earliest
possible stage in their life cycle;

1 Restrict access to records which form part of an archive, but may still be non-current,
for 30 years from the date of creation of that record. Grant access for any reason
before that length of time only with the permission of the head of the creating
department;

1 Ensure that records which relate to individuals, whether Staff or Students are
confidential and are treated as such at all times;

1 Restrict access to records relating to former staff and students for 80 years after the

individual has left the institution.
DP links: Digital Preservation Policy can assist by and will benefit from:
1 Determining access restrictions for records on the point of creation.

9 Preserving those records designated as having permanent value at the earliest

possible stage in their life cycle.

Training
Policies aim to:

1 Provide training and guidance on responsibilities and good practice for all staff

involved with records;
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1 Develop basic records management training for staff who need an awareness of the
issues and procedures;

1 Provide more in depth training for those who need instruction on records
management measures;

1 Raise the profile of records management through publicity;

9 Provide a records management user guide.
DP links: Digital Preservation Policy can assist by and will benefit from:

1 Co-ordinated provision of awareness raising, staff training, and guidance.

Auditing
Policies aim to:
9 Establish and monitor standards for records management performance;
1 Audit and measure the implementation of records management strategy against
agreed standards;
9 Advise and support departments in meeting agreed standards;
9 Establish secure audit trails for electronic information;
9 Identify areas of operation that are covered by policies and which policies will be
applicable;
1 Follow a mechanism for adapting the policy to cover critical missing areas and use a
subsidiary development plan if there are major changes to be made;
1 Obtain feedback where procedures are not matching the desired activity;
9 Highlight where non-conformance to procedures is occurring and suggest a
tightening of controls and adjustments to related procedures;
9 Ensure access continues to be efficient and speedy through effective tracking of user
requests;
1 Provide a permanent record of why records were destroyed, when and on whose

authority.
DP links: Digital Preservation Policy can assist by:
1 Providing a mechanism for adapting the policy to cover management of electronic

records over extended periods of retention or for permanent archiving.
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Existing Policy:

Records Management Policy is defined within the framework of the following other policies:

Information Strategy

Data Protection Policy

Freedom of Information Policy
Information Access and Security Policy
Policy for the University Archive

Web Strategy

=A =/ =4 =4 4 -4 =4

Policy seeks to comply with ISO 15489, the international standard on records
management.

9 University Ordinances and Regulations
DP links: Digital Preservation Policy can assist by and benefit from:

1 Being linked into the Records Management Policy and the Policy for the

University Archive.

1 Co-ordinating input into other university policies of mutual interest such as Web

Strategy and the Information Strategy.
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