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1. Executive Summary

1.1. Issues

The way in which information is created and accessed has dramatically changed due to the computer environment. The traditional printed-paper method of communicating information has been replaced by electronic mail, text documents (either in plain text or formatted/encoded for use by programs such as Word), databases, spreadsheets and web documents.

· Web documents form an increasingly large part of any institution’s communication with its stakeholders, and the requirements for effective records management are no less stringent than for any other records.

· Web documents are inherently complex, multipartite documents which contain many cross-references and hyperlinks.  Individual web pages may be re-used in different documents at varying levels of association with the nucleus page of each document.  Thus a relational management system is required to cope with the multiplicity of these associations.

· Formal course documentation is in itself complex and is not always engaging to stakeholders.  It is important that rights, responsibilities and the process in general be presented in a clear manner using delivery media to their best advantage, and that the records management policies operate to optimise the creation, management and use of these documents.

· The changing nature of courses leads institutions to have several generations of course documents active at any one time, as they apply to different cohorts of students.  Clear records management policies are necessary to ensure the association between each student and the appropriate versions of each course document.

· The classification of hardcopy documents is well known; web documents bring with them further metadata in the form of electronic attributes which must be exploited in any records management system.  In addition, such a system must incorporate audit trails of transactions and the facility to reconstruct such transactions.

· The impact of recent legislation is a key driver for effective records management of electronic records.

1.2. Conclusions 

· Records management may be applied to records in all media using consistent principles, with possible differences in methodological detail.

· Formal processes regulating course approval must inform and include records management workflow.

· Interaction with web documents is widespread within the sector, but insufficient attention has been paid to maintaining awareness of records management and the impact of recent legislation.

· Sector-wide co-ordination has been weak in areas connected with records management and digital preservation, leading to local efforts which duplicate work and fail to optimise returns on investment.

1.3. Recommendations

· Formal course documents should be harmonised across all media and congruence ensured with marketing material which may be presented in less formal language, and institutions should adopt records management policies which ensure such compliance.

· Each institution should provide adequate training and awareness on records management and legislative impact, and national bodies should co-ordinate the provision of institution-independent parts of this provision.  Furthermore institutions should maintain a high state of current awareness regarding developments in relevant administrative and legal fields.

· National bodies should lead the co-ordination and development of activity in the field of digital preservation, and institutions should consider adopting current technologies to serve in the meantime.

2. Introduction

2.1. Background to the Project

In November 2002, the Joint Information and Systems Committee (JISC) invited Higher and Further Education Institutions to submit bids for funding aimed at supporting good records management practices within the UK Higher and Further Education community.

The aim of the initiative was to help Higher and Further Education institutions to implement institutional records management programmes, in particular, to build on the revised Study of the Records Lifecycle and HEI Retention Schedule (published in April 2003) as well as supporting the sector to meet its requirements under the Freedom of Information Act 2000 by funding specific projects. A core theme of this was the opportunity to document institutions’ actual experience of embedding the Lifecycle model within their procedures, and thereafter to make such documentation available to other institutions which are in the process of introducing, or are planning to introduce, good records management within their institutions.

As Brunel University is committed to managing its records more efficiently and effectively (as outlined in its Strategic Plan 2002-2007 (Appendix A) as buttressed by the Information Strategy 2000 and is keen to build on its current University-wide records management initiatives the University decided to bid for funding. As the University’s resources to date had been directed towards the management of the University’s paper records, a project was born to explore the issues and make recommendations for the good management of records held on the University’s website.

The management of the University’s electronic records had been identified as an important aspect in the University’s Information Strategy, especially in the light of the University’s commitment to making more information and services for staff, students (prospective, current and past) and external users available on the web. In addition, Freedom of Information and HEFCE’s ‘Information on quality and standards in higher education’ demand that up to date, accurate and relevant information be made available.
2.2. Brunel’s current position

2.2.1. Learning and Teaching documentation

Documentation within the “learning and teaching” category at Brunel encompasses information on the development, managing and monitoring of learning and teaching. This includes the University’s Learning and Teaching Strategy, course approval and review, examinations and conferment. Information is increasingly made available via the web site but the majority remains available (exclusively or in parallel) in paper format.

As part of the initial work undertaken since the employment of a Records Manager, retention periods had been developed for learning and teaching documents, but the focus had been on the paper format, as the University Statutes and Ordinances still recognise the primacy of this format.

