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1 This document has been prepared by Curtis+Cartwright Consulting Ltd on behalf of the Joint 
Information Systems Committee (JISC).  This  document  is  the detailed output  of  a  study to  
synthesise the experiences of a range of digitisation projects to provide JISC and the 
digitisation community with an evidence base to support funding allocation, project planning 
and project and programme management. Case studies are drawn from five digitisation 
projects that supported this study, and links are provided to other resources that provide 
supporting information.  

2 Digitisation projects are unique, and many elements are interdependent. It is not possible to 
provide a formula (or even approximate figures) to cost a generic project. This report 
highlights areas which are likely to require significant resource to complete, and suggests 
approaches which will minimise the risk of a project running into difficulties, and maximise 
the efficiency with which it can be conducted. 

3 Guidance in this report is based on lessons from these case study projects, but the lessons 
are limited to those that affect the cost or efficiency of a project. 

4 The projects that supported this study ran into relatively few unexpected problems. This 
probably reflects the increasing maturity of the digitisation community; many issues have 
already been identified and synthesised into guidance elsewhere. Nonetheless, a few specific 
issues have continued to cause difficulties: 

– For large-scale digitisation projects (of around £0.5m and greater), a full-time project 
manager is necessary. 

– Recruiting  staff  can  be  challenging.  Digitisation  projects  are  typically  short-term,  and  
some regions do not  have an established pool  of  staff  available  to  fill  these contracts.  
Difficulty in recruiting staff will have knock-on impacts on project schedule and budget. 

– University administration may have a different view to project directors of the grade that 
staff working on digitisations projects should be appointed to. This can cause delays in 
recruitment. 

– Collections that are not well understood (poorly indexed, heterogeneous) are difficult to 
digitise, and present particular problems when outsourcing digitisation. Effort spent 
upfront investigating the collection is helpful in reducing uncertainty. 

– It is important to consider the tools that will  be used to catalogue collections, in detail  
and upfront. If digitisation is being outsourced, this includes the tools that the supplier 
will provide to the project. Inadequate tools will significantly hamper workflow 
throughput. 

– Clearing Intellectual Property Rights (IPR) is very challenging. Undertaking IPR clearance 
will require substantial effort and expertise – but may be worthwhile nonetheless. 

– Digitisation  projects  usually  end  by  transitioning  to  a  service  to  make  the  content  
available online. The design of this service, both technical and aesthetic, should be 
considered in detail early in the project, as it will affect many other decisions. 

– Services that make available collections of significant public interest may attract 
extensive media attention. A plan should be in place for handling this, both in terms of 
staff time and technical capacity to handle demand. 
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1.1 Introduction 

1.1.1 This document has been prepared by Curtis+Cartwright Consulting Ltd on behalf of the Joint 
Information  Systems  Committee  (JISC).  Since  its  inception  in  2004,  the  JISC  digitisation  
programme has funded a wide range of work to make available unique, hard-to-access 
material. This document is the detailed output of a project to synthesise the experiences of a 
range of digitisation projects to provide JISC and the digitisation community with an evidence 
base to support funding allocation, project planning and project and programme 
management. Not all the projects investigated here were JISC-funded. 

1.1.2 Digitisation  projects  are  distinct,  and  it  is  not  possible  to  provide  a  formula  (or  even  
approximate figures) to cost a project. For example, two of the projects considered here are 
the LBC/IRN Archive, and the British Library Archival Sound Recordings (ASR) projects. Both 
of  these  projects  were  digitising  audio  recordings,  but  whereas  the  LBC/IRN  collection  is  a  
homogeneous set of similar media carriers in good condition, with an existing (albeit partial) 
catalogue,  ASR  had  a  massively  diverse  collection  on  a  range  of  media  (some  of  which  
required conservation). There were no major problems with the intellectual property rights in 
the LBC/IRN collection, whereas the ASR materials had varied and unknown rights held in 
them, some of which were held commercially. 

1.1.3 Attempting to compare these two projects quantitatively is unhelpful – the numbers could be 
generated, but without full consideration of the context, they would be meaningless. Each 
collection has specific content, condition and location – and digitisation must be planned as a 
unique effort.  

1.1.4 This report highlights areas which are likely to require significant resource to complete, and 
suggests approaches which will minimise the risk of a project running into difficulties, and 
maximise the efficiency with which it can be conducted. 

Acknowledgements 

1.1.5 This project has greatly benefitted from project staff giving up their time to support this 
work, and contributing to the case studies in this document. In particular, the following 
individuals’ input has been invaluable: 

 
Individuals Project 

Richard Ranft 
Peter Findlay 

Archival Sound Recordings 

Heather Lane 
Naomi Boneham 

Freeze Frame 

David Tomkins John Johnson Collection 

Robert Shoemaker Oldbaileyonline 

Stanley Peters LBC/IRN Archive 

1.1.6 Further information about these projects can be found at Annex A.  
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1.2 How can this document help me? 

1.2.1 In  the  last  decade,  millions  of  pounds  of  public  funding  have  been  available  to  investigate  
and experiment with digitisation and online services. This funding has resulted in the creation 
of a vast quantity of digital material, the deployment of a considerable ICT infrastructure, and 
the development of a significant body of expertise in the sector.  

1.2.2 In the current climate of budgetary constraints and pressure to demonstrate value for money, 
there will be less funding available and a focus on delivering projects that make best uses of 
the resources available. Therefore, it is imperative to capitalise on the expertise in the sector 
to enable future digitisation projects to be conducted more efficiently (lower costs and effort), 
more effectively (better results) and with fewer problems and unforeseen complications.  

1.2.3 This document is based on the experiences of completed digitisation projects.  It will aid you 
in planning and costing your digitisation project, to help keep your costs down, help you 
anticipate potential pitfalls and manage procurements more effectively. It will also help 
programme managers with budgets for content digitisation to allocate money and draft and 
assess tenders more easily.  

1.3 What is in the document? 

1.3.1 This document contains information on potential costs (High, Medium and Low), good 
practice,  key things to  consider  and common pitfalls  at  all  stages of  a  digitisation project  –  
project start-up, content selection, content capture, generation of metadata, sub-contracting, 
project management, service delivery, etc.  It also shares the experiences of other digitisation 
projects and provides links to useful sources of further information.  

1.3.2 This document does not contain a formula into which you can input details of your collection 
and output the cost of the project – there is no standard digitisation project, and such 
predictions are unlikely to be accurate. Each digitisation project is different, from the actual 
content  and  how  you  choose  to  digitise  it,  through  to  IPR  issues  and  ease  of  staff  
recruitment.  

1.3.3 Within this document, “factor profiles” are used to compare some of the options. These 
reflect the likely cost and effort required to overcome successfully. They do not imply that 
high-cost activities should necessarily be avoided, but they should be highlighted early in the 
planning process for careful consideration. 

 

 High 
Options that are likely to require substantial expense or effort to 
successfully implement. If these are not considered carefully, there is 
the risk that they will lead to substantial cost overruns 

Medium Options which will require an intermediate level of effort or expense 

Low Options which generally require less effort or expense 

Table 1-1: Example factor profile 
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2.1 Introduction 

2.1.1 This section starts by providing an overview of the process of planning a digitisation project. 
It then provides some information on things it is useful to consider upfront (as early as the 
bid writing stage), including: 

– defining objectives for the project (sub-section 2.3); 
– considering the organisational context (sub-section 2.4); 
– selecting the content to be digitised (sub-section 2.5); 
– using partners and sub-contractors (sub-section 2.6); 
– staff matters: requirements, skills, retention and training (sub-section 2.7). 

2.1.2 Many of these elements will be expanded within the remainder of the document. 

2.2 The planning process 

2.2.1 Planning and costing a digitisation project is generally guided by the requirements of funders. 
Some funders may have more rigorous requirements than others, and you may also be 
competing with other organisations/departments for limited funding. 

2.2.2 How much planning you can do at the bid writing stage, and how much will need to be done 
once the project is underway (see “Detailed Planning”, p.20) will depend on your particular 
project. It can be tempting to plan every detail of a project at the very start, but this is not 
always possible and can result in nugatory effort, particularly if the bid and project manager 
are not the same person. 

2.2.3 In all  circumstances, the more that is known about the collection to be digitised, the better 
you will be able to plan the project. If the content is poorly understood (and this is not 
recognised upfront),  it  may end up costing more money and taking more time to complete 
the project, or you may not be able to digitise all of the content you had hoped to.  

2.2.4 For example, if the content is in boxes – how many items are in a box, what state is it in, 
how homogeneous is the collection? Often the people managing the bid and project are not 
the ones who know the most about the collection. If you don’t have this kind of information 
about your content, find out if anyone else does – eg the curator. If not, either take some 
time to understand it at the bid writing stage or plan the project to take this into account - eg 
allocate a contingency budget, plan a project review halfway through.  

2.2.5 For further information on content selection, see sub-section 2.5.  
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?IF -$%"+3/ #G9>?K; DPOTJTUT PG B LOPXO OVNCFS PG BVEJP UBQFT PG LOPXO GPSNBU% XIJDI IBE 
FYUBOU DBUBMPHVF JOGPSNBUJPO #BMUIPVHI OPU BU TVGGJDJFOU EFUBJM GPS UIF EFTJSFE PVUQVUT PG UIF QSPKFDU$’ 
?BQFT XFSF TFMFDUFE GPS UIF QSPKFDU XJUI UIF BJE PG UIF DBUBMPHVF% CBTFE PO DMFBS DSJUFSJB% BOE XFSF 
JOEJWJEVBMMZ JEFOUJGJFE BOE CBS&DPEFE GPS BVUPNBUJD QSPDFTTJOH’ ?IJT MFWFM PG FYJTUJOH JOGPSNBUJPO 
NFBOU UIBU UIFSF XBT B HPPE VOEFSTUBOEJOH PG UIF WPMVNF PG NBUFSJBM UP CF EJHJUJTFE% BOE JU XBT 
TJNQMF UP USBDL UIF QSPDFTT’ 

7O DPOUSBTU% UIF ,E>D ,E>DHED %EBB;9I?ED DPOTJTUT PG B SBOHF PG QSJOUFE FQIFNFSB TFQBSBUFE JOUP 
CPYFT PG TJNJMBS NBUFSJBMT’ 0MUIPVHI UIF NBUFSJBM XBT LOPXO UP CF SFMBUJWFMZ IPNPHFOFPVT #BMM 
QSJOUFE NBUFSJBM$% UIFSF XBT OP JUFN&MFWFM JOEFY PG UIF NBKPSJUZ PG UIF DPMMFDUJPO% BOE POMZ B SPVHI 
FTUJNBUF PG UIF RVBOUJUJFT PG NBUFSJBM QSFTFOU’ >PNF JOJUJBM DPVOUJOH FYFSDJTFT QSPWJEFE XIBU UVSOFE 
PVU UP CF TVSQSJTJOHMZ BDDVSBUF FTUJNBUFT’ 

7U XBT OPU QPTTJCMF UP LOPX JO BEWBODF UIF OVNCFS PG TDBOT UIBU XPVME CF SFRVJSFE% BOE UIF 
EJHJUJTBUJPO DPOUSBDUPS DIBSHFE QFS TDBO SBUIFS UIBO QFS JUFN’ ?IF QSPKFDU BEPQUFE B XPSLGMPX UIBU 
DBUBMPHVFE FBDI JUFN CFGPSF EJHJUJTBUJPO% UP BJE USBDLJOH BOE UP IJHIMJHIU QPUFOUJBM DPQZSJHIU JTTVFT BU 
BO FBSMZ TUBHF’ ?IF VODFSUBJOUZ JO IPX NVDI PG UIF DPMMFDUJPO DPVME CF DBUBMPHVFE QFSTJTUFE UP UIF 
FOE PG UIF QSPKFDU’ 

2.3 Defining objectives 

2.3.1 The  key  objective  of  the  content  digitisation  will  determine  how  the  project  should  be  
conducted. For example, the key objective might be one of: 

– preserve fragile content – eg in this instance you might need to focus on high quality 
scans but limited metadata generation; 

– improve availability of content – eg the service functions you would like to offer 
users (eg search facilities) will guide the metadata you need to generate;  

– meet a funding body objective – eg this may influence the content you select to 
digitise; 

– develop an in-house capability – eg in this instance you may wish to invest in 
equipment, train staff and build a body of in-house expertise.   

