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JISC Project Plan
Overview of Project

1. Background

The project will provide an institutional repository for York St John University based on Hyperion, a module of the Sirsidynix Unicorn Library Management System (LMS) and in which Library and Information Services has invested, but not yet implemented. This will ensure integration with the LMS and availability of data to a wide audience. 
The university hosts the Centre for Excellence in Teaching and Learning, C4C: Collaborating for Creativity; C4C will enhance learning opportunities for students through creative collaboration.  C4C was, from the beginning, framed to document not just the end result of a project but importantly also the process of getting there. It was intended not just to produce a written document but to also provide tangible and practical visual records of the development of the projects and teaching methodologies. To this end C4C has designated photography and film technicians with the skills to create innovative and engaging documents of the wide range of project activity. These digital products of the C4C CETL require cataloguing, and processing in a suitable format for retrieval. A digital repository is a means of doing this.
The University also produces teaching materials in a number of digital formats e.g. CD, DVD and on the computer network. Some Doctoral and Masters theses are available in electronic format but due to the lack of a digital repository are not easily retrievable. The University also recognises the imperative of making materials available on open access and seeks means to disseminate its own research and related materials to the widest possible audience.
Establishment of a digital repository has been authorised by the University Corporate

Systems Board and it has tasked Library and Information Services with a target for delivery within the 2008/09 academic year. Library and Information Services has already acquired partial software to form the basis of a repository from SirsiDynix (supplier of the main Library computer system). The requirement now is to complete software acquisition and integrate this with the Library system and the online public access catalogue. A key principle of the repository is that it should be linked to and integrated with the Library system enabling learning materials to be located and retrieved from one access point.
C4C CETL materials will form the major initial component of the repository as a pilot for development of a full institutional repository.
2. Aims and Objectives

The aim of the project is to establish a repository of university published teaching and

learning material, initially largely material already available in digital format, focussing

initially on the output from the C4C CETL as a pilot project, but extending to other

material, such as theses, exam papers, special collections (Rees-Williams Victorian children’s books and Theatre Royal archive) and research output. This is intended to disseminate the information to

as wide an audience as possible, including the wider community beyond higher education.

The objectives of the project had been the implementation of the Hyperion digital media

archive already partially bought into by the University but not yet commissioned and

implemented, and the development of processes to populate the repository.  As a module of the Library system Hyperion is searchable via the online library catalogue and also offers the ability to search the text of digitised documents using the Clarit search engine. However, it became clear that although Hyperion uses recognised metadata standards (Dublin core and XML), and with the current release of Unicorn (GL3.1) is OAI-compliant, it was not sufficiently standards compliant.  SirsiDynix therefore took the decision not to support its development further, and substitute software had to be found at short notice.  This came in the form of PTFS ArchivalWare, third party software that SirsiDynix promotes in the USA, but not fully supported until now in the UK.  The experience of working with a commercial software provider, rather than open source will, it is hoped, also provide useful information for the sector.
The close linkage between the PTFS ArchivalWare software and the existing Library and Information Services system is regarded as critical to ensuring digital material is immediately accessible and apparent to the entire University community through the familiar and established interface of the public access catalogue. In addition to including information on digital materials in information skills sessions, Academic Support Librarians will have a role in fostering the use by academic areas; indeed this will be a pivotal role in the dissemination and use of the repository. This will include the delivery of promotional sessions to academic and academic related staff on the availability of digital materials and the potential to include in the repository additional materials, subject to copyright considerations, held in academic areas.

In order to embed the digital repository within the institution we shall work closely with faculties and within the senior management structure to establish necessary policies and procedures.  The C4C CETL already has a well-developed dissemination strategy, employing as appropriate its web site, conferences and special interest groups.  It is envisaged that further dissemination will occur through the existing University and C4C Fellowship programmes, whereby staff are able to submit projects for approval and funding from senior management in order to enhance Learning and Teaching in the institution.  An example of an existing C4C Fellowship that will also promote the digital repository in the institution is the exploitation of the Rees-Williams collection of Victorian Children’s Books.  Digitisation of extracts from this Collection will be a wider high priority for the Project.

It is intended that the products of the C4C CETL that form the basis of the pilot project will also be stored and accessible via JORUM.  The University is both a user of and contributor to JORUM.  As part of the implementation process it is envisaged that what is learned from this process will inform future policy and operation. 
Other institutions will have already faced similar situations in implementing policies and strategies for effective management of IPR in relation to the setting up of a digital repository.  It is intended to make use of the Repositories Support Project, the JISC “Rights and Rewards” project and SHERPA, as well as EthOS for advice and suggestions as to suitable strategies.  In particular we intend to explore the difficulties of third party content, and draw up suitable guidelines for dealing with it.

The University is at an advanced stage in the drafting of an Intellectual Property Rights policy. Approval by Senior Management Team is anticipated in the coming academic term. This will provide a context for tackling many of the legal issues that might arise and will inform the general direction of digitisation and the Project. 
3. Overall Approach

3.1 Strategy and methodology

The Project Board and team set up with representatives from faculties and key technical areas.