The current study concentrates on the management of Programme Specifications and Module Syllabuses (defined below as applicable within Brunel) as placed on the University’s website — these are often brought together under the term “definitive course documents”. Unless the context makes another reading clear, we use the generic term “course documents” below to refer to Programme Specifications and/or Module Syllabuses as applicable in Brunel, and to be an indicative term for equivalent documents at other institutions.

A Programme Specification is the core document in the University’s approval, monitoring and review processes which provides detailed information for students and staff about a taught programme of the University. It offers a range of detailed information about a full programme, e.g., BA (Hons) English.

A Module Syllabus provides detailed information on a credit-rated module, which would form part of a programme of study as above, e.g., a Level 2 Module in Statistical Genetics.

New templates for programme specifications and module syllabuses were introduced during the 2000/01 academic year, following an internal consultation process: these provide help in managing this information by harmonising the structure across the University.

At the time of writing, one of the three Faculties provides electronic access (internal only) to current and previous programme specifications and module syllabuses via its intranet. This information is supplemented within one department of that Faculty by the provision of a commentary on each Module Syllabus, available electronically and internally to students of that department.

2.2.2. Web

Brunel University’s current website fluctuates in size between 4,000 and 6,000 pages — the level depends on the phase of the annual academic cycle and the necessity to provide ad hoc information. Overall control of the University’s high-level pages rests with the Corporate Web Editor (located within the Department of External Relations); in Faculties and Departments, responsibility for local pages is devolved to Webmasters or teams within these subdivisions of the University.

Notwithstanding recent initiatives to provide dynamic content which will improve the quality of information provided to staff and students, the majority of the University’s web pages are static in nature. Within these static pages, recent activity has shown a move away from raw HTML and towards the use of PDF-format documents.

2.3. Scope

The objectives of the Project are to

· apply agreed retention periods to Learning and Teaching documents, specifically Programme Specifications and Module Syllabuses on the website;

· develop good practice guidelines/standards to enable continued access to Learning and Teaching documents on the web for all relevant stakeholders;

· promote awareness of electronic records management and the roles and responsibilities of authors and other staff towards web documents within Brunel;

· support the University’s decision to make more information available via the web and ensure it is managed accordingly;

· support the University’s commitment to HEFCE’s Information on quality and standards in higher education.

2.4. Methodology

In support of the above objectives, we sought to

· review Learning and Teaching documents on the web — particularly Programme Specifications and Module Syllabuses — identifying what is accessible on the web and where (at a University-level page or at Faculty/Departmental level) it resides within the Brunel web hierarchy

· review QAA/HEFCE requirements in respect of the availability and management of such documents

· map the approval process for the creation, continuation, revision and discontinuation of courses, in order to identify where definitive course documents have been created and therefore should be captured

· identify problems and issues in relation to the approval process and the application of technological solutions to address these matters

· make comparisons between the Brunel experience and external projects in associated fields of interest. Appendix C gives details of the major projects involved in the comparative studies.

The project was managed by a Project Steering Group (see Appendix B for the Group’s composition), chaired by the Secretary and Registrar. The Group met on a monthly basis to discuss issues and monitor progress against milestones. The project was conducted by the Records Manager (as Project Manager) with the support of two members of the Computer Centre, the Senior Web Systems Officer and the Policy Development and Quality Manager.

The Project Team consulted with academic and administrative staff in the University’s Departments and Faculties. Brunel is currently undergoing a period of considerable change in structures and processes — while part of this change is internally generated, a proportion will be replicated at other institutions, since it is externally generated. This has, to an extent, inhibited the gathering of useful forward information from these consultations.

2.5. Limitations of study

Six months is insufficient time to deliberate, and then to choose, construct and implement a complete records management system for such complex electronic documents, particularly since they must link with other electronic sources of information. During the six months of the study, we raised many questions and rather fewer answers. In this study, we have attempted to provide the prompts towards a set of questions. Each institution should ask these questions of its proposed system: we illustrate the questions (and signposts towards answers) from Brunel’s experience, exercises and expectations.

In addition it is not possible to be prescriptive about the approach because of the fast-changing legal landscape: rash choices today could jeopardise our ability to comply with, for instance, the provisions of the Freedom of Information Act 2000 (when these are decided and applied). Institutions will, of course, need to commission one system at an appropriate time, but for the moment we have a small degree of breathing space.