2.3.2 If you are working with partners (commercial partners, institutions and other public sector 
organisations), it is important to consider what their key objectives are as well – they may be 
different to yours. For example, if it is a public-private partnership, the commercial partner 
may be providing their services at a discounted rate in return for being able to make money 
from the content in the future – this will influence, for example, the metadata that needs to 
be generated.  

2.3.3 You should also consider how you will measure if the project has met its objectives. This may 
comprise defining measures of success such as number of digitised items, the number of 
users to a website in the first 6 months etc.  

2.4 The organisational context 

See also: 8.4 – Sustainability 

2.4.1 The  support  of  your  organisation  will  be  a  crucial  aspect  of  successfully  bidding  for  and  
completing a digitisation project – you will have to work within the constraints of its IT, legal 
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and HR departments. They will be responsible for major decisions such as the grades at 
which you recruit staff, the level of Full Economic Costing (FEC) requested, and establishing 
consortium agreements and sub-contracts.  

2.4.2 Internal organisational bureaucracy is frequently cited as one of the major “headaches” of a 
digitisation project – particularly as you will likely be dealing with multiple departments (HR, 
IT etc).  It  can  take  significantly  longer  to  get  things  done  than  anticipated,  so  early  
engagement and negotiations are crucial. Project managers have frequently found that 
negotiating and prompting internal departments is a very time consuming part of their role.  

2.4.3 It is also important in your funding proposal not to underestimate how long activities such as 
staff recruitment can take – further information about this can be found in sub-section 3.1.  

 $; FG;F7G;: IE :;<;D: NEJG HI7<< =G7:; :;9?H?EDH 

>FWFSBM QSPKFDUT IBE EJGGJDVMUZ QFSTVBEJOH UIFJS IPTU JOTUJUVUJPOT UP SFDSVJU TUBGG BU UIF HSBEF UIBU UIFZ 
GFMU XBT BQQSPQSJBUF’ 7O CPUI DBTFT CFMPX% UIF JOTUJUVUJPOT KVEHFE UIBU UIF TUBGG SPMFT XFSF UFDIOJDBM 
SBUIFS UIBO SFTFBSDI% BOE HSBEFE UIF QPTJUJPOT BT BQQSPQSJBUF% EFTQJUF GVOEJOH CFJOH BWBJMBCMF GPS UIF 
IJHIFS HSBEFT’  

?IF EFQVUZ EJSFDUPS PG (G;;O; (G7C; #XIP IBE FGGFDUJWF SFTQPOTJCJMJUZ GPS UIF QSPKFDU$ GFMU 
TUSPOHMZ UIBU JU XPVME IBWF CFFO JOBQQSPQSJBUF UP SFDSVJU BU UIF MPXFS HSBEF% BOE BSHVFE IFS QPTJUJPO 
GPSDFGVMMZ XJUI UIF IPTU JOTUJUVUJPO’ 0GUFS TFWFSBM NPOUIT\ EFMBZ% UIF IPTU JOTUJUVUJPO BDDFQUFE UIF 
IJHIFS HSBEF% BOE SFDSVJUNFOU DPVME CFHJO’ ?IF QSPKFDU EFQVUZ EJSFDUPS GFMU UIBU UIF TUBGG TIF XBT 
BCMF UP SFDSVJU BU UIJT HSBEF XFSF B LFZ GBDUPS JO UIF TVDDFTT PG UIF QSPKFDU’ 

?IF -$%"+3/ #G9>?K; SFNBJOFE VOBCMF UP SFDSVJU TUBGG BU UIF HSBEF GPS XIJDI UIFZ IBE GVOEJOH’ 
?IJT DPOUSJCVUFE UP EJGGJDVMUJFT JO GJMMJOH QPTUT XJUI TLJMMFE TUBGG% XIJDI IBE LOPDL&PO FGGFDUT PO UIF 
EFHSFF PG RVBMJUZ BTTVSBODF XIJDI UIF QSPKFDU OFFEFE UP VOEFSUBLF’ 

Producing a business cases 

2.4.4 Your organisation may require you to produce an internal business case (in addition to the 
funding proposal) to justify why the funding is being sought, how the project would form a 
good strategic fit with the organisation, how it will transition to a service, and what resources 
(time and money) are being committed. This may be an important prerequisite for getting 
your funding proposal approved.  

2.4.5 Forming a business case does not necessarily imply that the service developed needs to be 
commercial  –  rather  it  should show how it  aligns to  the host  institution,  and how it  will  be 
implemented, and sustained long-term. 

2.4.6 The Office of Government Commerce has developed guidance on business cases for public-
sector services, which may be a helpful starting-point (see Further Information). 

Capitalising on previous experience  

2.4.7 Your organisation may have some previous experience of conducting digitisation projects. 
This may mean that the organisation is familiar with the procurement route, and that there is 
a body of expertise within your organisation that you could benefit from.  
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2.5 Content selection 
See also: 2.3 – Defining objectives 

2.5.1 Most readers of this document will  have a collection in mind that they wish to digitise (this 
may be driven by the objectives of your project - see sub-section 2.3), but many will have to 
select groups from that collection due to budgetary or other constraints. Selection of content 
should be given careful consideration as there are various factors (discussed below) which 
will affect the cost of the project and must be considered upfront.  

Physical characteristics 

2.5.2 The physical characteristics of your content will influence your estimations of the content for 
digitisation, the methods used to capture the content, the preparation time required and 
ultimately  the cost  of  the project.  For  example,  if  you are using sub-contractors,  they may 
charge you for under- and over-estimations.   

2.5.3 Digitisation of time-based materials such as analogue audio and video are likely to prove 
more challenging than "spatial" media (images etc). This is largely due to accessibility, eg 
analogue audio is very difficult to estimate in terms of hours without real-time playback, 
because carrier length is often a poor indicator of audio duration. 

2.5.4 A particular question is whether content will require conservation before digitisation – 
particularly when it will be shipped to an external sub-contractor. 

 

High 
Fragile material 
Time-based media (video, audio) 

Medium Text-based resources 

Low Images 

Table 2-1: Physical characteristics factor profile 

Homogeneity 

2.5.5 Homogeneous  content  is  likely  to  prove  easier  (and  less  time  consuming  and  costly)  to  
digitise than heterogeneous content.  

2.5.6 The digitisation of homogeneous content can generally be run as a single project, where the 
main obstacles  are discovered at  the beginning and the content  estimations (eg number of 
scans, number of hours) will be fairly accurate. With heterogeneous content, you may find 
that you have more difficulty estimating the content, and will encounter new problems with 
each different type of media. In this instance, it may be helpful to define a set of sub-projects 
which each deal with the different types of media.  

 
High Mixed formats with specific technical requirements (eg audio carriers) 

Medium Common format, mixed materials (eg all photographic negatives, but 
varying size) 

Low Uniform materials (eg newspapers) 

Table 2-2: Homogeneity factor profile 
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?IF #G9>?K7B 4EJD: 3;9EG:?D=H QSPKFDUT GBDFE B CSPBE SBOHF PG DIBMMFOHFT SFMBUFE UP UIF WBSJFUZ 
PG NBUFSJBM UIFZ XFSF BUUFNQUJOH UP EJHJUJTF’ ?IF DPMMFDUJPOT JODMVEFE FWFSZUIJOH GSPN BNCJFOU 
TPVOET% UISPVHI QPQ NVTJD UP PSBM IJTUPSJFT% SFDPSEFE PO BO BTTPSUNFOU PG NFEJB% VTJOH B SBOHF PG 
UFDIOJRVFT’ ?IJT MFE UP UFDIOJDBM% DPOUFOU% BOE 7;= JTTVFT WBSZJOH XJEFMZ BDSPTT UIF DPMMFDUJPOT’ 

?IF 0>= QSPKFDUT USFBUFE FBDI PG UIFJS DPMMFDUJPOT FTTFOUJBMMZ BT TFQBSBUF QSPKFDUT EVF UP UIF HSFBU 
WBSJBUJPOT CFUXFFO UIFN’ 3JGGFSFOU DPMMFDUJPOT DPVME CF TVCKFDUFE UP EJGGFSFOU EFHSFFT PG BVUPNBUJPO 
JO UIF EJHJUJTBUJPO QSPDFTT% BOE OFFEFE UP CF QSFTFOUFE EJGGFSFOUMZ PO UIF PVUQVU XFCTJUF’ 

7U JT JOFWJUBCMF XJUI B SFTFBSDI DPMMFDUJPO UIBU NBOZ PG UIF QSPCMFNT XJUI BSUFGBDUT POMZ CFDPNF 
LOPXO XIFO UIF NBUFSJBM JT EJHJUJTFE PS DBUBMPHVFE’ 6PXFWFS% UIF CSPBE TDPQF PG 0>= JODSFBTFE UIF 
EJGGJDVMUZ JO FTUJNBUJOH UIF DPOUFOU QSJPS UP CJEEJOH GPS GVOEJOH% XIJDI QSFTFOUFE DIBMMFOHFT LFFQJOH 
BMM GBDFUT PG UIF QSPKFDU PO TDIFEVMF BT QSPCMFNT POMZ CFDBNF DMFBS MBUFS’ 

 

Intellectual Property Rights (IPR) 

2.5.7 Institutions and other public sector organisations are often custodians of content protected by 
copyright and related rights (eg performance  rights).  Some  of  the  collection  you  wish  to  
digitise may be protected by such rights, and you are obliged to seek permission for providing 
online public access to this content.  

2.5.8 Rights clearance is a very time-consuming, and thus expensive, activity. Furthermore, it may 
be necessary to make financial offers to rights owners to clear the rights. Consequently, 
many institutions and organisations are deterred from digitising copyright-protected content 
despite much of this material having high academic, cultural and historic worth.   