The Digital Media Archive Coordinator post advertised internally, and a suitable person appointed 

Purchase and installation of PTFS ArchivalWare software following decision by SirsiDynix not to support further development of the Hyperion software, attendance of key personnel at project management workshop led by PTFS Europe staff. The project plan will adhere to JISC Project Management guidelines.
Investigation and implementation of procedures for deposit of material, including

rights management, licensing issues particularly third party, JORUM
Loading of C4C CETL data on server, testing of data retrieval

Dissemination of information to YSJ staff and students

Evaluation of progress to date and dissemination of preliminary findings to University and wider community
Consolidation and evaluation of pilot C4C project

Loading of electronic theses and other digitised material in line with procedures already established
Investigation of materials not already in digital format and pilot digitisation (e.g. exam

papers, University research outputs, children’s books, theatrical materials)

Further dissemination of information to relevant communities
3.2 Important issues

Establishment of institutional policies to support IPR and copyright, particularly in relation to third parties
Development of procedures for deposit of material in both YSJDigirep and JORUM
Technical procedures relating to storage and dissemination of material

Investigation of issues arising from cooperation with commercial software supplier

Ensuring access is compliant with open standards and that data can be harvested
Ensuring sustainability of the repository on completion of the initial project, including integration into relevant staff job descriptions or submission of a business case to secure staffing and/or additional resources where necessary

Advocacy –  developing procedures and policies to ensure the institutional repository has full support and a prominent role within the institution
Integration of the repository with existing systems and projects already under way within the institution
3.3 Scope and boundaries
The scope and boundaries of the project will be:

· implementation of PTFS ArchivalWare, including purchase of additional software, project management workshop and training
· design and implementation of procedures for deposit of material

· investigation of IPR and copyright issues, particularly third party

· loading of C4C pilot data on server, testing of data retrieval

· dissemination of information to YSJ staff and students
· Evaluation of progress to date and dissemination of preliminary findings to University and wider community
· Consolidation and evaluation of pilot C4C project
· Loading of electronic theses and other digitised material 

· Investigation of materials not already in digital format and pilot digitisation (e.g. exam papers, University research outputs, children’s books, theatrical materials)
· Further dissemination of information to relevant communities

Not covered by the project is 
· the actual digitisation of material not currently held in digital format

3.4 Critical success factors
· Implementation of PTFS ArchivalWare 
· Implementation of IPR and copyright policies
· Successful loading of C4C data

· Procedures in place for dissemination in the institution and externally

· Procedures for deposit of other material
4. Project Outputs

4.1 Deliverables
The project will:

· Deliver an institutional repository for York St John that will be used to deposit C4C CETL products, and other suitable teaching and learning materials.  
· Form the main component in the development and delivery of an institutional programme for the digitisation of materials, and explore associated issues.

· Make resources available to the wider community from one easily searchable point, i.e. the Library OPAC.

· Develop procedures for cataloguing and assigning metadata

· Consolidate information relating to potential storage of research output.
· Produce institutional guidelines on deposit of material, including relevant license agreements
· Disseminate information both internally and externally through events, papers, staff development workshops, etc. to increase awareness of digital resources
· Assess working with a commercial supplier to implement a repository

· Link with other resources such as the VLE, ensuring use of learning objects by students

· Complete project documentation and reports both during and at the end of the project

4.2 Knowledge and other outputs 
· Report on experiences of working with a commercial supplier and disseminate that experience through papers and reports to JISC and SirsiDynix user group conference
· To act as a point of reference and inform other institutions considering a similar path

· Development of understanding of integration of archive into Library OPAC, promoting OPAC use within and beyond the institution
· Availability of resources to the wider community, including further potential exploitation of C4C CETL products

· Contribute to institutional policy and strategy
· Contribute to sector good practice through the Repositories Support Project and other already existing projects
5. Project Outcomes

· Implementation of a digital repository initially to deposit C4C CETL material – this will enhance the profile of staff involved in C4C projects and assist in dissemination to the wider community, both academic and generally
· Development and delivery of an institutional programme for the storage of digitised materials, e.g. electronic theses – this will enhance access for students to other students’ work

· Review digitisation of materials not already in digital format (e.g. exam papers, University research outputs, Victorian children’s books, theatrical materials) – will enhance potential access to these materials for students, academics and the wider community
· Development of institutional policies and strategies for deposit of teaching and learning materials in repository – will clarify issues relating to licensing, IPR and research publication
· Library OPAC as main access point – key principle of the repository is that it should be linked to and integrated with the Library system enabling all learning materials to be located and retrieved from one access point, regardless of format
· Sharing of good practice and experiences with the wider community, particularly in relation to working with a commercial supplier
· Improved profile of York St John within the wider community – will raise the academic profile and lead to improved access to funding and resources

6. Stakeholder Analysis

List key stakeholder groups and individuals that will be interested in your project outcomes, will be affected by them, or whose support/approval is essential, both within your institution and in the community, and assess their importance (low/medium/high).

6.1 Internal stakeholders

	Stakeholder
	Interest / stake
	Importance

	Vice Chancellor and senior management
	Improved flow of funding to the organisation for support of C4C integration and research
	High

	Deans, Deputy Deans and academic staff
	Improved access to academic work and learning and teaching materials, leading to developments in pedagogy
	High

	Academic Support Librarians
	Improved access to materials and better liaison with faculties 
	Medium



	Cataloguing staff
	Involvement in cataloguing and metadata
	Low

	Users/Students
	Improved access to and exploitation of materials
	Medium


	C4C Fellows
	Access to and exploitation of materials produced for fellowship
	High

	Technical staff
	Ensure feasibility of technical operation
	High

	Learning technologists
	Improved access to learning and teaching materials
	Medium

	Researchers at YSJ
	Improved access to and citation of YSJ research 
Enhanced research funding opportunities through improved access
	Medium
Medium