Finally, the field of electronic records management cannot yet be said to have fully matured.  We have been learning as we progress, and we have learned about learning (and unlearning). Now, as we look back upon the half-year of the project, we know (as we did at the start) that this is not the end. Any illusion we might have had that we are at the beginning of the end has been put severely in its place. We hope, though, that we can now see (and that we can point the way for other institutions) towards the end of the beginning.

The journey towards a working scheme of web records management can be illustrated in the following table: we have attempted to place the current project within the overall context of this journey. It is clear from the table that significant further work is needed, and this is, in part, reflected in our particular conclusions and recommendations.

	
	Phase description
	Action

	1
	Appreciation of the issues

What makes the management of web documents different from their paper equivalents or predecessors?

What are the technical issues — storage, data capture, etc.?

What are the legal/contractual drivers for change?

What are the cultural issues?

What issues relate to rights, responsibilities and shared use by stakeholder communities?
	Project has identified broad areas of difference and similarity, and has begun to itemise specific technical and methodological issues.

Project identified importance of recent legislation in driving effective record management, and the behavioural/cultural issues which face institutions as they adopt new processes and procedures.

Project identified the need to address the expectation gap, and to incorporate expectation management into the process of publication with the help of records management.

	2
	Identification of requirements

What processes, etc., are requirements for a working records management system for web-based documents?
	Project identified the requirement to maintain version control and date-linkage for student cohort management: this translates into a requirement of any software solution.

Further work is required to establish a comprehensive operational requirement for any software which is to contribute to a solution.

Project identified the need for comprehensive training and awareness, and that much further work is needed to provide institutions with common materials and guidelines for local materials.

Further work needed to settle long-term compatibility and preservation issues.

Much work required in addressing cultural needs of potential users, researching potential barriers to adoption and developing remedies.

	3
	Selection and implementation of solution

Identification of a product which meets local requirements, while conforming with external constraints (FoI, etc.); implementation,. training and use of the product.
	Project not in a position to hold a beauty contest for currently available commercial products; further project may be able to explore this once outstanding issues are resolved.

Local initiative within Brunel has prompted the piloting of one product
 for a restricted set of records management purposes (in expectation of further opportunities for this product in this and other areas of interest).


3. Concepts and Issues

3.1. Programme Specifications and Module Syllabuses

Because Programme Specifications and Module Syllabuses define the framework of the student experience within a designated field of study, they are necessarily complex in structure. This makes more challenging the aim (in the Dearing Report of 1997) to make clear and explicit information available to students so that they are able to make informed choices about their studies and the levels they are aiming to achieve.

In short, formal course documents are not by nature student-friendly. We must face the challenges below in order to overcome this difficulty and to engage our students with this information which is so pivotal to their choice and following of a course of study.

· managing the transition from paper to electronics

In the past, the paper medium served a largely linear route through a scheme of study. The present preference for modular study and choosing options from a menu of subdivisions (some of them from more or less associated subject areas) makes demands which strain such a linear reading to or beyond its breaking point. Thus, the general move towards electronic provision of information is actually running in parallel with the need to break down such a document into its constituent parts and to guide the user through the available pathways. Some readers will find the medium change a challenge in itself, while others will need help in assembling their route through the document. Our challenge is to render the complex non-linearity simple through clear and unambiguous navigational choices.

· managing the multiplicity of electronic sub-documents

Each sub-document (informed by a navigational choice) must be managed (for retention, etc.) individually and in conjunction with its family of documents. Thus, we must embrace the concept of relational records and their management.

· all sorts and conditions of students

These days, students do not come from a one-size-fits-all mould. A student may be full-time or part-time, from the UK or abroad, on campus or learning at a distance, fulfilling a complete course of study or present as a student taking part of a degree elsewhere. The presentation of course documents must be accessible to all such students and the management of these documents must not compromise their accessibility to any of them. For example, retention periods must take into account the time taken by a part-time student to complete a qualification — this might mean that details of a long-deleted module must still be made available while a student who had the option to chose this module remains within the window of its interest.