2.5.9 It is important that you determine whether your content is protected by copyright. This will  
enable you to decide between:  

– Avoiding copyright-protected content, and thus avoiding the problem. 
– Digitising copyright-protected content, in which case you will need to make detailed 

plans about how to approach this. Further information about clearing rights, and 
external references, can be found at Section 7.     
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(G;;O; (G7C; PQUFE UP EJHJUJTF POMZ NBUFSJBM GPS XIJDI UIFZ IFME UIF 7;=% BOE B WFSZ TNBMM SBOHF PG 
NBUFSJBM GPS XIJDI UIFZ DPVME FBTJMZ PCUBJO QFSNJTTJPO #EVF UP FYJTUJOH DMPTF SFMBUJPOTIJQT XJUI UIF 
SJHIUT IPMEFST$’ ?BLJOH UIJT EFDJTJPO VQGSPOU SFNPWFE UIF JTTVFT PG SJHIUT DMFBSBODF GSPN UIF QSPKFDU’ 

#G9>?K7B 4EJD: 3;9EG:?D=H% PO UIF PUIFS IBOE% TBX UIFJS QSPKFDU BT B LFZ ]UFTU DBTF^ JO DMFBSJOH 
SJHIUT UP VTF UIFJS DPMMFDUJPOT POMJOF’ ?IFZ BEPQUFE BO BTTFSUJWF BQQSPBDI UP DMFBSJOH SJHIUT% 
FNQMPZJOH SJHIUT DMFBSBODF TQFDJBMJTUT% EFWFMPQJOH TZTUFNT UP EPDVNFOU UIF DMFBSBODF QSPDFTT% 
DSFBUJOH B SBOHF PG MJDFODFT UP VTF% BOE UBLJOH B SJTL&CBMBODF BQQSPBDI UISPVHIPVU’ ?IJT SFRVJSFE 
TJHOJGJDBOU FGGPSU% UIF GPSNBUJPO PG BO 7;= CPBSE GPS UIF QSPKFDU% BOE UBLJOH FYUFSOBM MFHBM BEWJDF [ CVU 
FOBCMFE UIF EFMJWFSZ PG JNQPSUBOU DPMMFDUJPOT POMJOF’ 

Demand 

2.5.10 If the primary objective is to provide a service to the sector (and wider markets), careful 
consideration of the potential users of the service is critical. This is particularly important 
when considering the sustainability of the service – you will  likely be required to justify the 
service’s existence to secure future funding, and this may be determined by number of users 
and quality of user experience.  

2.5.11 It is therefore important to research (and demonstrate) who would want to use the content, 
how they would want use it, and if there is a wider market for the service. For example:  

– what courses might the content support (higher education, further education and 
schools)? 

– what research groups might make use of the content?  
– is there a public interest? can this be exploited to generate income for the service? 
– is the collection rare and of special interest to a niche group of users? 

2.5.12 Information about how they might use the content should inform other areas of the project 
such as the design and functionality of the website, the way in which the content is 
presented and the associated metadata.  

2.5.13 The Strategic Content Alliance has produced The Guide to Researching Audiences which is a 
good  starting  point  to  help  you  to  understand  how to  go  about  this  research  (see  Further  
Information). 

2.6 Partnering and sub-contracting 
See also: 2.5 – Content selection, 6 – Procurement 

2.6.1 Many digitisation projects are conducted as partnerships (across the public and private 
sectors) and make use of sub-contractors. You may choose to work with an external 
organisation to undertake specific activities (eg content capture, metadata generation, 
website design and build, sales) or to provide additional resources, funding and expertise. 
There may also be mutual benefits from working with other organisations, which is often the 
case in public-private partnerships – you may get free (or reduced cost) services if the private 
company benefits from the investment (eg by  being  able  to  sell  the  service  to  a  wider  
market).  
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2.6.2 It may be obvious from the outset who you wish to collaborate with or sub-contract, or you 
may have to do some research – the partners employed by projects in the JISC Digitisation 
Programme  may  be  a  good  starting  point.  In  all  instances,  it  will  be  very  specific  to  your  
organisation, your collection and the objectives of your project.  

Investment in equipment 

2.6.3 Inherently related to the decision of whether to partner/sub-contract with external 
organisations is the decision of whether to invest in equipment. Depending on the route you 
choose,  you  may  wish  to  request  funding  for  equipment  (eg scanners) to be used and 
retained by your organisation or your partner/sub-contractor.  

2.6.4 Investing in equipment is a good option if you wish to develop an in-house capability such 
that you can digitise additional content once this project has been completed. You would also 
need to consider how to retain the people skilled to operate the equipment – this is often 
difficult if staff are on short-term contracts. Engaging partners/sub-contractors to operate 
equipment on-site and transfer knowledge might be possible, which avoids the issue of staff 
retention.  

2.7 Staff requirements, skills, retention and training 

See also: 3.2 – Project start-up 

Project manager 

2.7.1 Project managers often have responsibility for multiple projects at once, or juggle their 
day-to-day responsibilities with managing a project. However, if you are running a project on 
the scale of those undertaken within the JISC Digitisation Programme (ie £0.5M and greater, 
24 months) you will  need a full-time project manager. The scale of this task should not be 
underestimated, and whilst the project manger may be able to undertake some specific 
project activities, they should not be committed to unrealistic targets.  

2.7.2 To increase the chances of success of your project, it is important to recruit a project 
manager with a broad skill base, which includes an understanding of the technical aspects of 
the project.   

Project staff 

2.7.3 Some projects will  be conducted by teams that are already constituted, or by existing staff, 
but many require a team to be created from scratch to bring in new expertise and additional 
resources.  In  the  latter  case,  you  will  need  to  allocate  time  and  budget  to  recruiting  and  
training staff (for more information about staff recruitment see sub-section 3.1).  

2.7.4 The  calibre  of  staff  you  recruit  will  be  a  major  factor  in  the  successful  completion  of  the  
project. Whilst some elements of the job may be repetitive, projects often require staff with a 
specialised background and who will be competent and engaged in the project. If recruiting, 
you may wish to take the following into consideration: 

– Availability: What is the availability of appropriately skilled staff in your area? It can be 
difficult to recruit skilled staff on short-term contracts, and it is even harder outside of 
London  and  other  major  cities.  This  may  influence  your  decision  to  partner  or  
sub-contract. 
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– Grade: You will need to decide what grade to recruit staff at, and be able to justify and 
agree  this  with  your  organisation  –  they  may  have  different  ideas  to  you!  A  common  
argument can be projects wanting to recruit at researcher grade, and organisations 
wanting to recruit at technical grade. You are less likely to be able to recruit skilled staff 
at a technical grade.  

– Skills and training: You will  need to determine what training staff will  require at the 
beginning of the project, and how this will be done. You may have to invest more time 
in training staff at the beginning of the project if you have recruited at lower grades.  

– Retention: Retaining staff throughout the duration of the project is important to 
minimise the time and effort spent recruiting and training any additional staff. Many of 
the jobs within a digitisation project can be repetitive, so consider how to make the job 
more varied and interesting – eg splitting roles, rotating staff. If you would like to retain 
any staff after the project has closed, you will need to plan for this – could your digitised 
collection earn any income to retain a staff member? Consider also that staff on fixed-
term contracts may well be looking for alternative employment toward the end of their 
contracts, and may not wait until they are unemployed. 

 

 4I7<< G;9GJ?IC;DI C7N DEI 8; ;7HN 

3JHJUJTBUJPO QSPKFDUT IBWF TUBGGJOH SFRVJSFNFOUT UIBU BSF EJTUJODU GSPN NPTU SPMFT JO B VOJWFSTJUZ/ 
TQFDJGJD TLJMMT BSF SFRVJSFE% CVU DPOUSBDUT BSF UZQJDBMMZ MJNJUFE UP ).&*, NPOUIT’  

?IF -$%"+3/ #G9>?K; IBE EJGGJDVMUZ SFDSVJUJOH TUBGG UP VOEFSUBLF UIF DBUBMPHVJOH BOE TFHNFOUBUJPO 
PG UIFJS BVEJP GJMFT’ ?IJT XBT JO QBSU EVF UP UIF QSPKFDU\T MPDBUJPO [ UIFSF JT OPU UIF TBNF DVMUVSF PG 
UFNQPSBSZ XPSL JO 1PVSOFNPVUI BT POF NJHIU GJOE JO MBSHFS DJUJFT% BOE JU XBT OPU QPTTJCMF UP BUUSBDU 
QFPQMF UP UIF BSFB GPS B TIPSU&UFSN DPOUSBDU #FTQFDJBMMZ HJWFO UIF TUBGG HSBEJOH JTTVF EJTDVTTFE 
QSFWJPVTMZ$’ 0T B SFTVMU% TJHOJGJDBOU FYUSB FGGPSU XBT SFRVJSFE UP BTTVSF UIF RVBMJUZ PG UIF XPSL 
VOEFSUBLFO CZ UIF DBUBMPHVJOH TUBGG’ 

 

 Further Information 

The LIFE Project has developed a methodology to model the digital lifecycle and calculate the costs of 
preserving digital information for the next 5, 10 or 20 years. < http://www.life.ac.uk/> 

Handbook on Cost Reduction in Digitisation 
<http://www.minervaeurope.org/publications/CostReductioninDigitisation_v1_0610.pdf> 

Good practices in digitisation <http://www.minervaeurope.org/bestpractices/listgoodpract.htm> 

Collections Link - planning a digitisation project 
<http://www.collectionslink.org.uk/digitise_my_collection/digi_implement/digi_planning> 
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Low cost digitisation projects (from the perspective of developing and transition countries) 
<http://www.eifl.net/cps/sections/services/knowledge/lcdp/downloadFile/attachedFile_f0/Low-Cost-
Digitization-Report.pdf> 

Guidelines for digitization of paper-based documentary heritage 
<http://www.minervaeurope.org/interoperability/digitisationguidelines.htm> 

Digitizing Collections: Strategic issues for the information manager, Lorna M. Hughes, 2003 

Digital Preservation, Marilyn Deegan and Simon Tanner, editors, 2006 

JISC Digital Media provides a range of materials that are relevant, 
<http://www.jiscdigitalmedia.ac.uk/crossmedia/> 
<http://www.jiscdigitalmedia.ac.uk/crossmedia/advice/potential-sources-of-funding-for-digitisation-
projects/> 

The Office of Government Commerce provides extensive advice on developing business cases and 
managing projects <http://www.ogc.gov.uk/documentation_and_templates_business_case.asp> 

The Strategic Content Alliance Guide to Researching Audiences <http://sca.jiscinvolve.org/audience-
publications/> 
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3 1GE@;9I C7D7=;C;DI 

3.1 Introduction  

3.1.1 Good  project  management  is  key  to  a  successful  project,  but  it  is  also  an  area  that  is  
commonly underestimated and undervalued. This section addresses the key costs, effort and 
pitfalls associated with project management. It covers the following activities: 

– project start-up, including staff recruitment and detailed planning (sub-section 3.2); 
– ongoing project management (sub-section 3.3); 
– information management (sub-section 3.4); 
– quality control (sub-section 3.5).  

3.2 Project start-up 

Staff recruitment 

See also: 2.7 – Staff requirements, skills, retention and training 

3.2.1 If you do not have a team in place for the project, staff recruitment is likely to be your first 
activity. Recruiting staff takes time. Typically, 3-6 months is required (following funding 
allocation) to recruit staff within a university setting, assuming that there are no 
administrative delays. When a funding body has set a fixed timescale for a project, it can be 
tempting to take an optimistic view of the time required – but this will just store up problems 
for later in the project. 

3.2.2 Although it may be tempting to recruit project staff and a project manager in tandem, it is 
good practice to recruit a project manager first, and involve them in the recruitment of the 
remainder of the project team. 

 +I I7A;H I?C; IE G;9GJ?I HI7<< 

?IF JOJUJBM QSPKFDU QMBO GPS UIF ,E>D ,E>DHED %EBB;9I?ED BOUJDJQBUFE UIBU TUBGG XPVME CF BWBJMBCMF 
GSPN UIF QSPKFDU\T TUBSU EBUF’ 7O SFBMJUZ% UIF QSPKFDU NBOBHFS TUBSUFE + XFFLT JOUP UIF QSPKFDU% BOE 
UIF SFNBJOEFS PG UIF TUBGG XFSF JO QMBDF * NPOUIT BGUFS UIBU #POF NPOUI UP SFDSVJU% BOE POF NPOUI\T 
OPUJDF JO UIFJS QSFWJPVT QPTJUJPOT$’ ?IJT MFE UP B CBDLMPH BHBJOTU UIF TDIFEVMFE DBUBMPHVJOH BOE 
QSFTFSWBUJPO UISPVHIQVU% XIJDI UIF QSPKFDU TUBGG IBE UP XPSL IBSE UP NBLF VQ PWFS UIF SFNBJOEFS 
PG UIF QSPKFDU’ 

Facilities 

See also: 2.4 – The organisational context 

3.2.3 Other early activities are likely to include moving to the project premises, setting up IT 
equipment and procuring equipment (eg scanners).  