6.2 External stakeholders
	Stakeholder
	Interest/stake
	Importance

	SirsiDynix software vendor
	Ensure product meets project technical requirements
	High

	Other institutions
	Improved access to data
Sharing of good practice and experiences
	Medium
Medium

	JISC
	Funding body
	High

	Other JISC projects, e.g. Repositories Support Project, Rights and Rewards, SHERPA
	Sharing of good practice, experience and information with other projects
	Medium

	Other projects
	Sharing of good practice and information 
	Low

	Standards organisations
	Sharing of good practice and information with other projects
	Medium

	Other organisations
	Improved access to data, and development opportunities
	Low

	External users
	Improved access to data
	Medium


7. Risk Analysis

	Risk
	Probability

(1-5)
	Severity

(1-5)
	Score

(P x S)
	Action to Prevent/Manage Risk

	Failure to locate suitable staff resources to implement and manage the project
	1
	5
	5
	Staff are currently in place who could implement the work with some adjustment to workload

	Failure to implement institutional policies
	1
	5
	5
	Senior management support will assist in ensuring relevant committee involvement.

	Failure to advocate take-up in the institution
	2
	4
	8
	Senior management, faculty and Research and Enterprise Office support will ensure promotion.

	Failure to implement in timeframe
	1
	4
	4
	Project plans will be modified as required

	Failure to resource purchase of additional software
	1
	3
	3
	Capital will be identified through

the normal YSJ budget process


	Technical failure or other issues related to server maintenance or with the internet link between CYC and YSJ
	2
	5
	10
	Costs of moving to a SirsiDynix hosted solution are currently being investigated, as a contingency for which capital will be identified through the normal YSJ budget

process; replacement server and backup costs would be budgeted for and included with ICT capital costs

	Insufficient disk space on both main server and streaming media server
	1
	3
	3
	Additional space will be resourced through normal YSJ budget process

	Failure of supplier in the UK  to provide additional software and other deliverables
	3
	4
	12
	PTFS is a well-respected major supplier of digital archive software in the US; arrangements would be made to deal directly with the company in the US

	IPR and copyright issues
	2
	3
	6
	Consultation with relevant staff and organisations internally and externally


8. Standards

	Name of standard or specification
	Version
	Notes

	Simple Dublin Core for Metadata
	1.1
	

	OAI-PMH
	1.0 or 2.0
	

	Image, document and multimedia standards: vector, raster and web standards
	
	Streaming media will be in Flash format, images in JPEG, GIF; documents in DOC or PDF

	UK LOM Core
	
	Standard used by JORUM so this will be applied for that element of the project, and for ArchivalWare if relevant

	XML and HTML
	1.0
	


Other standards as necessary will be applied according to JISC Standards guidelines and the needs of the project.
9. Technical Development

As this is a commercially-supplied solution we shall be implementing existing software, and do not intend to develop our own.  Full testing of file formats will take place. Best practice will be followed and JISC project management guidelines adhered to.
10. Intellectual Property Rights

The University is at an advanced stage in the drafting of an Intellectual Property Rights policy. Approval by Senior Management Team is anticipated in the coming academic term. This will provide a context for tackling many of the legal issues that might arise and will inform the general direction of digitisation and the Project. A policy for deposit in the repository will be developed, in consultation with interested parties and with guidance from the Repositories Support Project and taking into account JORUM guidelines.  In particular we intend to explore the difficulties of third party content, and draw up suitable guidelines for dealing with it.  Licensing systems, such as Creative Commons, will be developed to ensure that deposit of material falls within current legislation. IPR issues have already been partly addressed in the process of creation of C4C digital media.  Deposit and IPR issues together form a workpackage in the project. 
The IPR for the PTFS ArchivalWare software is owned and retained by PTFS.
Project Resources

11. Project Partners

None.  SirsiDynix as commercial suppliers are not project partners.
12. Project Management

Project management will follow JISC project management guidelines.  A project management workshop forms part of the supplier implementation.  The Project team will manage the day-to-day running of the project and will report to the Project Board, who will in turn report to senior management through established communication channels.
The members of the project team are as follows:

Project Director: Helen Westmancoat

Currently Deputy University Librarian responsible for management of LIS SirsiDynix Unicorn

LMS system, LIS web pages. Over 4 years experience in this role and several years experience in    LMS systems management, including project management. h.westmancoat@yorksj.ac.uk
Proportion of time to be spent on project: 20%

Digital Archive Development Coordinator: Lauren Shipley
As Senior Acquisitions Administrative Assistant and Desk Assistant Lauren has a good knowledge of the LMS system and systems generally.  She also designs web-sites, and has been involved in a range of technology projects.  She will be seconded from her Desk Assistant role to take on the coordinator role. l.shipley@yorksj.ac.uk
Technical Support: Christopher Brooke

Currently C4C’s Digital Media Technician responsible for filming and editing footage from

C4C activities.  c.brooke@yorksj.ac.uk
C4C Liaison: Julia Smith

Currently C4C Project Manager with a background in arts project management and

fundraising. Julia is responsible for planning and administering the C4C project, working

closely with the C4C team to ensure successful attainment of the project aims and objectives,

and contributing to the project’s strategic development into the future.  j.smith1@yorksj.ac.uk
Project Board
Project Board Chair: Mark Dransfield

University e-Learning Adviser responsible for liaising with academic staff to help produce and

raise the standard of e-Learning materials and promote engagement with learning

technologies throughout the University. He has experience of working with both of the

