Best Practice Archive Guidelines for Creating Collections

Intended for individuals and projects, our goal is to promote the production of archive-quality materials and the preparation of existing corpora for archiving. 

Remember the hit-by-a-bus possibility: make sure that the materials you produce are in good shape at every stage in their production, in case they have to be picked up and completed by someone else.

I. Getting started

Search for an archive that covers your linguistic or geographical area:

1. OLAC Archives;

2. Relevant publications (e.g. SSILA newsletter);

3. Other researchers in the same area;

4. Funding agencies (DOBES, the Rausing Project).

II. If there is a suitable archive:

Go to their website and/or write to their contact person, and follow their guidelines for:

· obtaining consent to archive materials;

· intellectual property and defining access restrictions;

· sorting materials into archival objects;

· metadata;

· formats;

· depositing materials with the archive.

III. If there is no suitable archive:

A. Follow these steps, referring to the archive checklist for additional information, including links to readings, examples, and tools.

1. Ask for advice from the OLAC archive advisors or someone at a BP Archive.

2. Establish a convention for naming materials as they are created, considering how they will be sorted into archival objects. Example: label recordings by tape number, side letter and item number (rec1A1), or by minidisk and track number, or by speaker initials (GSM1). Whatever convention you choose, make sure it can be extended infinitely and that you apply it consistently. Use some kind of track marker to clearly mark the end of each track, item, story, etc. For example, record an introduction in the contact language, or turn the recorder off (leaving a nice clunking sound). This will help digitizers who do not know the language recorded on your materials separate items on a single tape, CD, or minidisk.

Clearly label every tape, disk, notebook, diskette, shoebox, or other object and keep track of all objects and the items recorded or written on them in a log or database of some kind. Nothing could possibly be more important than clearly and coherently labelling all field materials in such a way that another person can figure out what goes with what.
3. Choose a metadata schema and create metadata for each item concerning:

· the language: identify the variety as narrowly as possible and/or use the corresponding Ethnologue code (http://www.ethnologue.com/);

· the creators: list the full name of everyone who had a major role in the creation of the resource and identify the nature of that role;

· the date and place in which the item was created;

· IPR and access restrictions;

· the intellectual content: provide both a keyword and a brief prose description;

· the resource: identify the equipment, software, and methods used to create the resource; give a brief description of the recording conditions; and rate the overall quality on a scale of 1 (best) to 5 (worst). (1 applies only to recordings made in sound studios.)

4. Choose a digital library system that 

· runs on your platform and

· supports your metadata.

This may be a database, such as Access or Shoebox, that you use to keep track of items as they are created, consultant information, etc. You can easily create records that include fields for your metadata using any common database application. This will not only make the task of archiving your materials easier, it will also help you keep track of what you've done and where your materials are.

5. Define a policy concerning IPR and develop a consistent practice for obtaining consent (forms, recorded statements). The best source for information on developing this policy will be other researchers who have worked in your region or language community, who are familiar with the customs and mores of the area, and your native speaker consultants.

6. Follow Best Practice Recommendations for creation and conversion of resources to ensure that the materials you produce are of archival quality.

Be sure to record information about the equipment, software, and methods you used to create materials, and some description about the conditions under which recordings are made. 

7. Badger your research community into establishing a proper archive to serve your linguistic or geographic area.

B. Building a Best Practice Collection - Links

Links to readings & tools on other EMELD pages