3.2.4 The time required to procure equipment is often under-estimated - there can be a significant 
time lag (eg 3-6 months) between thinking about the equipment that you require and it being 
operational. For example, you will need to develop a specification for the equipment, source 
it, negotiate a price, wait for delivery, install it and trial it.  
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Detailed planning 

3.2.5 Depending on how much planning was conducted during bid writing (see sub-section 2.2), 
additional planning at project start-up may be beneficial – particularly if the project manager 
has been newly recruited and is not familiar with the details of the bid. For example, detailed 
planning of the logistics, Quality Assurance (QA) procedures and information management 
will help the project run more smoothly. It can also be helpful to familiarise yourself with the 
content lifecycle, object handling procedures and trial various activities so that you are aware 
of potential pitfalls early in the project, and to help you achieve higher throughput of content 
when the project is underway.  

3.2.6 Front-loading the detailed planning can be a very good use of the lag time at the start of the 
project when you are waiting on equipment, recruiting staff and negotiating with suppliers.   

 &;I7?B;: FB7DD?D= 97D ?D9G;7H; ;<<?9?;D9N 

0O VOFYQFDUFE BENJOJTUSBUJWF EFMBZ BU UIF CFHJOOJOH PG UIF (G;;O; (G7C; QSPKFDU HBWF UIF QSPKFDU 
NBOBHFS BOE EFQVUZ EJSFDUPS BO BEEJUJPOBM +&NPOUI QFSJPE CFGPSF UIF QSPKFDU TUBGG CFHBO XPSL’ 
?IFZ VTFE UIJT QFSJPE UP JODSFBTF UIF MFWFM PG EFUBJM JO UIF QSPKFDU QMBOT% EFWFMPQJOH XPSLGMPXT% 
QSFQBSJOH TZTUFNT *7(’ 0MUIPVHI VOQMBOOFE% UIJT BEEJUJPOBM UJNF XBT IVHFMZ CFOFGJDJBM% BMMPXJOH B WFSZ 
SBQJE TUBSU UP XPSL PODF TUBGG XFSF JO QMBDF% BOE POMZ NJOPS DIBOHFT UP TZTUFNT EVSJOH UIF MBUFS 
DPVSTF PG UIF QSPKFDU’ 

3.3 Ongoing project management 
See also: 2.7 – Staff requirements, skills, retention and training 

3.3.1 Once the project is up-and-running there will be a considerable overhead for ongoing 
management, covering activities such as: 

– staff management; 
– managing relationships with contractors and partners; 
– liaising with your institution (eg contractual matters, budget); 
– reporting requirements (progress updates, interim reports, steering group meetings etc); 
– workflow management; 
– quality control; 
– general administration; 
– PR (if your project is of high public interest, do not underestimate the time that may be 

required to deal with journalists around the launch of the service). 

3.3.2 As noted in sub-section 2.7, for projects the size of those in the JISC Digitisation Programme, 
a full-time project manager will be required. Underestimating this level of effort is a common 
pitfall for digitisation projects. Not recognising the necessary level of project management 
effort upfront can lead to problems completing the project on time and budget, and the need 
to back-fill positions within the institution because additional effort is being devoted to the 
project.  
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3.4 Information management 
See also: 2.7 – Staff requirements, skills, retention and training, 5 – Metadata generation, 7.3 – Rights clearance 

3.4.1 One  of  the  most  challenging  aspects  of  any  digitisation  project  is  keeping  track  of  the  
content, the progress of the project and the information generated during the project, for 
example: 

– the physical location of the content (eg in archives, in transit, with a sub-contractor); 
– the progress of each item of content (eg digitised, metadata generated); 
– the digital files created (eg master file, low resolution files, playback copies); 
– associated information (eg rights clearance status and supporting evidence);  
– metadata; 
– the QA status (eg has it been signed-off).  

3.4.2 It is important to keep this information together for each item. For simple projects, this 
information can be managed in spreadsheets. However, for more complex projects you may 
need to develop your own system for tracking and managing the information (eg by creating 
your own database or using your library management system). How this is done, and who is 
responsible for it should be considered at the start of the project. 

 1B7D NEJG ?D<EGC7I?ED C7D7=;C;DI 

#G9>?K7B 4EJD: 3;9EG:?D=H JEFOUJGJFE UIF OFFE UP EFWFMPQ B ]EJHJUJTBUJPO MPH^% CVU EJE OPU BHSFF 
BO BQQSPBDI UP USBDLJOH UIF XPSLGMPX XJUI UIFJS FYUFSOBM EJHJUJTBUJPO DPOUSBDUPS’ >QSFBETIFFUT XFSF 
DSFBUFE% CVU UIFTF XFSF OPU TVGGJDJFOUMZ EFUBJMFE UP CF PG VTF EVSJOH UIF QSPDFTT’ ?IJT MFE UP 
DPNQMFYJUJFT JO JEFOUJGZJOH NBUFSJBMT BOE USBDLJOH QSPHSFTT PG XPSL DBSSJFE PVU FYUFSOBMMZ’ ?P NBOBHF 
UIF EBUB QSPQFSMZ% UIF QSPKFDU XPVME IBWF OFFEFE UP EFWFMPQ B USBDLJOH EBUBCBTF% TIBSFE XJUI UIF 
DPOUSBDUPS’ 

?IF ,E>D ,E>DHED %EBB;9I?ED EFWFMPQFE B USBDLJOH TZTUFN UP FOTVSF UIBU FBDI JUFN DPVME CF 
USBDLFE UISPVHI DBUBMPHVJOH% DPOTFSWBUJPO% USBOTJU% EJHJUJTBUJPO% SFUVSO BOE SFJOUFHSBUJPO XJUI UIF 
DPMMFDUJPO’ ?IF JUFN EBUB XBT ESBXO GSPN UIF DBUBMPHVF SFDPSE’ ?IJT FOBCMFE FBTZ FYDIBOHF PG EBUB 
CFUXFFO QBSUOFST BOE UIF EJHJUJTBUJPO DPOUSBDUPS% BOE SFEVDFE UIF SJTL PG JUFNT CFJOH MPTU PS 
NJTGJMFE’ ?IF TZTUFN XPSLFE XFMM% BOE DPOUSJCVUFE UP UIF TNPPUI QSPHSFTT PG UIF EJHJUJTBUJPO’ 

3.5 Quality Assurance  

3.5.1 Quality Assurance (QA) is an important aspect of any digitisation project, and particularly 
when using external suppliers for content capture and website development. Failure to 
properly check the quality of a supplier’s work can have severe implications, particularly if you 
are  contractually  bound  to  do  so  within  a  certain  timeframe  –  the  supplier  may  not  be  
amenable  to  re-doing  the  work  for  free.  It  is  also  important  to  apply  QA  procedures  to  
internal processes eg to ensure that archives are created properly, and that content is 
returned intact to its original location.  

3.5.2 The QA procedures implemented will be specific to each project, but you should consider at 
the start of any project how you will do it, how much QA you will do, when it will be done, 
who will do it and who will sign it off. In general, the outputs of manual processes (eg text 
rekeying) will require more QA than for automated processes. It is good practice to trial your 
QA  procedures  with  early  batches  of  outputs  –  is  the  process  right,  is  it  enough,  is  it  too  
much? This is particularly important when you are trialling new methods and processes.  
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3.5.3 It can useful to generate “product descriptions”1 at the outset (ie at the procurement stage) 
which outline your minimum standards for the digitised content, from which you can set 
quality targets and ultimately evaluate whether the digitised content is satisfactory.  

3.5.4 It  is  also  useful  to  incorporate  the  QA  status  of  items  into  your  information  management  
procedures (see sub-section 3.4).  

 5;HI NEJG 2# 7FFGE79> 

?IF -$%"+3/ #G9>?K; IBE QMBOOFE UP VOEFSUBLF ]TQPU&DIFDL^ <0 PO )(" PG UIF NFUBEBUB 
SFDPSET UIFZ HFOFSBUFE’ ?IFZ VOEFSUPPL TPNF FYQMPSBUPSZ XPSL UP JOWFTUJHBUF UIF FYUFOU BOE 
BDDVSBDZ PG UIF MFHBDZ DBUBMPHVF EBUB UIFZ IFME% CVU JU XBT POMZ PODF UIF QSPKFDU XBT XFMM VOEFSXBZ 
UIBU UIFZ DPVME GVMMZ EFGJOF UIF <0 NFUIPE [ QBSUMZ EVF UP UIF RVBMJUZ PG TUBGG IJSFE’ 

?IFZ GPVOE UIBU EVF UP TFWFSBM GBDUPST #JODMVEJOH UIF EJGGJDVMUZ JO SFDSVJUJOH TUBGG% UIF RVBMJUZ PG UIF 
MFHBDZ DBUBMPHVF EBUB UIFZ XFSF XPSLJOH XJUI% BOE UIF MBDL PG DPOUSPMMFE WPDBCVMBSZ JO UIF JOQVU 
UPPM$% )((" PG UIF PVUQVU OFFEFE UP CF SFWJFXFE JO PSEFS UP NBJOUBJO RVBMJUZ BOE DPOTJTUFODZ’ ?IJT 
UFOGPME JODSFBTF JO UIF BNPVOU PG <0 SFRVJSFE IBE TJHOJGJDBOU JNQMJDBUJPOT GPS UIF QSPKFDU% SFRVJSJOH 
UIF SFDSVJUNFOU PG BEEJUJPOBM QBSU&UJNF TUBGG BOE UIF FYUFOTJPO PG UIF QSPKFDU UJNFTDBMF’ 

 

 Further Information 

The infoNet Project management infoKit provides some project management advice 
<http://www.jiscinfonet.ac.uk/infokits/project-management> 

The Budgeting and Costing infoKit provides some further ideas 
<http://www.jiscinfonet.ac.uk/infokits/project-management/budgeting-costing> 

The Office for Government Commerce provides extensive information on project management 
<http://www.ogc.gov.uk> 

 

                                                
1  Product  descriptions  should  provide  a  clear  statement  of  the  purpose  of  the  product,  and  describe  the  technical  

processes, requirements and quality criteria for the product.  
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4 %EDI;DI 97FIJG; 

4.1 Introduction 

4.1.1 This section covers the lessons and issues identified relating to the process of digitising 
content. By considering aspects such as logistics, the digitisation pipeline, automation and 
text entry upfront, you will be able to budget for the content capture more accurately. It is 
relevant for both in-house and outsourced digitisation – even if you outsource, you will need 
to consider all of these areas to both do the procurement and manage your sub-contractor.  

4.1.2 The information in this section is necessarily at a high-level as the details will  be specific to 
each project and its content. There are clearly significant differences between different 
media, but also between different collections in the same medium.  

4.2 Logistics 

See also: 2.5 – Content selection 

4.2.1 It may be possible to move artefacts for digitisation (whether this is within the same building 
or to a remote location). Whether this is feasible or desirable depends on the collection, and 
should be considered upfront in the project planning process. 

  

High 

Unique collection – impossible to replace 
Fragile materials  
Bulky materials 
High (financial) value 
International shipping 

Low 

Easily-replaceable collection 
Well-packed for transport 
Uniquely identified with machine-readable identifiers 
Robust materials 

Table 4-1: Logistics factor profile 

4.2.2 If materials are shipped, the workflow adopted must track artefacts throughout the process. 
This is clearly important for logistics (and potentially, liability and insurance), but may also be 
necessary or helpful in performance management. 