· version control

Even if a course or module is not discontinued, it will naturally be subject to change from year to year. Some of these changes will be small enough to fit within the Institution’s definition of continuity, while others will invoke at some level the review procedures of the Institution. A retention schedule for electronic course documents will need to capture the changes made as viewed by the students: this will involve all aspects of the documents lifecycle through to archival preservation. Some of these changes will be published to apply to future cohorts of students while others will apply to cohorts of students currently engaged in a course of study. It is important that, when we apply management to a particular generation of a particular document the retroactivity of the change is made explicit to its customers and to the preservation strategy.

· generations of students, generations of documents

Students take time to make their way through a course of study and do so at different speeds. There is the obvious difference between part-time and full-time students, but there are many other reasons why entry cohorts and graduation cohorts are not mappable precisely. A student may take time out for medical or personal reasons, or may engage in an industrial work-placement as part of a sandwich degree. Indeed, some institutions offer an almost entirely modular structure with barely a hint of a “normal completion time”. It is essential that we are able to associate the correct version (or generation) of each course document with each individual student, for it is to the correct version that the student will turn in any dispute regarding the course and his/her progression. In effect, this means that the student does not choose “module X”, but rather “module X as on date Y in fulfilment of course requirements as set down on date Z”.

· associating course documents with other definitive information

The present study has concentrated on Programme Specifications and Module Syllabuses. However, these documents do not exist in isolation: there must be references to the appropriate regulations in force at departmental, faculty and university level. In addition, many courses derive their validity from the requirements of external bodies (such as the Law Society or the Nursing and Midwifery Board). It is imperative that all necessary associations are made between the course documents and other information, and that all records under the control of the institution are managed in an appropriate manner with reference to the course documents, if possible by accommodating them within the scheme of records management in force for the course documents. In the case of documents which originate outside the institution, then a dated audit trail of references to these external documents may be the best available option. Clearly, the external bodies have their own duty of care to their customers to manage such documents wisely.

· perils of parallel presentations

Course documents are definitive — this means that there is only one true copy. Anything else is mere commentary. This is more than simple ownership of the rules of engagement: it is impossible to carry on a course of study in the face of variant descriptions of that course. Accordingly, any duplication of information is injurious to effective information management. If information is to be re-used, then it should be by reference in commentary to a single source of definitive course information, and each commentary should be clearly labelled as such while contributing to the corpus of managed records. For example, a department may provide guidance to its students in interpreting definitive documents (from within or beyond the institution) but should not re-write these documents nor pass off local commentary as a version of the definitive documents

3.2. Web documents

The management of web-available records presents a number of challenges which have not arisen in previously managed media. These challenges leave their imprints around the issues discussed below.

· Size of the web

The proliferation of web pages within a site tends to happen at a much greater rate than with paper files — often when a page is subdivided into an index page with a hierarchy below it to accommodate extra information.
· Intra-document complexity and non-linearity

With paper records, and at least to some extent with other media, a document is an entity unto itself, to be read in a linear fashion: its management is rendered upon the whole. By contrast, a web “document” will often be a collection of (potentially) independent web pages, partitioned in order to maintain delivery speeds, to ease editing and to separate out adjunct material such as graphics. The very essence of hyperlinking is to offer non-linear readings. This means that the management of a document is in fact the simultaneous management of different entities — not just plate-spinning, but the same trick involving cups and saucepans at the same time.
· Transience and fragility

The ease with which web pages may be updated, moved or deleted, and the perils associated with incorporation of externally-managed data, fuel the need for good management and failsafe mechanisms to inhibit absent-minded corruption of documents.
· Browser dependency

A web document is rendered separately for each beholder at each instance of beholding: Internet Explorer, Netscape and the rest render documents with differences which vary in subtlety, and each reader has the power to alter certain aspects of that rendering, even between individual viewings of the same page. This affects the “look and feel” of a page, and any attempt to record the document must take this inherent variability into account. The Digitale Bewaring testbed team have provided guidance on the setting of boundaries in this area (when is the detail of presentation important?) in their publication From Digital volatility to digital permanence: preserving e-mail
.
· Format choice and standardisation

The choice of format, and the synchronisation of parallel formats of the same document, is necessary. The constant recycling of fragments requires standardisation of format and metadata across the website for effective records management.
· Static and dynamic content

Dynamic content poses particular questions — should representative selections be preserved “frozen”, should the underlying database be preserved in toto, and if so, how often should our snapshots of the database be taken? Or should the static elements of a dynamically delivered page be preserved? The latter would be analogous to preserving an empty census form without preserving any completed forms.