University's CETLs, is involved in a range of technology projects, including mobile learning

technologies and has experience in project management.  m.dransfield@yorksj.ac.uk
Other members of the Board:

Paul Milbourne, Network Systems and Communications Manager p.milbourne@yorksj.ac.uk
Tony Chalcraft, University Librarian a.chalcraft@yorksj.ac.uk
Martell Linsdell, Faculty of Arts m.linsdell@yorksj.ac.uk
Viv Lever, Staff Development Adviser v.lever@yorksj.ac.uk
Dr John Rule, Research Development Officer j.rule@yorksj.ac.uk
Nikki Swift, Faculty of Business and Communication, n.swift@yorksj.ac.uk
Further members of the Board are still to be appointed from faculties/departments.  Library and Information Services and other staff will be allocated to the project as required. Representatives from PTFS Europe will be involved in the initial setting up of ArchivalWare, workshop and training.
Training needs will be reviewed at an early stage and those identified will be met using externally available training provided through JISC and other organisations, if not available internally, or via the training offered by PTFS Europe as part of the project. 
13. Programme Support

It is intended to make use of support offered by the programme manager, or other relevant JISC projects, as required.
14. Budget

Budget as originally outlined remains accurate.  See Appendix A.
Detailed Project Planning

15. Workpackages

See attached Gantt chart.
See Appendix B below.
16. Evaluation Plan

	Timing
	Factor to Evaluate
	Questions to Address
	Method(s)
	Measure of Success

	December 2007 -January 2008
	Installation of PTFS ArchivalWare software, additional hardware and training
	Does the installation meet the project specification?
Did the training provide good grounding for continuing with the installation?
	Observation and testing
	Fully functional module
Approved by test user, groups and IT team

	November 2007 and ongoing
	Institutional guidelines on deposit of material, including copyright and IPR issues
	Is progress being made on establishing policies?
Have draft policies been made available to all staff for preview? 

Has feedback been given on draft policies from potential contributors?


	Monitoring progress of policies through institutional committees, etc.
Dissemination of draft policies.

Gathering and implementation of feedback.
	Policies integrated into institutional structures

	April 2008
	Assess working with commercial supplier to implement repository
	What issues have arisen from the relationship, and how were problems resolved?

Was the support and training provided by the supplier of a suitable standard?


	Report on workshop and training
	Fully functional module

	June 2008
	Processes for contributing to the repository
	Is there a workable procedure in place?
	Contributor survey and/or questionnaire
	Contributors regularly contributing to the resource

	June 2008 and ongoing
	Dissemination within the institution 
	How many people are aware of the repository/

know how to use the repository/intend to use the repository in future?

How many people have attended briefing/training sessions?

Have the project team marketed the introduction of the repository in all the appropriate places?
	User survey and/or questionnaires

Focus groups

Briefing or training session records of attendees.


	Take up by staff and students

	July 2008
	Resources available to the wider community from Library OPAC
	Is the method of access sufficiently user-friendly?

Has the availability of the service been publicised in the wider community and in appropriate places?


	Usability testing 

Questionnaires
	Feedback from users

Increased external usage

	JISC project schedules


	Production of relevant progress reports
	Have the project guidelines been adhered to?

Have the key team members contributed to the report?

Has all gathered qualitative and quantitative data been included in the report?
	Project compilation and review
	Deadlines met for project milestones

	May 2008
	Independent internal evaluation of project
	Progress of project to date
	Appointment of independent internal evaluation team
	Evaluative report/feedback

	November 2008
	Independent external evaluation of project
	Progress of project, and embedding within institution
	Appointment of independent external evaluation team
	Feedback/report  will be used to inform the Final Project Report


17. Quality Plan

	Output
	Installation of additional software

	Timing
	Quality criteria
	QA method(s)
	Evidence of compliance
	Quality responsibilities
	Quality tools 

(if applicable)

	December  2007 - January 2008
	Installation of PTFS ArchivalWare software and additional hardware 
	Test loading of data
	Test data loaded and accessible
	Project director/Archive coordinator
	

	January 2008
	Administrative training fit for purpose
	Test loading of data
	Successful loading and retrieval of data by project team
	Project director/Archive coordinator
	

	February 2008
	Accessibility testing of user interface
	System testing
	Successful retrieval of data
	Archive coordinator
	

	March 2008 and ongoing
	Usability testing
	Questionnaires, interviews
	Successful feedback
	Archive coordinator/Project director
	


	Output
	Pilot loading of C4C data

	Timing
	Quality criteria
	QA method(s)
	Evidence of compliance
	Quality responsibilities
	Quality tools 

(if applicable)

	February 2008
	Sample data load on ArchivalWare server with link from main Library OPAC server – fit for purpose
	Test loading and retrieval of data
	Successful loading and retrieval of data by project team
	Archive Coordinator/Head of ICT
	

	March 2008 – May 2008
	Additional loading of data – accessibility testing
	Test loading and retrieval of data
	Successful loading and retrieval of data by project team
	C4C Liaison officer
	

	May 2008 and ongoing
	Usability testing of data
	Test retrieval of data
	Successful retrieval of data by C4C Fellows, and other users
	C4C Liaison officer
	


	Output
	Cataloguing and assigning metadata

	Timing
	Quality criteria
	QA method(s)
	Evidence of compliance
	Quality responsibilities
	Quality tools 

(if applicable)