4.3 Pipeline 

See also: 6 – Procurement 

4.3.1 If you are outsourcing the content capture to a sub-contractor, your contract with them may 
stipulate a minimum and maximum throughput of content, outside of which you may be 
charged additional costs.   

4.3.2 You  will  need  to  manage  carefully  the  pipeline  of  work  such  that  you  do  not  incur  these  
additional costs. A carefully organised, methodological approach to sending out content, and 
dealing with returns, will help you keep track of the artefacts.  
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4.4 Capturing text 

4.4.1 For some resources, it may be appropriate to capture all the text in the source artefacts as 
electronic content, for example to enable full-text searching. A number of factors affect how 
well this can be undertaken:2 

– scanning method; 
– nature and condition of the originals; 
– nature of the printing; 
– content; 
– output requirements. 

4.4.2 There are two approaches to this: rekeying, or Optical Character Recognition (OCR). Both 
methods have advantages and disadvantages. Typically, accuracy can be increased for both 
techniques through additional expenditure – it is necessary to decide what level of accuracy is 
required – and how to define accuracy (per character? Per word?). 

4.4.3 When rekeying text, the artefacts (or the scans of the artefacts) are viewed, and the textual 
content is manually entered. Often, a process of double rekeying is used, where each artefact 
is rekeyed by two separate individuals and the two versions are compared – any 
discrepancies can be investigated. This work is essentially data entry, and is typically well 
suited to outsourcing and potentially to offshoring. 

4.4.4 As rekeyers are fundamental to the quality of the output, and the progress of the project, it is 
important to ensure that contractors engaged to undertake rekeying are appropriate for the 
project. Contractual mechanisms must provide appropriate flexibility; for example by letting a 
larger number of small contracts sequentially, rather than letting the whole task as a single 
contract. 

 %EDH?:;G I>; EG:;G L>;D G;A;N?D= 

0B:87?B;NEDB?D; SFLFZFE UIF UFYU JO B TFU PG TDBOOFE JNBHFT PG USJBM QSPDFFEJOHT% PVU&TPVSDJOH UIF 
UFYU&FOUSZ UP DPNQBOJFT CBTFE JO 7OEJB’ ?IF QSPKFDU TUBSUFE XJUI UIF PMEFTU NBUFSJBMT% BOE XPSLFE 
UISPVHI DISPOPMPHJDBMMZ’ ?IJT NFBOU UIBU UIF GJSTU NBUFSJBM UIBU UIF SFLFZFST XPSLFE PO XBT BMTP UIF 
NPTU DIBMMFOHJOH’ AJUI IJOETJHIU% UIF QSPKFDU UFBN GFMU UIBU JU XPVME IBWF CFFO NPSF TFOTJCMF UP 
CFHJO XJUI UIF FBTJFTU NBUFSJBM #XIJDI JT UIF NPTU SFDFOU JO UIJT DBTF$% HSBEVBMMZ CVJMEJOH VQ TLJMMT BOE 
FYQFSJFODF BU UIF SFLFZJOH DPOUSBDUPST’ 

4.4.5 OCR  is  the  automated  processing  of  images  to  identify  and  digitise  text,  using  specialist  
software and computer facilities. OCR is best suited to artefacts consisting of text typeset in a 
plain Latin font; it is much less effective for ornamental typefaces or handwriting.  

4.5 How much metadata can be added during capture? 
See also: 5.3 – Generating metadata 

4.5.1 If  it  is  possible  to  generate  metadata  during  the  capture  process,  this  is  a  natural  step  to  
take. This is particularly relevant if material is being rekeyed, where the rekeyers can create 
some forms of metadata with relatively little overhead.  

                                                
2  See Deciding whether Optical Character Recognition is Feasible, Simon Tanner 2004 

<http://www.odl.ox.ac.uk/papers/OCRFeasibility_final.pdf> [accessed 17 August 2009]. 
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4.5.2 For material that is being digitised “mechanically” – scanned or recorded – some classes of 
metadata may be automatically generated, or completed in bulk (eg type of original, 
sequence within original collection). Opportunities for automatic metadata generation should 
be actively considered.  

 
 

 Further Information 

IMPACT Conference: Optical Character Recognition in Mass Digitisation 
<http://www.ariadne.ac.uk/issue59/impact-2009-rpt/> 

Deciding whether Optical Character Recognition is Feasible 
<http://www.odl.ox.ac.uk/papers/OCRFeasibility_final.pdf> 
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5 .;I7:7I7 =;D;G7I?ED 

5.1 Introduction 

5.1.1 Creating metadata manually is a time-consuming process, often being dependent on skilled 
staff.  For  museum  collections,  it  is  often  tightly  linked  to  the  process  of  cataloguing  the  
collection. It is important to consider upfront what the metadata will  be used for – it is not 
appropriate (for example) to generate extensive metadata for a collection in order to “do the 
job right”, where full-text searching may be a better choice.  

5.2 Planning 
See also: 2.3 – Defining objectives, 8.2 – Website design, 8.3 – Technical considerations  

5.2.1 The creation of metadata must be linked to the objectives of the project, and to the approach 
that will be taken to delivering the outputs. Whereas it may be tempting to create extensive 
metadata records for each artefact, this will be an expensive process and must be carefully 
considered. Metadata should typically be collected for a particular reason: how will users 
benefit from the information? This needs to be right upfront – it’s not usually possible to go 
back and add missing data from a collection. 

 0DBN 9G;7I; C;I7:7I7 <EG 7 G;7HED 

0B:87?B;NEDB?D; DSFBUFE UFYUVBM SFDPSET UIBU BSF XFMM TVJUFE UP GVMM&UFYU TFBSDIJOH% CVU EFDJEFE UP 
EFEJDBUF TJHOJGJDBOU FGGPSU UP NBOVBMMZ ]UBHHJOH^ SFDPSET #JEFOUJGZJOH BOE DBUFHPSJTJOH UIF EFGFOEBOU% 
QVOJTINFOU% FUD$’ ?IJT BMMPXFE TUBUJTUJDBM BOBMZTJT PG UIF EBUB UIBU JU JT OPU QPTTJCMF UP VOEFSUBLF 
SFMJBCMZ VTJOH GVMM&UFYU TFBSDI’  

?IF EFDJTJPO UP DSFBUF FYUFOTJWF NFUBEBUB XBT UBLFO CBTFE PO B DBSFGVM BOBMZTJT PG UIF VTFS 
SFRVJSFNFOUT [ JU XBT DMFBS UIBU UIF QPUFOUJBM VTFST PG UIF TFSWJDF XPVME CFOFGJU GSPN TUSVDUVSFE 
EBUB JO BEEJUJPO UP UIF VOTUSVDUVSFE GVMM&UFYU’ ?IF QSPKFDU UFBN #BOE UIF VTFST PG UIF TFSWJDF$ GFFM 
UIBU UIF JOWFTUNFOU JO NFUBEBUB UBHHJOH IBT CFFO XPSUIXIJMF GPS UIJT SFTPVSDF’ 

5.2.2 Metadata can consist of a wide range of types of information; as well as “descriptive” fields 
(title, keywords, author, etc) an important function of metadata is to store administrative and 
technical information about the artefact (filename to which the metadata file relates, physical 
details about the original artefact, details of the capture process etc). 

5.2.3 Some  file  formats  can  contain  embedded  metadata  (for  example,  an  MP3  audio  file  can  
contain information about the artist, album, year etc), but for the more complex requirements 
of typical digitisation projects, metadata is usually handled separately to the artefact. 
Managing complex metadata records can be difficult – data may come from several sources 
before being combined into the final record, and this must remain associated with the digital 
artefact, and will probably need to be updated at several stages of the digitisation workflow. 

5.2.4 XML is now the standard format for recording metadata, and a range of profiles is available. 
METS is  a  widely  used standard,  which allows a range of  other  schemata to  be embedded 
within  one master  file.  METS itself  is  a  meta-standard – a specific  profile  must  be used for  
different types of artefact.3 

                                                
3  <http://www.loc.gov/standards/mets/> [accessed 15 September 2009] 
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Selecting schemata 

5.2.5 In a mature domain, where similar collections have been captured, there are likely to be a 
range of metadata schemata already defined which might be appropriate for re-use. Defining 
a new schema is a time-consuming and complex process, and prior work should be taken as 
a starting-point (or a complete solution) wherever possible. The collection might already be in 
a catalogue – it is necessary to consider whether the current schema will be appropriate for 
the needs of the collection during digitisation and delivery online. 

 
High Novel or unique material, no appropriate schema for describing artefacts 

Medium 
A range of schemata available 
No consensus on applicability 
Good but not ideal alignment with collection 

Low 
Existing schema, already widely-used for similar collections 
Good understanding of scope and applicability 

Table 5-1: Metadata schema factor profile 

5.3 Generating metadata 

See also: 3.4 – Information management 

5.3.1 When a collection is not thoroughly catalogued prior to the project, this will occur naturally 
during the process of metadata generation, but not necessarily in one stage. For example, an 
artefact  may  be  catalogued  at  a  very  basic  level  prior  to  digitisation,  and  this  catalogue  
record enriched afterwards, working from the digital copy. 

5.3.2 The staff skills required for cataloguing will vary depending on the nature of the collection – 
is cataloguing a routine data entry task, or does it require curatorial expertise? In general, 
any metadata that can be generated automatically or in bulk should be. 

Tools available 

5.3.3 It is important to consider upfront the mechanism by which metadata (including catalogue 
records) will be created, as this has significant implications for the progress of the project. 
This includes the tools that will be used, and the workflow that will be applied; getting these 
right during project planning will decrease the risk to the project.  

5.3.4 If digitisation is being sub-contracted, the contractor may be providing the cataloguing tool – 
the usability of this tool should be a criterion for selecting the contractor, and should be 
tested prior to contract award. Some suppliers will be flexible, and be willing to develop their 
tools during the project to meet the needs of the client. 
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 );I I>; :7I7 IEEBH G?=>I <GEC I>; EJIH;I 

?IF -$%"+3/ #G9>?K; VTFE B UPPM QSPWJEFE CZ UIFJS EJHJUJTBUJPO DPOUSBDUPS UP BUUBDI NFUBEBUB UP 
TPVOE GJMFT’ ?IJT UPPM XBT WFSZ CBTJD% BOE EJE OPU QSPWJEF GVODUJPOT TVDI BT DPOUSPMMFE WPDBCVMBSJFT% 
TQFMM DIFDLFST% ESPQ&EPXO TFMFDUJPOT FUD’ 2VTUPNJTBUJPO PG UIF UPPM UP NFFU UIF SFRVJSFNFOUT PG 
UIF QSPKFDU XBT OPU DPOTJEFSFE EVSJOH DPOUSBDU BXBSE% BOE NBZ IBWF CFFO QSPIJCJUJWFMZ FYQFOTJWF UP 
DPNNJTTJPO MBUFS’ ?IJT MFE UP TJHOJGJDBOU JTTVFT XJUI DPOTJTUFODZ BOE BDDVSBDZ PG JOQVU EBUB% BOE 
HSFBUMZ JODSFBTFE UIF FGGPSU SFRVJSFE GPS EBUB FOUSZ BOE <0’ 

?IF ,E>D ,E>DHED %EBB;9I?ED PQUFE UP DPOUJOVF FOUFSJOH EBUB VTJOH UIF DBUBMPHVF TZTUFN XIJDI 
DPOUBJOFE UIF FYJTUJOH DPMMFDUJPO DBUBMPHVF’ ?IJT XBT MFHBDZ TPGUXBSF% SVOOJOH JO 3:>% XIJDI NBZ 
IBWF SFEVDFE UIF UISPVHIQVU PG UIF DBUBMPHVFST’ 4BSMZ JO UIF QSPKFDU% B MBUFS XJOEPXT&CBTFE WFSTJPO 
PG UIF TPGUXBSF XBT USJBMMFE% CVU JU EJE OPU IBWF NBOZ PG UIF DVTUPNJTBUJPOT UIBU IBE CFFO NBEF UP 
UIF 3:> WFSTJPO’ 0EPQUJOH UIF AJOEPXT TPGUXBSF DPVME IBWF CFFO CFOFGJDJBM JO UFSNT PG 
DBUBMPHVJOH UISPVHIQVU JG UIJT EFDJTJPO IBE CFFO NBEF #BOE UIF OFDFTTBSZ DVTUPNJTBUJPOT 
JNQMFNFOUFE$ QSJPS UP UIF TUBSU PG UIF QSPKFDU’ 

 

 Further Information 

A JISC metadata template for digitisation projects <http://deposit.depot.edina.ac.uk/124/1/jisc-
digitisation-metadata-template-2007.rtf> 
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6 1GE9JG;C;DI 

6.1 Introduction 

6.1.1 This section builds on the basic information set out in sub-section 2.6 (the 
foundations: partnering and sub-contracting) to consider more detailed aspects of the 
procurement of services, covering: 

– defining requirements (sub-section 6.2); 
– tendering (sub-section 6.3); 
– managing relationships with sub-contractors (sub-section 6.4).  