· Lack of established electronic records management

The growth of the web has been unhampered by concerns about post-exploitation management — in this respect, it is no different from any other explore-and-exploit process. We now have to reap the whirlwind of our predecessors’ lack of care.
3.3. Transactional management

There are two major issues in transactional management which must be addressed by any scheme of web record management.

· The maintenance of audit trails of individual instances (transactions) of use of the pages to inform decisions.

· The recording of the elements of process for the purposes of historical analysis and possible reconstruction.

3.4. Stakeholder communities

Throughout the lifecycle of any record, there are different stakeholders at different phases of that lifecycle — ranging from those who create the record in the first place, through the disparate users in the prime of its currency, to those who need to refer back to it several years after it has passed into the realms of historical and reference interest. In the case of Learning and Teaching records, in particular ‘course documents’, the stakeholders include students (current, prospective and past), the University (academic departments, registry, external relations), HE sector bodies (e.g., HEFCE) and the general public.

The course documentation is key to the University’s approval, monitoring and review processes. University academic standard and quality of its awards is assured by course scrutiny of which staff in academic departments, faculty, registry and committee play a major role. Such documentation is evidence of that scrutiny, decision and actions taken while assuring the general public that the University new course approval and changes to existing courses is fair and transparent.

For the student, it is the information that attracts them to a particular course of study as a prospective student, through to informing a current student what is expected through to a past student as evidence of what they achieved.

3.5. User expectations

The expectation of receiving information has grown dramatically over recent years and will develop further as e-Government gets off the ground. The web is now the repository and delivery-point for more and more information — not just ephemeral material but, in some cases, important information that may no longer be in hardcopy or where no direct hardcopy equivalent exists.

This expectation may be further fuelled by the Freedom of Information Act 2000: institutions are placing ever greater reliance on the web as the main information delivery mechanism for the Publication Scheme required under the Act. To a great extent, this is in order to try to minimise demand on internal resources.

3.6. Metadata and taxonomy

The development of metadata, the information that describes the content and characteristics of an object without impinging directly upon the content of that object, has dramatically expanded traditional cataloguing techniques.

The aim of traditional descriptions was to ensure that an object could be identified and retrieved.  With the development of the electronic environment, the need to ensure and retrieve an object is more complicated.  To ensure that the object can be identified and retrieved over time, the management of the record must incorporate more information that would previously have been included in traditional cataloguing needs to be included. This information might include, inter alia, descriptive, administrative, technical and legal information. Metadata developments have been led by such projects as the Cedars project and the on-going work by the Dublin Core Metadata Initiative
.

4. Document and Record Management

4.1. Managing document evolution

Formal course documentation defines the contract between a student and the institution (or any part thereof) with respect to academic process. It is therefore crucial that these documents, and any allied “marketing” documents which describe the course in less formal terms, are accurate, consistent and up-to-date.  We have found that an institution must look to map its decisions on managing these records to its formal course approval process. Furthermore, we have concluded that there must be strong version control and date-linkage in place to ensure that each student may be associated with the precise collection of documents for each of his/her course and modules in effect at the time of each individual contracting.

At any formal publication point in the approval process, the document must be subjected to rigorous version control (which includes date-linkage).  Depending upon the publication policies of the institution, these points will map to the approval process or to a superset thereof.  For example, draft papers tabled to a Faculty Board meeting may be published for internal consumption within the institution: this would be a point at which version control would be usefully applied. This represents the minimal case for version control, but it is likely that more control-points (and dates) will need to be added to the management process. Even if the only change is to the punctuation of a part of the document, this potential alteration of the reading of the course documents must be acknowledged by version control.  At some point in the future someone may claim a particular reading: without version control the testing of the validity of that reading at the time stated is not resolvable.

4.2. Metadata

We have already discussed the importance of metadata in the successful management of web documents (see page 15): The topic of metadata is itself a broad one, and therefore the current project has (perforce) merely acknowledged metadata’s contribution to web document. The current project has shown us that institutions must establish procedures to optimise the use of metadata, but it is for a further project to work towards a sector-wide model for these.