	February  2008 – August 2008
	Cataloguing and metadata standards and procedures identified, based on current LIS practice
	Testing by Acquisitions staff
	Data easily catalogued and retrievable
	Database librarian
	Compliance with relevant standards

	September 2008 – February  2009
	Review of procedures in line with addition of further digitised material 
	Testing by Project team with advice from Repositories Support Project
	Data easily catalogued and retrievable
	Project team
	Compliance with standards




	Output
	Institutional programme for digitisation of materials

	Timing
	Quality criteria
	QA method(s)
	Evidence of compliance
	Quality responsibilities
	Quality tools 

(if applicable)

	May 2008 – December 2008
	Procedures for identifying other digitised material in suitable formats 
	Test load and retrieval of data
	Successful loading and retrieval of data by project team
	Project director/Archive coordinator
	Conforms to relevant format standards

	May 2008 - February 2009
	Procedures for  identifying additional material for digitisation
	Sample material scanned and loaded
	Successful loading and retrieval of data by project team/project board
	Project director/Archive coordinator
	Conforms to relevant format  standards

	September 2008 – February 2009
	Procedures for loading research output 
	Test load and retrieval of data
	Successful retrieval of data by project team and researchers
	Project board/Research Development Officer
	Conforms to relevant format standards


	Output
	Usability of resources available via Learning Centre OPAC

	Timing
	Quality criteria
	QA method(s)
	Evidence of compliance
	Quality responsibilities
	Quality tools 

(if applicable)

	April 2008 – May 2008
	Accessibility testing of resources
	Test retrieval of data
	Successful retrieval of data by project team/project board
	Archive coordinator
	Conforms to relevant web standards

	May 2008 – August 2008
	Further accessibility testing of resources
	Test retrieval of data
	Successful retrieval of data by C4C Fellows, librarians and other users
	Project director/Archive coordinator
	Conforms to relevant web standards

	September 2008 – February 2009
	Continued usability testing of resources
	Test retrieval of data

Comparison with other repositories
	User feedback, questionnaires by sample group
	Project director/Archive coordinator
	Conforms to relevant web standards where applicable


	Output
	Institutional guidelines on deposit of materials

	Timing
	Quality criteria
	QA method(s)
	Evidence of compliance
	Quality responsibilities
	Quality tools 

(if applicable)

	June 2008 – September 2008
	Developed procedures, including licences, fit for purpose
	Test method of deposit and evaluation, comparison with deposit into JORUM
	Successful deposit by users, fits with deposit into JORUM, and other institutional policies
	Project director, project team and board
	Conforms with relevant standards and licences

	November 2008 – January 2009 
	Continued testing of fitness for purpose of developed procedures
	Further testing of method of deposit in comparison with sector norms and best practice
	Procedures encourage successful deposit by users/contributors
	Project team and board
	Conforms with relevant standards and licences

	February 2009 
	Review of procedures to ensure best practice
	Procedures comply with best practice and sector norms
	Procedures encourage successful deposit by users
	Project team/board, internal and external evaluators
	Conforms with relevant standards and licences


	Output
	Dissemination of information (see Dissemination plan)

	Timing
	Quality criteria
	QA method(s)
	Evidence of compliance
	Quality responsibilities
	Quality tools 

(if applicable)

	October 2007 and ongoing
	Publicity within YSJ and externally via C4C and institutional channels
	User feedback/questionnaires
	Positive response from user communities
	Project team
	


	Ongoing
	External publicity via website, papers, conferences etc.

	User feedback
	Positive response from communities
	Project team/board
	

	November 2007 and ongoing
	Dissemination via project reporting schedule
	Reports, web pages, feedback to community
	Positive response from user communities

Reports accepted
	Project team
	


	Output
	Information relating to potential storage of research output

	Timing
	Quality criteria
	QA method(s)
	Evidence of compliance
	Quality responsibilities
	Quality tools 

(if applicable)

	June 2008 and ongoing
	Research output identified fit for purpose
	Adherence to best practice and sector norms
	Successful deposit of material following established guidelines
	Project team and Research Development Officer
	

	September 2008 – February 2009
	Procedures for loading research output 
	Test load and retrieval of data
	Successful retrieval of data by project team and researchers
	Project board/Research Development Officer
	Conforms to relevant format standards


	Output
	Interoperability with other systems

	Timing
	Quality criteria
	QA method(s)
	Evidence of compliance
	Quality responsibilities
	Quality tools 

(if applicable)

	May 2008 and ongoing
	Fit for purpose
	Testing of interoperability with Library OPAC, VLE and other systems as appropriate
	Successful linking between systems
	Project director/Archive coordinator/Project Board chair
	


	Output
	Project documentation

	Timing
	Quality criteria
	QA method(s)
	Evidence of compliance
	Quality responsibilities
	Quality tools 

(if applicable)

	Ongoing throughout project
	Complete project documentation
	Reports submitted to timescales
	Accepted by Programme Manager/funding body
	Project director
	


18. Dissemination Plan

	Timing
	Dissemination Activity
	Audience
	Purpose
	Key Message

	October 2007 onwards
	Article in in-house YorkTalk publication 
	All staff
	To publicise project 
	Receipt of funding for project & basic information on plan.  Will also be used to provide regular feedback to the community.