6.1.2 The process of procurement needs to be carefully planned to ensure that it can be completed 
in a timely manner. The British Library’s Archival Sound Recordings project conducted a large 
and complex procurement, and many of the lessons from that exercise are incorporated 
within this section.4 

6.1.3 A  particular  problem  for  grant-funded  projects  is  that  they  must  estimate  the  cost  of  
digitisation during application for funding, but the true cost may not be known until the 
tendering process has been completed, particularly for complex collections. A number of 
approaches may be taken to reduce the risk of a poor estimate, including benchmarking 
against other digitisation projects, applying an appropriate costing tool, and informally 
approaching vendors. 

6.2 Defining requirements  

6.2.1 If you are planning to procure elements of the project from partners or sub-contractors, it is 
important that you understand your own requirements, and that these can be written down 
and understood by partners and suppliers who will be responding to your tender. So-called 
requirements engineering is a complex process, but one which is necessary to successfully 
complete large-scale procurements.5 

6.2.2 This work could be included in the detailed planning at the start of the project (see sub-
section 3.2), but alternatively an initial benchmarking or development activity could be 
undertaken within the project itself. This may or may not be conducted by the primary 
supplier. Preliminary work on the technical requirements and standards will save time in 
liaising with the supplier during the main procurement. 

6.2.3 Requirements should be expressed in terms of functional requirements rather than technical 
approaches wherever possible – this allows the bidders to suggest alternative or innovative 
approaches, and to play to their own strengths. Do not assume that you understand the 
process of digitisation better than potential bidders do. 

Estimating content  

6.2.4 Understanding the nature of the material to be digitised is obviously of particular importance 
when the digitisation is out-sourced. Potential bidders will need to know the volume of 

                                                
4  Archival Sound Recordings Project: Lessons Learned. British Library Digitisation Programme. Version 10.2, 5 

September 2007. 
5  For a good introduction, see Writing Better Requirements, Ian F Alexander and Richard Stevens, 2002. 
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material, but also details of the physical nature of the artefacts. For collections with specific 
technical requirements, bidders are likely to require access to representative samples in order 
to prepare a proposal; this must be planned and facilitated. 

6.2.5 Where collections are heterogeneous (or composed of several sub-collections), each segment 
may need to be considered separately. Allocating effort upfront to estimating and 
understanding of the collection can yield benefits later, as the risk to suppliers is lower so 
they may be able to offer lower prices. 

6.3 Tendering 

6.3.1 Procurements on the scale typically conducted for digitisation projects are likely be above the 
threshold for European Union procurement, so public bodies (including universities, museums 
etc) will be required to follow the EU process. 

6.3.2 A detailed discussion of the process is beyond the scope of this document, but an important 
choice will be whether to follow Open, Restricted, Negotiated or Competitive Dialogue 
procedures. Open and Restricted procedures are appropriate where the requirement is well 
defined, whereas a Negotiated procedure is more likely to be appropriate where the 
requirement cannot be fully defined at the outset of the tender procedure. The Competitive 
Dialogue procedure is unlikely to be appropriate for digitisation projects (being intended 
primarily for major Public/Private Partnership (PPP) or Private Finance Initiative (PFI) deals). 

 

High 
Negotiated procedure 
Competitive Dialogue procedure 

Medium 
Restricted procedure 
Open procedure 

Low Single-tender action (eg with commercial partner in project or another 
department in the institution) 

Table 6-1: tendering factor profile6 

 %EDH?:;G NEJG FGE9JG;C;DI 7FFGE79> 

#G9>?K7B 4EJD: 3;9EG:?D=H VOEFSUPPL BO 4@ 9FHPUJBUFE ;SPDFEVSF UP JEFOUJGZ B EJHJUJTBUJPO 
DPOUSBDUPS’ ?IJT QSPDFEVSF BMMPXT TIPSU&MJTUJOH PG TVQQMJFST XIP BSF UIFO HJWFO FRVBM PQQPSUVOJUZ UP 
EFWFMPQ UIFJS QSPQPTBMT JO OFHPUJBUJPO XJUI UIF DMJFOU% CFGPSF QSFTFOUJOH B 1FTU 0OE 5JOBM :GGFS 
#105:$’ 5PS 0>=% UIJT UPPL )( NPOUIT #SBUIFS UIBO UIF FYQFDUFE -$% CVU BMMPXFE UIF QSPKFDU UP 
DPOTJEFS B WBSJFUZ PG EJWFSTF BQQSPBDIFT UP UIFJS DPNQMFY SFRVJSFNFOUT’ 

?IJT QSPDVSFNFOU XFOU XFMM% CVU JO IJOETJHIU UIF QSPKFDU UFBN GFMU UIBU JU XPVME IBWF CFFO NPSF 
FGGFDUJWF UP TQFOE NPSF FGGPSU VQGSPOU UP EFGJOF UIF SFRVJSFNFOUT NPSF DMFBSMZ [ QFSIBQT CZ 
QSPDVSJOH TQFDJBMJTU TVQQPSU UISPVHI BO PQFO DPNQFUJUJPO’ ?IJT XPVME NBLF UIF MBSHFS QSPDVSFNFOU 
GPS UIF CVML PG UIF XPSL RVJDLFS BOE FBTJFS% BOE NBZ IBWF SFEVDFE UIF PWFSBMM QSJDF% BT UIF 
PQQPSUVOJUZ XBT MFTT SJTLZ GPS UIF DPOUSBDUPST’ 

=#*,37.&7.2, 39*5 & (3275&(7 +35 -.,-0< 7*(-2.(&0 ).,.7.6&7.32 &(7.9.7.*6 .6 (3140*; &2) 7.1*!(32681.2, &2) 
3++6*76 631* 3+ 7-* ’*2*+.76 3+ (314*7.7.9* 7*2)*5.2," $?% 7-*5* 1&< ’* 733 1&2< 5.6/6 &2) )*4*2)*2(.*6 73 
1&2&,* :-*2 82)*57&/.2, ).,.7.6&7.32 3+ (3140*; &5(-.9&0 1&7*5.&06"> 

                                                
6  Note that this is the effort/cost involved in the tendering process; it does not consider whether each approach would 

provide the best value for money in the product procured. 
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6.4 Managing relationships  

6.4.1 It is important to consider during the procurement process the approach that will be taken to 
managing supplier relationships during the project. Some elements will require a contractual 
basis, such as performance metrics and change procedures.  

6.4.2 Appointment of a named individual as the project manager on the supplier side should be a 
contractual requirement. Having a single individual responsible for delivery (and accessible to 
the client) is important in establishing good working relationships – and these are essential 
for successful delivery of the project. 

6.4.3 A formal change procedure should be agreed and incorporated within the contract. This 
provides a clear mechanism by which either party can request a change to the agreed work, 
and helps to ensure that both parties’ understanding and approach to the work remain 
aligned throughout the project.  

Special problems of intra-institutional collaboration 

6.4.4 In cases where the digitisation “supplier” is another department within the institution, 
particular issues arise. In most cases, there is a weaker contractual basis – it is unusual to 
draw up formal contracts between departments within an institution. This relationship must 
be carefully managed; although setting up a contract may not be a sensible use of resources, 
having an agreed, written statement of the work to be undertaken is essential (as well as a 
named project manager – see above). 

 

 Further Information 

JISC Digital Media maintain a list of commercial digitisation suppliers 
<http://www.jiscdigitalmedia.ac.uk/crossmedia/advice/digitisation-services/> 
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7 +13 

7.1 Introduction 

7.1.1 The approach to Intellectual Property Rights (IPR) is fundamentally tied to the objectives of a 
project, and must be considered early (see section 2.5). Two elements must be considered – 
the rights that the project (ie the institution holding the collection, in most cases) holds in the 
content, and the rights that the service will grant to its users at the conclusion of the project. 

7.1.2 There is extensive advice available on managing IPR, and this section will not reproduce that 
content – rather, the implications for the management of digitisation projects are discussed. 

7.2 Rights management 
See also: 8.3 – Technical considerations 

7.2.1 When considering IPR in content, it is necessary to consider the use to which the material will 
be  put.  This  will  affect  the  approach  taken  to  rights  clearance,  and  may  affect  technical  
decisions on how to deliver the service. The complexity of this problem will be very 
dependent on the collection, but useful questions are: 

– Who will have access to the final service? (eg UK education, libraries, anybody) 
– What restrictions will be placed on use of the service? 
– Will there be a chargeable service, or will it be delivered free? 
– Can international access be controlled? 

7.2.2 It is important to consider whether the planned approach to service delivery will 
accommodate differentiation of access rights (eg provide the service free of charge to UK HE, 
but charge overseas). 

7.3 Rights clearance 

See also: 2.7 – Staff requirements, skills, retention and training, 3.4 – Information management 

7.3.1 Projects that have opted to undertake rights clearance should carefully consider the staff 
skills, and workflows required to complete this successfully. Rights clearance is a specialist 
task, and will usually require specialist staff. 

7.3.2 It may be possible to use rights clearance agencies or contractors, but the experiences of 
projects that have used these have not always been good; digitisation projects are outside 
their normal lines of business. 

7.3.3 For high-risk collections (see box below), IPR clearance is likely to be a complex process 
requiring significant effort, requiring investment of senior management time and specialist 
expertise to establish workflows and manage the process. For these collections, it is essential 
to maintain records of the rights-clearance process – especially when a project is adopting an 
assertive, risk-managed approach to rights clearance. 