4.3. Web records management

In essence, a web document is a record to be managed using the same processes as for a document in any other medium. The differences are in the detail — the electronic attributes may need to be mined in their own way to reach the same set of management attributes as for a hardcopy document.
Our reviews of other projects have brought to light three general archiving methods for web documents:

· snapshot
Repositories have taken periodic snapshots of web hierarchies into their (electronic) storage — e.g., the UK National Archives’ UK Government Website project

· harvesting
Web hierarchies have been downloaded for offline storage — e.g., the Internet Archive

· selection, negotiation and capture

web information/resources are selected, their inclusion negotiated with the Web site owners and then captured using appropriate software — the setting up of some e-anthologies fit this model.

None of the above strategies may be used in every instance, and each has come to pass because of the lack of central guidance and support at an early enough point in the lifecycle of such records within the organisations which have adopted web records management. This project has laid the groundwork to ensure that the management of a web record starts at the point of conception, rather than leaving it until later, when its past life cannot be documented in its entirety, and that it continues with due rigour throughout the lifecycle of the record. To this end, Brunel’s Retention and Disposal Schedule for Learning and Teaching documents (Appendix D) has been developed. Although the focus had at first been on the management of the paper records, the project extended this process to incorporate the University’s web pages, some of which have been identified as meriting long-term preservation.

Three long-term preservation strategies (each beyond the capability of an individual university, and arguably beyond that of the UK educational community) were identified by the project.

· Technical preservation

maintaining the original software, and if appropriate the hardware, of the original operating environment, in order to replicate exactly the original process

· Emulation
recreating the original operating environment by programming future platforms and operating systems to emulate the original environment in a simulation of the original process

· Migration
transferring digital information to new platforms before the earlier one becomes obsolete — a replication of the end product by a new process

The espousal of XML formatting to preserve current corpora of web documents is considered by the project to be a useful nostrum for the present. We have found that in the short term, the PRONOM software (from the UK National Archives) will, by identifying file formats of interest, help institutions to ensure availability of software to retrieve preserved files. For its part, Brunel has opted to retain XML-formatted copies of qualifying documents for preservation purposes while using (proprietary) PDF format for ease of immediate delivery. The former is long lasting, the latter offers ease of use and security from tampering. This twin track approach ensures that we are future-proof and today-proof at the same time. There is, though, a clear need for a further project to identify appropriate blends of the above approaches for sector-wide adoption

The project has found that simple techniques may suffice for a closed set of simple documents, but that a full-blown Knowledge Management System is necessary to unify the management of wildly disparate document types. Furthermore, we note that the management of a web document must begin as soon as that document (or a proto-document
) is created electronically. It encompasses the setting of milestone dates including archiving and expiry, but also the assurance of appropriate backup and storage arrangements throughout its evolutionary life.

5. An instrument of behavioural management

5.1. Modifying stakeholder behaviours

The very existence of a regime of records management will modify the behaviour of anyone who comes into contact with the managed records.  Authors will be more aware of such possibilities as inconsistency, logical faults and ambiguity, and will modify their behaviour to reduce the likelihood of such problems occurring.  The structural formality which, whether explicitly or subliminally, imposes itself upon the documents will modify the reading behaviour of a consumer.  The process of version control will draw more attention to the mapping of particular generations of documents to their relevant subpopulations within the stakeholder communities, as will many other discriminant processes. 

5.2. Balancing stakeholder expectations

A formal layout makes a contract more explicit: in the increasingly competitive market that is the UK HE sector, the “marketing” of courses becomes a very powerful tool.  However, the product must always live up to its description both in the marketing material and in the necessarily drier course documents.  Any mismatch between these documents will lead to confusion over expectations.  Records management has a crucial role to play in ensuring the congruence of all course descriptions: this will lead to fewer disputes and greater clarity. 

5.3. Providing the framework

While the concept of records management can produce the cultural framework as described above, technical solutions associated with the application of records management will provide a framework in terms of workflow, compliance and all the background help which software and storage can provide.

There are many software solutions on the market which may contribute to an overall records management policy: each strand must be properly integrated with the others and therefore multifaceted solutions (for example, Livelink from Open Text) are likely, in most environments, to offer economies of scale through congruent processes.

6. Conclusions and recommendations

6.1. Conclusions

The work of the project has drawn the following conclusions.

· Records Management may be applied to web records according to the same principles as may be applied for hardcopy records, though particular attributes of web records may call for adjustments to methodological details.

· Effective records management of web documents in learning and teaching requires that formal processes be established to regulate the activities which give rise to milestones in the documents’ lifecycles, and that these processes inform and include the workflow processes of the management of these records.

