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Digitisation: Case Study from the University of Salford
Background

Information and Learning Services (ILS) constantly strives to review and update services and procedures so that the service that our end users receive is relevant and fit for purpose.

Modern technological innovation has led increasingly to developments in electronic access to material and allows the potential for an increased use of digitised material. ILS has played an active role in the development of electronic access to material. Increasingly, Virtual Learning Environments (VLEs) are coming to the fore and at the University of Salford the system in use is Blackboard. Salford students can access programme and module information via Blackboard and this includes module handbooks, lecture notes, timetables, reading lists and links to digitised material. 
The digitised material linked on Blackboard replaces the paper Off-print Collections that were once stored in filing cabinets at library issue desks at each site. Traditionally, material in the Off-print Collections were book chapters and journal articles that academic tutors had listed as essential reading on lists submitted to subject librarians. The items were acquired as paper Copyright-Fee Paid (CFP) copies from The British Library (BL) for students to use as a reference tool in the library.

With the general move from print to electronic, problems of storage space, the move towards a self-service environment in our libraries and technological developments leading to an increased use of VLEs, it became apparent that the organisation of the Off-print collections needed to be updated.

While the Off-prints were an important and well used resource, there were problems:

· Users wishing to access the material had to visit the issue desk of the relevant campus library.

· Distance learners were mostly unable to use the collection.

· The items could only be used in the library and were not for home use. 

· As issue desk staff had to retrieve the material for the user, the material was only available at times when the library service desk was staffed and not at times of late opening when a reference only self-service system was in operation. 

· Only one user at a time could access the item.

· Storage space issues became a factor as the collections grew.

A decision was made for the Off-print collection to be disbanded and for the material to be digitised and made available through Blackboard.

A new policy was produced, namely that academic tutors could select up to 5 items per module reading list to be made digitally available for their students via Blackboard.
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An electronic request form was created and a set of procedures that subject librarians could use to submit digitisation requests to the Collections team. The request form is used to order all types of item, including items in ILS stock, items already digitised for other modules and for items to be obtained as CFP copies from BL. A detailed account of the procedures and the request form template is accessible to staff from a shared network drive. 

Once received by the Collections team, request details are added to a spreadsheet stored on the shared drive folder for all staff to view. As items arrive or delay notifications are received, the spreadsheet is updated so that the requesting subject librarian can easily track the progress of submitted requests at any time.   
Initially CFP material was acquired from the British Library in paper form, once received it was sent to the Design and Print department within the University to be scanned and a digital copy created. A digital copy was returned to the collections team and after being checked for quality etc. the item was stored on a secure network drive and linked to Blackboard.

The development of the Higher Education Scanning Service (HESS) at the British Library now allows for the delivery of CFP material in electronic format which we can add to our digital collection. Orders are placed via email and when items are ready to be downloaded, an email notification is sent from BL which contain links to the requested material. The item is saved to a secure University filestore and linked to the relevant module on Blackboard.

HESS is a cost effective means of acquiring CFP material for our collections. It also reduces the time taken for material to become digitally available to end-users.

Current service

Ongoing change within ILS generally has led to a review in processes and procedures. A change in unit functions specifically has led to change of role and responsibility.

Subject librarians within the Liaison team were traditionally responsible for checking reading lists to ensure that subject material held in library stock matched the requirements of academic staff and students. Details of required material would then be passed to the Collections team for processing and ordering from various suppliers.

 

Previously digitisation requests were submitted by academics to Liaison staff and in turn the requests were passed to the Collections team for processing.  As we move towards the implementation of an online reading list system, the Collections team are now responsible for all reading lists activities and digitisation requests are now submitted directly to the Collections unit by academics via reading lists.

 

As lists are checked by reading list assistants, all requests for digitisation are catalogue and e-library checked. The lists are annotated to identify items in stock in paper format, items already 
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digitised for another module and items not in stock etc. The requests are then processed accordingly.

 

Requests for not-in-stock material are requested from BL via HESS as Copyright Fee Paid copies. Requests for item held in print form can be processed in various ways depending on urgency (late requests submitted by academics), availability of staff time and the availability/non-availability of material in electronic format from BL via HESS.

 

Ideally we photocopy in-stock material and send to ILS Design and Print department for scanning. The material is retuned via email attachment, saved to shared filestore and linked to the relevant area on the VLE, Blackboard for student access.

 

At critical times we will request ILS in-stock material via HESS. On such occasions we do not request the items as CFP as this is not needed. All material is linked to the relevant module area on Blackboard and the digitisation spreadsheet is updated to record all transactions.

Three pieces of advice

1) Think things through thoroughly. Identify all stages and processes from start to finish regardless of how small or inconsequential some stages may appear at first glance. These usually create the most difficulties.

2) Have a clear idea of how you wish the scheme to operate - will there be limits on number of items digitised etc? Ensure all interested parties agree and acknowledge any such limits.

3) Ensure that all staff involved with processing duties are trained to an acceptable standard and also ensure that they are aware of the ethos of the project 

Higher Education Scanning Service (HESS)
http://www.bl.uk/reshelp/atyourdesk/docsupply/productsservices/hescanning/index.html
For more information on this case study contact: 

Esther Platt, Content Delivery Officer, e.j.platt@salford.ac.uk
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