 



   

 

Page 36    CC403D006-1.0 
 

High 
Commercial materials 
Mixed collections, where individual artefacts have different rights 
Collections with the IPR status is unclear or unknown 

Medium 
Non-commercial materials 
Research collections 

Low 
Collections where the IPR are already fully held by the project 
Collections which are out of copyright 

Table 7-1: Rights clearance factor profile 

 +13 9B;7G7D9; 97D 8; 7 H?=D?<?97DI 9>7BB;D=; 

#G9>?K7B 4EJD: 3;9EG:?D=H TBX 7;= DMFBSBODF BT B LFZ PCKFDUJWF PG UIFJS QSPKFDU% BOE DPNNJUUFE 
TJHOJGJDBOU FGGPSU UP UIJT BDUJWJUZ’ ?IF QSPKFDU UPPL B SJTL&NBOBHFNFOU BQQSPBDI UP 7;=% TP JU XBT 
OFDFTTBSZ UP SFUBJO EFUBJMFE SFDPSET OPU POMZ PG DMFBSBODFT HSBOUFE% CVU BMTP PG BUUFNQUT UP JEFOUJGZ 
BOE DPOUBDU SJHIUT IPMEFST% JO PSEFS UP EFNPOTUSBUF EVF EJMJHFODF’ ?IF QSPKFDU EFWFMPQFE B EBUBCBTF 
UP NBJOUBJO JOGPSNBUJPO PO UIF SJHIUT TUBUVT PG UIF BSUFGBDUT’ 7U XBT EJGGJDVMU UP BQQPJOU TUBGG PS 
DPOUSBDUPST XJUI UIF BQQSPQSJBUF TLJMM TFU GPS SJHIUT DMFBSBODF [ POF DPOUSBDUPS XBT SFMFBTFE GSPN 
UIFJS DPOUSBDU EVF UP QPPS QFSGPSNBODF’ 

3VSJOH UIF QSPKFDU% UIF IPTU JOTUJUVUJPO JNQPTFE BEEJUJPOBM SFRVJSFNFOUT PO 7;= DMFBSBODF% XIJDI 
DSFBUFE OFX SFRVJSFNFOUT GPS UIF QSPKFDU% BOE JODSFBTFE UIF DPTU BOE DPNQMFYJUZ PG VOEFSUBLJOH 
SJHIUT DMFBSBODF% BMSFBEZ B EJGGJDVMU DIBMMFOHF GPS QSPKFDU NBOBHFNFOU TJODF UIF DPQZSJHIUT XFSF 
DPOUSPMMFE FYUFSOBMMZ UP UIF QSPKFDU CZ NBOZ EJGGFSFOU JOEJWJEVBMT BOE BHFOUT’ ?IF DPNQMFYJUZ PG UIF 
SJHIUT DMFBSBODF BDUJWJUJFT HFOFSBUFE EFMBZT JO UIF QSPKFDU’ 

 



   

CC403D006-1.0     Page 37 
 

8 4;GK?9; :;B?K;GN 

8.1 Introduction 

8.1.1 Delivery of the digital content as a service is a typical objective for many projects. 
Accordingly, the project is not just about digitising content; it is about designing and 
developing an attractive, usable service for the target audience. It can be very easy (and in 
the end, time consuming) to forget this! 

8.1.2 This section addresses the key activities and pitfalls with service delivery, covering: 

– website design (sub-section 8.2); 
– technical considerations (sub-section 8.3); 
– sustainability of the service (sub-section 8.4); 
– satisfying partners (sub-section 8.6); 
– media relations (sub-section 8.5).   

 

 ’D=7=; 7 8GE7: G7D=; E< JH;GH L>;D :;H?=D?D= I>; H;GK?9; 

0NPOHTU PUIFS VTFS&FOHBHFNFOU BDUJWJUJFT BOE VTBCJMJUZ UFTUJOH% #G9>?K7B 4EJD: 3;9EG:?D=H 
FTUBCMJTIFE B TNBMM VTFS QBOFM #)* QFPQMF$ BU UIF PVUTFU PG UIF QSPKFDU% XIJDI HBWF WBMVBCMF GFFECBDL 
PO VTFS OFFET% BMUIPVHI TPVOE SFDPSEJOHT XFSF OPU ZFU XFMM FNCFEEFE XJUIJO UFBDIJOH% MFBSOJOH BOE 
SFTFBSDI’ 0U UIF PVUTFU PG UIF QSPKFDU% VTF DBTFT XFSF MPPTFMZ EFGJOFE [ UIF JOUFOU XBT UP EFWFMPQ 
VTF DBTFT BT UIF QSPKFDU QSPHSFTTFE’ 7O PSEFS UP HFU CSPBEFS SFQSFTFOUBUJPO% BO POMJOF VTFS 
DPNNVOJUZ XBT TFU VQ XJUI PWFS -( QBSUJDJQBOUT’ 

8.2 Website design 

8.2.1 Your website will be the main link between your content and your users, and is fundamental 
to the uptake of your service. Designing a website that is useful, informative, well presented, 
and accessible is challenging. 

8.2.2 Website design is a common element of a project to sub-contract to an external supplier, and 
in these circumstances, it is important to work closely with your delivery partner to ensure 
that they deliver a product that meets your needs. A close working relationship is also 
important if a different team within your organisation is designing the website – they may not 
have the same contractual obligations, and may be less pressured to deliver an output with 
which you are happy. 
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 6EGA 9BEH;BN L?I> NEJG :;B?K;GN F7GID;GH 

(G;;O; (G7C; EJE OPU CFHJO QMBOOJOH PVUQVUT VOUJM UIF TFDPOE IBMG PG UIF QSPKFDU’ ?IF JOUFOU XBT 
UP TUPSF UIF DBQUVSFE NBUFSJBM JO UIF JOTUJUVUJPOBM SFQPTJUPSZ BOE UP HFOFSBUF B OFX GSPOU&FOE VTJOH 
PQFO&TPVSDF TPGUXBSF’ 3FWFMPQJOH UIF EFMJWFSZ TZTUFN UVSOFE PVU UP CF TJHOJGJDBOUMZ NPSF JOWPMWFE 
UIBO BOUJDJQBUFE [ UIF SFQPTJUPSZ TPGUXBSF XBT OPU XFMM TVJUFE UP QSFTFOUJOH SFTPVSDF QBDLBHFT JO B 
XBZ UIBU XPVME BQQFBM UP UIF QSPKFDU\T BOUJDJQBUFE VTFST’ APSLJOH DMPTFMZ XJUI UIF SFQPTJUPSZ 
TPGUXBSF QSPWJEFS BOE BOPUIFS UFDIOJDBM TFSWJDFT EFQBSUNFOU BU UIF VOJWFSTJUZ% UIF QSPKFDU PWFSDBNF 
UIFTF QSPCMFNT VOEFS UJNF QSFTTVSF% UP MBVODI UIF TFSWJDF TVDDFTTGVMMZ’ 

0B:87?B;NEDB?D; XFSF TJNJMBSMZ GPDVTFE PO UIF DBQUVSF PG NBUFSJBM% XJUI MFTT BUUFOUJPO QBJE JOJUJBMMZ 
UP IPX UP QSFTFOU JU BU UIF DPODMVTJPO PG UIF QSPKFDU’ ?IFZ IBE BHSFFE UP XPSL XJUI B UFDIOJDBM 
TFSWJDFT EFQBSUNFOU BU UIFJS IPTU JOTUJUVUJPO UP EFWFMPQ UIF PVUQVU TJUF% CVU BU UIF PVUTFU PG UIF 
QSPKFDU EJE OPU IBWF B DMFBS QMBO GPS IPX UIF NBUFSJBM XPVME CF QSFTFOUFE% PS IPX NVDI UIF 
EFWFMPQNFOU XPVME DPTU’ 0T B SFTVMU% TPNF FMFNFOUT #TVDI BT UIF EFTJHO PG UIF XFCTJUF% BT EJTUJODU 
GSPN UIF JOGPSNBUJPO TZTUFN CFIJOE JU$ IBE OPU CFFO CVEHFUFE GPS’ 

?IF QSPKFDU\T NBKPS EFMJWFSZ QBSUOFS XBT BOPUIFS PSHBOJTBUJPO XJUIJO UIF TBNF VOJWFSTJUZ% BOE UIF 
SFMBUJWF JOGPSNBMJUZ PG SFMBUJPOTIJQT CFUXFFO VOJWFSTJUZ EFQBSUNFOUT IBE TPNF EJTBEWBOUBHFT BT XFMM 
BT CFOFGJUT [ FYQFDUBUJPOT BOE SFTQPOTJCJMJUJFT XFSF OPU JOJUJBMMZ DMFBSMZ EFGJOFE’ 8PSF SJHPSPVT 
SFMBUJPOTIJQ NBOBHFNFOU QSPDFEVSFT XFSF JNQMFNFOUFE #JODMVEJOH NJOVUFE NFFUJOHT$ BOE UIF 
QSPKFDU QSPDFFEFE XFMM’  

User-centred design  

8.2.3 Developers enjoy taking advantage of new technical possibilities – but this may not be best 
for your service. It is more beneficial to design the website around the requirements that 
exist within the target audience for your service, and then investigate which technologies 
could help meet these requirements. This will, of course, need to be balanced with meeting 
the objectives of your organisation and those of any partners’. However, bear in mind that if 
your website is not useful to your users and is consequently not used, this will prevent you 
from meeting the objectives of your organisation! 

8.2.4 You  will  need  to  consider  who  the  service  is  for  and  how  they  will  use  it,  and  use  this  
information to focus your requirements (see also sub-section 6.2 – defining requirements). 
The design of your website will be informed by the audience research undertaken at the 
beginning of the project (see sub-section 2.5 - demand), and you will probably need to do 
some further audience research to inform the development of prototypes and content. For 
example, you could: 

– Explore your users’ tasks and goals by conducting a survey.  
– Investigate specific problems or issues in focus groups.  
– Conduct iterative user testing to develop your interface to improve usability. This could 

involve you watching users undertaking representative tasks to identify problems with 
information flows. Three iterations are often recommended. 

– Analyse  the  use  of  any  “beta”  site  by  monitoring  web  statistics  in  conjunction  to  
speaking with users to understand their experiences and behaviours.  

8.2.5 This can be a time consuming activity, and you will need to consider what you can do within 
the time and expertise you have available. Audience research may appear daunting, but do 
not be put-off – it can be very valuable, and many techniques can be adapted to non-experts 
and done on small budgets. You may wish to use a market research company for some 
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elements of the research (eg to conduct a survey) – they may be able to undertake some 
tasks more efficiently and effectively than you would be able to.  

8.2.6 It  is  important  to  start  thinking  about  audience  research  early  in  your  project  as  it  may  
impact other areas of your work. For example, the required website functions will guide the 
metadata that you generate – you may be planning to generate more than is necessary.  

8.2.7 See the Strategic Content Alliance’s audience guidance for further information 
(http://sca.jiscinvolve.org/audience-publications/).  

8.3 Technical considerations 

8.3.1 Several specific technical issues should be considered during project planning – although the 
delivery of the service may be outsourced or transferred to a third party, the project must 
consider the technical delivery when forming these agreements. 

Hosting 

See also: 2.4 – The organisational context 

8.3.2 Consider  who  will  host  the  service,  and  on  what  basis  it  will  be  funded.  Specific  issues  
include: 

– How will content be presented? Is it an archive, a structured museum display, or a 
library? Different approaches will require different technologies, and may influence 
choices about which metadata to collect, and what formats to present digital content in. 

– Digitisation projects frequently create large volumes of data (many terabytes). Does the 
raw, hi-res data need to be available online, or could it be stored in near-line or offline 
storage, or even destroyed? 

– Will the hosting platform be able to handle the level of traffic which may be generated 
for a high-profile service? (See also sub-section 8.5) 

– How will future updates to presentation and/or content be managed? 

Authentication 

See also: 7.2 – Rights management 

8.3.3 Consider the approach to authenticating users. Although the UK Federation is becoming 
established  as  the  primary  way  of  authenticating  UK  HE  users,  it  is  not  yet  ubiquitous.  FE  
users in particular may not have UK Federation access. Will non-education users be granted 
access? In what circumstances? How will  access be granted and managed? Any commercial 
access to the service will require management of contracts, and relating these contracts to 
the authentication information. 