· Every member of staff who interacts with the formal process of learning and teaching is potentially a contributor to the management of these records, and there is a widespread lack of appropriate awareness.

· Recent legislation has made an increasing impact on the need for effective records management, and this may not be reflected in the risk management strategies of all institutions.

· Despite a reasonable level of activity in the general advancement of digital preservation, there is insufficient sector-wide initiative and co-ordination: this increases the level of “wheel re-invention” requirement at individual institutions.

· The ability of institutions to embrace complete support for HEFCE’s Information on quality and standards in higher education is limited pending the completion of confirmation of requirements placed upon institutions by the Cooke Report, and also by the current uncertainty over final details of requirements under the forthcoming enforcement of the Freedom of Information Act 2000.

6.2. Recommendations

· It is recommended that each institution should adopt a records management policy which applies appropriate retention and disposal schedules for formal web documents in learning and teaching, and that this policy should reflect the actual and potential lifecycles of the documents in question.

· It is recommended that institutions harmonise the formal course documents as available in hardcopy and electronic forms, ensuring that these in turn are harmonised with any marketing materials, and furthermore that the workflow of the records management process should ensure simultaneous publication milestones for each of these strands of documentation in respect of a particular course or module.

· It is recommended that the formal approval process for the adoption, continuation, review, changing and discontinuation of courses of study and of modules within such courses be structured to incorporate the workflow associated with the assurance of effective records management as applied to formal course documents in electronic format as well as hardcopy.

· It is recommended that each institution should have a comprehensive training and awareness policy for all staff who may come into contact with preparation and management of formal course documents. Furthermore, it is recommended that there be national co-ordination of training and awareness in this area to ensure consistency where appropriate and to minimise the duplication of effort.  Appropriate national bodies may consider facilitating the development of electronic learning materials which may be owned and used on a sector-wide basis.

· It is recommended that institutions ensure the full incorporation of records management policies within their risk management strategies, and that this aspect of risk management is subject to particularly close review as the impact of recent legislation unfolds.

· It is recommended that appropriate national bodies lead co-ordination and development of activity within the sector in the field of digital preservation.

· It is recommended that urgent consideration be given by institutions to the adoption of remedies pending the expected development of comprehensive digital preservation standards and procedures: this may incorporate the adoption of current technologies such as XML-format standardisation to serve for the medium term at least. 

· It is recommended that each institution maintain a high state of current awareness with respect to the publication of requirement, guidelines and other material in respect of such publications as the Cooke Report and the Information Commissioner’s pronouncements regarding the Freedom of Information Act 2000. National bodies such as JISC should play a bigger role in helping raise and maintain awareness. 

Appendix A — Strategic Plan

[Attached under separate cover]

Appendix B — Project Steering Group

The composition of the Project Steering Group is laid out in the table below.

	Name
	Job Title
	Department

	Norman Bonney
	Director of the Computer Centre
	Computer Centre

	Kate Boulter
	Assistant Registrar (Quality and Standards)
	Registry

	Shanmugam Karthikeyan
	Senior Web Systems Officer
	Computer Centre

	Andrew Knight
	Administrative Officer (Communications)
	Registry

	Susan Lapworth
	Senior Assistant Registrar (Courses & Validation)
	Registry

	Mandy Mordue
	Records Manager
	OSR

	Claire Surridge
	EVINCE Project Manager
	University of Reading

	Angela Vanscolina
	Data Protection & Information Officer
	OSR

	Juliet Weale
	Secretary and Registrar
	OSR

	Bob Westaway
	Head of Registry
	Registry


Appendix C — Comparative project

Reference projects

The massive increase in the volume of information created and held electronically has led to a number of major initiatives in the UK and overseas in recent years. These initiatives are designed to investigate possible approaches to the capture and preservation of such information; many of these have been led by national archives or national libraries. In particular, we note the Pandora Project at the National Library of Australia, and the National Digital Preservation Program led by the Library of Congress in the United States of America.

Individual members of the current project team had awareness (either prior to the start of the project or as the project progressed) of other projects in the area of digital preservation. Several of these projects have served as useful reference points — marker buoys to help us navigate the reefs and shoals of our own project.

The National Archives

In the UK, The Public Records Office and the Historical Manuscripts Commission have been brought together to form The National Archives
, a national resource for those interested in history and historical documents and for those with responsibility for managing historical documents.