	October 2007 and ongoing
	Setup and population of project web site and blog. Links to project website from other relevant sites, i.e. C4C, e-Learning, Intranet
	All staff and potential users
	To inform and raise awareness

To provide access to project blog for regular updates.
	Information on progress of the project, encouragement to deposit

	November 2007 and ongoing
	Presentations
	C4C Fellows
Potential depositors, e.g. e-learning Champions
	To detail how their work will be showcased through the repository
	To provide information on how the PTFS ArchivalWare software functions, and the benefits of archiving

	November 2007 and ongoing
	Establishment of Project Board, meeting once per month
	Project Board
	Reporting of progress, raising awareness
	Monitoring of team work and advice, dissemination within the institution

	January 2008 and ongoing
	Publicity through University conferences and other staff development events and workshops, e.g. lunchtime sessions
	Staff and students
	To inform and raise awareness
	Information and awareness of project, engagement with community

	March 2008 and ongoing
	External publicity via website, conferences, other linked organisations etc.
	All users including wider community
	To further inform and raise awareness
	Information on project and resources available to the wider community

	March 2008 and ongoing
	Dissemination of C4C pilot material
	All users
	To publicise C4C work, raise awareness
	Marketing of C4C activities and fellowship projects

	April 2008 and ongoing
	Inclusion in information skills sessions
	Academic and academic related staff
	To further promote, raise awareness and encourage deposit
	Availability of digital materials, potential additional materials

	Ongoing
	Dissemination via project reports, workshops, other HE organisations, e.g. HEA, SEDA, RSP etc.
	Other projects and HE community
	To inform and raise awareness
	Availability of digital materials, particularly special collections materials and examples of student work


19. Exit and Sustainability Plans

It is intended that the repository module and functions will be absorbed into the work of appropriate Library and Information Services staff, and specific areas developed as appropriate.  These are further outlined below.

	Project Outputs
	Action for Take-up & Embedding
	Action for Exit

	Institutional repository
	PTFS ArchivalWare is software already in use in many libraries in the US, this being its first implementation in Europe; use will be encouraged through induction sessions with students, and dissemination events.  Feedback will be monitored
	Maintenance of the software is included in the Library budget; cataloguing and assigning of metadata will be absorbed into relevant staff jobs

	Reports
	Published on project website
	Project website will be maintained for 3 years after the end of the project


	Project Outputs
	Why Sustainable
	Scenarios for Taking Forward
	Issues to Address

	Institutional policies for deposit of material
	Policies will be reviewed regularly in line with other developments with regard to digital materials, licensing and copyright
	Policies will be integrated into current institutional structures, and any potential new structures

	Changes to institutional structure and staffing that render policies no longer feasible

Changes in legal requirements 

	Potential storage of research outputs
	Policies with regard to storage and accessibility of output will be made and reviewed regularly to ensure they meet sector norms 
	Accessibility and usability of output monitored and changes made to ensure compliance with open access standards
	Failure to comply with standards
Failure to interact with other systems

	Staffing responsibilities
	Digital archive development coordinator post will be required to maintain the repository
	Business case will be made to establish post;
other work integrated into existing job descriptions
	Senior management recognition of staffing resources required, and funding made available


	Repository system
	Will be integral part of access to resources; software/hardware monitored for future accessibility and server updating
	Fitness for purpose will be monitored, in line with technical developments, changes to formats, upgrade of server etc.
	Continued suitability of hardware/software to institutional objectives, developments in the sector


Appendices

Appendix A. Project Budget

	Directly Incurred

Staff 
	April 07– March 08
	April 08– March 09
	TOTAL £

	Total Directly Incurred Staff (A)
	£6567
	£10810
	£17377


	
	
	
	

	Non-Staff
	April 07– March 08
	April 08– March 09
	TOTAL £



	Travel and expenses
	£400
	£600
	£1000



	Hardware/software
	£18753
	£
	£18753


	Dissemination
	£1000
	£1000
	£2000



	Evaluation
	£500
	£500
	£1000



	Other 
	£3877
	£
	£3877


	Total Directly Incurred Non-Staff (B)
	£24530
	£2100
	£26630


	
	
	
	

	Directly Incurred Total (A+B=C)

(C)
	£31097
	£12910
	£44007


	
	
	
	

	Directly Allocated
	April 07– March 08
	April 08– March 09
	TOTAL £



	Staff
	£4507
	£7416
	£11923


	Estates
	£2190
	£3441
	£5631


	Other
	
	
	

	Directly Allocated Total (D)
	£6697
	£10857
	£17554


	
	
	
	

	Indirect Costs (E)
	£12184
	£19146
	£31330


	
	
	
	

	Total Project Cost (C+D+E)
	£49978
	£42913
	£92891


	Amount Requested from JISC
	£25621
	£3896
	£29517


	Institutional Contributions

	£24357
	£39017
	£63374


	
	
	
	

	
	
	
	

	Percentage Contributions over the life of the project
	JISC

32%
	Partners

68%
	Total

100%


Table Demonstrating Nature of Institutional Contributions

	Directly Incurred

Staff 
	April 07– March 08
	April 08– March 09
	TOTAL £

	Directly Incurred Non Staff
	
	
	

	Hardware/Software etc.
	
	
	

	Directly Allocated
	
	
	

	Staff, Estates etc.
	£6697
	£10857
	£17554


	Indirect Costs
	
	
	

	Indirect Costs 
	£12184
	£19146
	£31330


	Total Institutional Contributions
	£24357
	£39017
	£63374



Appendix B. Workpackages

See below.
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JISC WORK PACKAGE 

	WORKPACKAGES 
	Month
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24

	
	
	Sept.07
	Oct.
	Nov.
	Dec.
	Jan.08
	Feb.
	Mar.
	Apr.
	May
	June
	July
	Aug.
	Sept.
	Oct.
	Nov.
	Dec.
	Jan.09
	Feb.
	Mar.
	