8.3.4 An important consideration is that rights holders may permit the release of their materials to 
educational  users,  but  not  more  broadly.  How will  you  reassure  them that  you  will  comply  
with their terms? 

Discoverability 

8.3.5 Even if the content will only be available to a closed group of users, it is likely to be beneficial 
to  make  content  discoverable  from  the  broader  web.  This  can  typically  be  achieved  by  

http://sca.jiscinvolve.org/audience-publications/
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exposing metadata publically. Several of the projects followed this approach – although their 
content was restricted to the UK HE community, they exposed the metadata to search 
engines. This allows users to discover content through public search engines, and may enable 
broader user of the service. 

8.4 Sustainability 

See also: 2.3 – Defining objectives, 2.4 – The organisational context 

8.4.1 A wide range of digitisation projects are funded in the education and research sector, not all 
of which can be supported by funders long-term. It is important that you consider early in the 
project how you will make your service financially sustainable after project funding has 
ended. This is particularly important in times of budgetary constraints, when support you are 
relying on from your host institution may not be as readily available.  

8.4.2 A common model is to rely on a combination of support from the host institution (eg to 
provide web hosting) and generated revenue (eg to support staff salaries). There are a range 
of models for generating revenue, and will depend on your specific content and service. 
There may be opportunities to offer value-added services that you can charge for (eg prints 
of  high  quality  images)  or  to  open  up  the  content  to  wider  markets  at  a  cost.  It  may  be  
necessary to conduct additional audience research to determine if these are viable models for 
your service.  

8.4.3 It  is  also  important  to  note  that  some  host  institutions  may  not  realise  how much  support  
they are providing to these services – it is often not transparent and is absorbed within other 
activities. If the support is not explicitly provided, you should not rely on it in the long-term.  

8.4.4 A report by the Strategic Content Alliance (SCA) on sustaining digital resources is particularly 
useful to help you consider your options.7  

8.5 Media Relations 

8.5.1 If you have a collection that is of significant public interest, it is important to be aware that 
the launch of your service may capture the interest of the media. Whilst this is an excellent 
opportunity to publicise your service, it can be very time intensive giving interviews and 
attending events (perhaps taking up 1 – 2 months of time).  

8.5.2 As this  will  happen in  the latter  stages of  a  project,  it  can interfere with any planned final  
tasks and project shut-down. This will be particularly problematic if the project manager and 
project staff are not being retained. It is therefore important to scope the interest of the 
media early in the project and plan your resource allocation.  

                                                
7  <http://sca.jiscinvolve.org/files/2009/07/sca_ithaka_sustainingdigitalresources_report.pdf> 
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(G;;O; (G7C; EJHJUJTFE B DPMMFDUJPO PG JNBHFT XJUI FYDFQUJPOBMMZ CSPBE BQQFBM% XIJDI HFOFSBUFE B 
TJHOJGJDBOU EFHSFF PG QVCMJD JOUFSFTU’ ?IF EFHSFF PG NFEJB BUUFOUJPO SFTVMUFE JO UXP NPOUIT CFJOH 
TQFOU CZ UIF QSPKFDU TUBGG EFBMJOH XJUI QSFTT FORVJSJFT GVMM&UJNF’ 0MUIPVHI UIF VOJWFSTJUZ QSFTT PGGJDF 
XBT WFSZ IFMQGVM JO NBOBHJOH UIF NFEJB% UIFSF JT BMXBZT B EFTJSF UP IBWF UIF DPOUFOU FYQFSUT BWBJMBCMF 
GPS JOUFSWJFX’ ?IJT VOFYQFDUFE XPSLMPBE QVTIFE CBDL BMM PUIFS QSPKFDU XPSL [ BMUIPVHI UIF QVCMJDJUZ 
GPS UIF QSPKFDU XBT B DMFBS EFNPOTUSBUJPO PG JUT WBMVF! 

8.6 Satisfying funders and partners 

8.6.1 When  concluding  a  project,  it  is  important  that  you  revisit  the  original  objectives  of  the  
project and ensure that you have met not only yours, but any partner objectives. If you have 
not met your objectives, this may not be a negative outcome as you may have learnt some 
useful lessons during your project. However, any lessons should be documented so that other 
projects do not encounter the same pitfalls. 

8.6.2 It is also important to fulfil  any reporting requirements to funders – this may improve your 
chances of obtaining funding in the future. Some funders may require projects to undertake 
self-evaluation, or to support external evaluation. External evaluation activities may take 
place some time after the project has been completed. 

 

 Further Information 

JISC Digital Media have some guidance on ensuring that digital collections remain sustainable 
<http://www.jiscdigitalmedia.ac.uk/crossmedia/advice/sustainability-of-digital-collections/> 

Using the entwined themes of the requisite organisational and technological infrastructure and 
dedicated resources, this tutorial addresses the establishment of a viable digital preservation program. 
<http://www.icpsr.umich.edu/dpm/dpm-eng/eng_index.html> 

Market Facing Digitisation considers commercial approaches 
<http://www.slideshare.net/nickpoole/market-facing-digitisation-1535437> 

The DCC Curation Lifecycle Model provides a high-level overview of the stages required for successful 
curation and preservation of data <http://www.dcc.ac.uk/lifecycle-model/> 
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A.1 Overview 

A.1.1 The projects investigated by this study digitised widely differing materials, and quantitative 
comparisons between them are of only limited value. Nonetheless, some cost information is 
given below, to help give some perspective to the scale of projects, and their overall 
composition. The breakdown of expense is the “best guess” of project managers; no projects 
undertook detailed recording of time and effort. 
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A.2 The John Johnson Collection 

A.2.1 The John Johnson Collection comprises some 1.5 
million items of printed ephemera dated from 
1508 to 1939. It therefore covers a wide range of 
printing and social history and is of worldwide 
importance. At the start of this project the 
Collection was only partly catalogued and only 
15,000 items were accompanied by digital 
images.  The  aim  of  the  digitisation  project  were  
to  make  a  much  broader  selection  of  these  
important and valuable documents available more 
widely, particularly to the UK scholarly 
community.  The  new  digital  resource  was  to  be  
supported by the creation of extensive, carefully 
controlled metadata and a variety  of  finding and 
searching tools to facilitate its full exploitation. 

A.2.2 The digitisation was a collaboration between the 
Bodleian  Library  (University  of  Oxford)  and  
ProQuest, a private sector company that 
specialises in the creation and delivery of 
electronic resources for the education sector.  

A.2.3 For further information see the website: <http://www.bodley.ox.ac.uk/johnson/>.  

A.3 LBC/IRN Archive 

A.3.1 The  aim  of  Bournemouth  University  was  to  
digitise the LBC/IRN Archive and create a 
complete online searchable database. The 
records of early commercial radio were held on 
10-inch reel tapes in a bespoke storage facility, 
along with catalogue information that provided 
supplementary detail referencing the audio.  The 
archive covered the period 1973 – 1996 and 
contained recordings relating to news, current 
affairs features and dramas. The objectives were 
to select relevant material, create a catalogue 
based on existing information, digitise the tapes, 
then to place the audio and catalogue on a 
website available to Higher Education (HE) and 
Further Education (FE), 
<http://radio.bufvc.ac.uk/lbc/>. 

A.3.2 The  digitisation  work  was  contracted  to  a  
supplier through the EU tender process. The 
information on the card index and legacy 
computer was converted into a single file. The 
digitisation supplier provided each tape and its associated information, along with specialised 
software that allowed each audio clip to be segmented. A team of cataloguers was employed 
by Bournemouth University to enrich the information for each segment. The digitisation 
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supplier provided the information in a recognised structure, along with its enriched 
information and the associated audio clip. 

A.4 Oldbaileyonline 

A.4.1 The Old Bailey Proceedings are the reports of 
almost 200,000 trials for serious crimes which 
were held at the Old Bailey, London’s central 
Criminal Court between 1674 and 1913. Initially 
they were published as a popular magazine, 
widely  read  by  Londoners  of  all  social  classes  
keen to know the details of the latest grisly 
crimes. Over time, the Proceedings became more 
serious and more comprehensive and the 
audience narrowed. 

A.4.2 The trial records are an exceptionally compelling 
resource. They provide a rich and detailed record 
of the lives of ordinary Londoners. As well as 
being of interest to academic historians the 
material is also interesting and attractive to a 
much wider audience: family and local historians, 
schools and the general public. 

A.4.3 The project (a collaboration between the 
University of Hertfordshire, University of Sheffield 
and the Open University) received money for the digitisation from the Big Lottery Fund New 
Opportunities Fund (under the Digitisation of learning materials programme) and the Arts and 
Humanities Research Council (AHRC). The digitised resource provides access to the text and 
scanned images of the trial records, marked up and tagged to provide powerful searching 
tools. In addition the website provides historical background materials and resources for 
schools. 

A.4.4 Following receipt of further funding, the website was redesigned, updated and extended in 
April  2008 to include the whole of the Proceedings and texts of Ordinary’s Accounts (“richly 
detailed narratives of the lives and deaths of convicts”) which have been linked to the 
relevant trials. For further information on the oldbaileyonline, see the website: 
<http://www.oldbaileyonline.org>. 
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A.5 Archival Sound Recordings 

A.5.1 The British Library’s Archival Sound Recordings 
website, conceived as a way of increasing access 
to the Sound Archive’s extensive collection, went 
live  in  autumn  2006.  A  project  to  develop  the  
website was funded by JISC, with the UK’s Higher 
Education (HE) and Further Education (FE) 
communities as the primary audience. Academic 
institutions  have  access  to  a  wide  range  of  
downloadable content and a small proportion of 
content is available to other users (including the 
general public) as streamed files which cannot be 
downloaded. For more information on the British 
Library Archival Sound Recordings, see the 
website: <http://sounds.bl.uk>. 

A.5.2 The website  was developed on the basis  that  its  
content would be used by academics, teachers, 
students and researchers. In the past audio has 
arguably been undervalued by the academic 
community in comparison with other primary 
sources. The appointment of an Engagement 
Officer signals a desire to address this under-utilisation of audio. 

A.6 Freeze Frame 

A.6.1 The Freeze Frame project set out to conserve 
many of the historical photographic negative 
collections held in the Scott Polar Research 
Institute (SPRI) readily available to researchers 
and others without the need to travel to 
Cambridge in person. Due to the fragile nature of 
much of the SPRI photographic collections, 
access was severely limited. The Institute’s 
oldest photographs are daguerreotypes, a 
significant number are on glass plates, while 
other more modern negatives are, by their very 
nature, difficult to view. Research access to these 
collections has hitherto been negligible due to 
their format. 

A.6.2 The digitisation process has ensured that each 
image is preserved in its present condition for 
future generations to view. High-resolution tiff 
files are stored as digital preservation copies 
while smaller jpegs may be provided for research 
access. 

A.6.3 A  dedicated  team  was  recruited  to  carry  out  the  digitisation,  metadata  creation  and  to  
produce the educational resources to stand alongside the images. While the Franklin, Fiennes 
and Ponting images may be some of the most evocative, particular highlights have been the 



   

A Case studies in detail 

CC403D006-1.0     Page 47 
 

expeditions of the 1930s which mapped both the Arctic and Antarctic and whose photographs 
document  both life  in  the Polar  Regions and the development  of  science and technology in  
these hostile environments. 

A.6.4 For more information, see the project’s website <http://www.freezeframe.ac.uk> 