Understandably, The National Archives, in collaboration with the Digital Preservation Coalition and other partners, is taking an active role in tackling the issue of digital preservation. It has recently created a Digital Preservation Department which is driving projects in format identification and website preservation, details of which are given below.

PRONOM file formats database software

PRONOM has been developed at the National Archives, and allows information about file formats to be used to store electronic records and the software required to render those formats is captured and made available. The application is intended to be a tool which may be used by anyone who needs it, without reliance on a high degree of technical knowledge.

UK Government websites

This project uses a modified version of the Internet Archive’s web crawler, archiving 51 government websites. Ten of the most active and pivotal sites are being archived weekly, while the other 41 benefit from a six-monthly archival. The intention is to make available to future scholars and other interested parties a series of snapshots of the web presence of the UK Government.

BBC

Under the terms of its Royal Charter, and pursuant to the Broadcasting Act and other such legislation, the BBC
 is required to pursue a more rigorous scheme of records management than applies to, for example, the Higher Education sector. Also, the BBC’s corpus of documentation is more voluminous, more fluid and more varied than we are likely to encounter. However, it is still involved in web records management using the same principles. The experience of the BBC offered the project team a glimpse of the boundaries of growth and scalability of any remedies or policies which might be applied within the Higher Education sector. The opportunity to apply intellectual effort to compare and contrast some of the more arcane areas of our interest with subjects of immediate familiarity in another place (for example, news journalism) helped the project team to discriminate between issues which apply to web records management in general, and issues specific to the corpus of documents under our particular scrutiny.

Open University

The Open University
 (OU) serves, in some respects, as a “half-way house” between an average HE institution and the BBC, and our discussions with OU helped to clarify the similarities and differences between these bodies. For over thirty years, OU has been pursuing goals of widening participation, distance learning, distributed provision and electronic learning, and thus is a bellwether institution for anyone following these priorities.

Digitale Duurzaamheit

In the Netherlands, The Digital Preservation Testbed was established in 2001 to investigate the best formats for preserving emails, text documents, spreadsheets and databases long-term.

Their key documents tend to concentrate on philosophical bases for the choice of formats: the document referring to the preservation of electronic mail has proved extremely useful in fixing the attention of the current project upon underlying needs rather than the particularities of local customs and practices.

Other projects of interest

Cedars

The Cedars project
 addressed issues relating to the digital preservation of research literature and associated materials, with particular reference to academic libraries.

National Library of Australia

The National Library of Australia
 is involved (with partners) in a number of activities in electronic access and preservation, e.g., the Pandora Archive
, which is archiving a selection of Australian electronic journals.

Internet Archive

The Internet Archive
 is collecting and storing public materials from the Internet to provide researchers (historians, scholars, etc.) with access to a vast collection of information that would be otherwise lost, and to ensure its long-term preservation.

Library of Congress

The United States Library of Congress
 is committed to activities connected to long-term preservation and access of its collections, either in original or reformatted forms, and is a pioneer in the field. Recently, Congress allocated $100 million dollars for a national digital-strategy effort
, which is being led by the Library.

Appendix D — Retention and Disposal Schedule

[attached under separate cover]

Appendix E — Course approval process

[attached under separate cover]

� 	Livelink, OpenText Corporation — CHEST negotiated pricing structure


� 	www.digitaleduurzaamheid.nl/bibliotheek/docs/volatility-permanence-email-en.pdf


� 	Cedars: � HYPERLINK "http://www.leeds.ac.uk/cedars" ��http://www.leeds.ac.uk/cedars��Dublin Core Metadata Initiative: http://dublincore.org/


�	For example, a word document which is to be made web-available after translation to HTML or PDF format


� The National Archives – http://www.pro.gov.uk


� 	BBC: http://www.bbc.co.uk


� 	Open University: http://www.open.ac.uk/


� 	Dutch Government Digital Preservation Group: http://www.digitaleduurzaamheid.nl


� 	Cedars: http://www.leeds.ac.uk/cedars/


� 	National Library of Australia: www.nla.gov.au


� 	Preserving and Accessing Networked Document Resources of Australia: pandora.nla.gov.au


� 	Internet Archive: www.archive.org


� 	Library of Congress: www.loc.gov


� 	National Digital Information Infrastructure and Preservation Program: www.digitalpreservation.gov
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