	
	
	
	

	1: Installation
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2: Deposit and IPR procedures
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3 : Usability 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4:  Dissemination 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5: Evaluation 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	6: Digitisation programme 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7: Sustainability 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	


Project start date: 7 September 2007
Project completion date: 31 March 2009
Duration: <19> months

	
	
	
	
	Milestone
	Responsibility

	
	
	
	
	
	

	WORKPACKAGE 1: Installation and implementation of PTFS ArchivalWare software and hardware, project workshop and training; loading of C4C pilot data

Objective: To install additional software and hardware,  undertake project workshop and training following SirsiDynix/PTFS ArchivalWare  procedures; load pilot C4C data


	
	
	
	
	

	1. Purchase and installation of additional software and hardware
	September 2007
	January 2008
	Software installed ready for training and project workshop
	
	HW, PM

	2. Appointment of Digital Archive Development Coordinator
	September 2007
	November 2007
	Coordinator appointed - required to oversee implementation of  PTFS software
	
	HW, TC, JS, MD

	3. Project workshop
	16 January 2008
	31 January 2008
	Discuss all aspects of PTFS ArchivalWare  implementation with SirsiDynix, PTFS (Europe) staff and IT staff, identify and resolve problem areas
	Yes
	HW, LS, CB, RM , IT staff and SirsiDynix/PTFS (Europe) staff

	4. Training in use of system, including cataloguing and assigning metadata
	30 January 2008
	31 January 2008
	Team members trained in use, population and support of system
	
	Project team/LIS staff

	5. Loading of C4C pilot data, records created in PTFS ArchivalWare, Library OPAC and JORUM
	January 2008
	March 2008
	Data loaded and tested for accessibility
	Yes
	LS, PM, CB

	6. Configuration of web front end to align with OPAC
	February 2008
	April 2008
	Software tested for usability
	
	LS/HW

	7. Usability testing of loaded data, including interaction with Library OPAC
	March 2008
	April 2008
	Data and software tested for usability
	
	LS/HW/Project team

	8. Assessment of working with commercial supplier
	April 2008
	July 2008
	Report on issues, how problems resolved, suitability of training
	
	Project team

	
	
	
	
	
	

	WORKPACKAGE 2: Procedures for deposit of material, including rights management
Objective: Design and implementation of procedures for deposit of material, including IPR and copyright issues


	
	
	
	
	

	9. Establish draft policies for deposit of material, using as starting point existing copyright clearance for scanned material
	November 2007
	November 2008
	Policies approved by relevant committees, based on existing clearance and adapted as necessary
	Yes
	Project team/LIS staff/Senior management

	10. Review current IPR policies and establish new ones as necessary, including third party
	December 2007
	May 2008
	Policies approved by relevant committees
	Yes
	Project team/LIS staff/Senior management

	11. Investigate licensing issues, use of Creative Commons or other appropriate licensing system
	December 2007
	August 2008
	Suitable licensing system in place using JORUM as a model, referring to RSP as necessary
	Yes
	Project team/LIS staff/Senior management

	12. Procedures for deposit tested using identified material
	June 2008
	January 2009
	Successful procedures tested and evaluated by sample of users
	Yes
	Project team and relevant staff

	13. Review of deposit procedures
	February 2009
	March 2009
	Procedures reviewed for suitability and best practice
	
	Project team/internal and external evaluators

	
	
	
	
	
	

	WORKPACKAGE 3: Usability of resources and interoperability with other systems
Objective: To investigate usability of resources available via Library OPAC, PTFS ArchivalWare and interoperability with other systems, eg. VLE


	
	
	
	
	

	14.  Accessibility testing of resources following initial data load
	April 2008
	August 2008
	Successful retrieval of data with feedback from sample of users
	
	Project team and relevant staff

	15. Usability testing of resources 
	August 2008
	March 2009
	Successful retrieval of data and confirmation of ease of use
	
	Project team/sample users

	16. Testing of interoperability with Library OPAC, VLE and other appropriate systems
	May 2008
	November 2008
	Successful linking between systems and confirmation of ease of use
	
	Project team/MD/sample users

	
	
	
	
	
	

	WORKPACKAGE 4: Dissemination of information to communities

Objective: To publicise the repository, advocate its use in the institution, report on progress and encourage deposit


	
	
	
	
	

	17. Internal dissemination of information
	October 2007
	March 2009
	Articles in in-house publications, eg. York Talk; presentations; regular progress reports; briefings
	
	HW/LS, other members of team as appropriate

	18. Set-up and population of project web site and blog with links from other relevant sites
	October 2007
	March 2009
	Web site and blog set up providing regular updates on progress and encouraging deposit
	Yes
	LS/HW

	19. Monthly meetings of Project Board
	November 2007
	March 2009
	Progress reports and updates on developments
	
	Project team



	20.  Reports to committees, eg. Corporate Systems Board
	March 2008
	March 2009
	Reports on progress
	
	Project board

	21. External publicity and promotion via conference papers, workshops, international dimension, C4C website, links with HEA, SEDA etc.
	March 2008
	March 2009
	Reports on progress, publicity for C4C resources, international aspects, experiences gained
	
	Project team

	22. Internal dissemination via information skills sessions
	April 2008
	March 2009
	Sessions to encourage use and deposit, foster good practice
	
	LIS staff 

	23. Dissemination via workshops, programme meetings, etc.
	November 2007
	March 2009
	Attendance at workshops and programme meetings
	
	HW/LS

	24. Dissemination and feedback to other projects  through progress reports 
	April 2008
	March 2009
	Reports delivered on time according to JISC schedule
	Yes
	Project team and other staff

	
	
	
	
	
	

	WORKPACKAGE 5: Evaluation of developments and reporting progress

Objective: To evaluate what has been achieved throughout the project and report on progress to internal and external stakeholders


	
	
	
	
	

	25. Report on progress to JISC
	January 2008
	April 2008
	Progress report submitted and accepted  by 25th April
	Yes
	Project team

	26. Regular monthly reports to Project Board meetings
	November 2007
	March 2009
	Reports delivered to Project Board meetings and changes acted upon
	
	HW/LS

	27. Set up independent internal evaluation team
	April 2008
	June 2008
	Team appointed
	
	Project board/Senior management

	28. Independent internal evaluation of project
	May 2008
	August 2008
	Evaluative report/feedback submitted to relevant committees, including Project Board
	Yes
	Internal evaluation team

	29. Report on progress to JISC
	Aug 2008
	Oct 2008
	Report submitted by 31st October and accepted
	Yes
	HW/LS

	30. Set up independent external evaluation team
	October 2008
	November 2008
	Team appointed
	
	Project board/Senior management

	31. Independent external evaluation of project
	November 2008
	February 2009
	Evaluative report/feedback submitted to relevant committees, including Project Board
	Yes
	

	32. Report on progress to JISC
	Dec 2008
	Feb 2009
	Report submitted by 29th Feb 2009 and accepted
	Yes
	HW/LS

	33. Project Completion Report to JISC
	Jan 2009
	Apr 2009
	Completion report submitted by 25th April and accepted
	Yes
	HW/LS

	
	
	
	
	
	

	WORKPACKAGE 6: Programme for digitisation of material and storage of research output
Objective: To establish a programme for the archiving and/or digitisation of material whether already in digital format or to be digitised, and investigate the storage of research output


	
	
	
	
	

	34.  Establish procedures for identifying and processing  other digitised material in suitable formats
	May 2008
	December 2008
	Material identified, formats checked, and loaded into PTFS ArchivalWare, or JORUM as appropriate
	
	LS

	35.  Establish procedures for setting up online pedagogic research journal based in digital archive and with web interface
	April 2008
	March 2009 onwards
	Digital EBL and RiT papers loaded in archive and linked to from web page.  Web pages developed in line with house style.
	
	LS/KL

	36.  Establish procedures for identifying and processing additional material for digitisation
	May 2008
	March 2009
	Material scanned and loaded into PTFS ArchivalWare
	
	LS and other LIS staff

	37.  Establish procedures for identifying and processing research material, based on previous work
	May 2008
	March 2009
	Material identified, IPR and copyright issues addressed, samples loaded into PTFS ArchivalWare
	Yes
	LS/JR /RM, other staff as required

	38. Review of procedures and embedding in institutional policies
	November 2008
	March 2009
	Procedures reviewed, amended where necessary and integrated into institutional policies
	Yes
	Project board/Senior management

	
	
	
	
	
	

	WORKPACKAGE 7: Sustainability of PTFS ArchivalWare and integration into work practices

Objective: To ensure future sustainability of PTFS ArchivalWare and procedures for deposit integrated into institutional practices


	
	
	
	
	

	39.  System management and maintenance integrated into current working practices 
	January 2008
	March 2009 onwards
	Existing job descriptions amended where necessary
	
	Senior LIS staff

	40.  Staff responsibilities for cataloguing, deposit of material, IPR and copyright issues
	February 2008
	March 2009 onwards
	Digital Archive Development Coordinator post established; existing job descriptions amended
	Yes
	Senior LIS staff/Senior management

	41. Institutional policies for deposit of material reviewed
	February 2009
	March 2009

onwards
	Policies reviewed and regularly monitored, reports made to relevant committees
	Yes
	Project board/Senior management

	42. Storage of research outputs and associated issues
	December 2008
	March 2009 onwards
	Research material stored and retrievable; monitored to ensure compliance with open access standards
	Yes
	Project team/Research and Enterprise Office staff


Members of Project Team:

Deputy University Librarian: Helen Westmancoat  (HW)   h.westmancoat@yorksj.ac.uk  (Project Director)

Digital Archive Development Coordinator: Lauren Shipley (LS)   l.shipley@yorksj.ac.uk
C4C Manager: Julia Smith (JS)   j.smith1@yorksj.ac.uk
Digital Media Technician: Christopher Brooke (CB)   c.brooke@yorksj.ac.uk
Other LIS staff and members of the Project Board will contribute as necessary.  Persons named above are

E-Learning Adviser: Mark Dransfield (MD)   m.dransfield@yorksj.ac.uk  (Project Board Chair)

Systems and Communications Manager: Paul Milbourne (PM)   p.milbourne@yorksj.ac.uk
Database librarian: Ruth Mardall (RM)   r.mardall2@yorksj.ac.uk
University Librarian: Tony Chalcraft (TC)   a.chalcraft@yorksj.ac.uk
Research Development Officer: John Rule (JR)   j.rule@yorksj.ac.uk
Head of Enquiry-Based Learning: Karen Llewellyn (KL)  k.llewellyn@yorksj.ac.uk
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