National Museum of the AmeRican Indian

Metadata Schema

Olympic Peninsula Community Museum Project
Latest revision:  October 5, 2006

Note: This document explains how data fields should be filled-in for the National Museum of the American Indian database. This database is a collection of images owned by NMAI, selected for use in the Olympic Peninsula Community Museum digital collection, digitized by various people, then described/indexed using this metadata schema.

	
	Field name used to describe this collection
	Dublin Core equivalent
	How to fill-in this field

	1
	Title
	Title: searchable, public field
	A name given to the resource.

Describe what the item is and the tribe the object is affiliated with.

NMAI should provide the basic information that will enable title formulation.
Capitalization: use AACR2R, appendix A.

Citation of information source: Whenever possible, a note should be created describing the source of the title information.

Collocation of titles: it was common to use the same word or phrase at the beginning of the titles for all pictures showing a similar representation; this is useful as all images sort alphabetically by title in search retrieval displays; thus, for example, the following titles were used:
· Makah Mask Representing Human

· Makah Halibut Killing Club

Note how both titles begin with “Makah” for collocation purposes.

	2
	Photographer
	Creator: searchable, public field
	Entity primarily responsible for making the content of the resource.

All photographs were taken by ‘Smithsonian Institution.’

	3
	Date
	Date: Non-searchable, public field
	Year in which the original artifact was produced or year in which photograph was taken.
Form of the date should be specific year only; for example, ‘1925.’ If the date is unknown, either enter ‘n.d.’ or, preferably, assign an approximate date using ‘ca.’ only as a qualifier (not ‘before,’ ‘probably,’ etc.), as in ‘ca. 1925.’ Other representations of approximate dates can be expressed in the Title and Notes fields, as appropriate.

Approximate dates should be used in combination with the Dates field to enable searching of multiple dates (see that field description for details).

Leave field blank for unknown dates.

All dates are unknown for the NMAI collection contributed to the Olympic Peninsula Community Museum project.

	4
	Dates
	Date: searchable, hidden field
	Used in conjunction with the Date field. This field is searchable but it is hidden to the public (unlike the Date field, which is not searchable but visible to the public).

When the Date is a single year, enter the same year in Dates. 

When the Date is approximate (for example, ‘ca. 1925’), Dates should list a range of dates five years on either side of the approximate date. The date range should be on a single line, with years separated from each other by a space; thus Date = ‘ca. 1925’ means Dates = ‘1920 1921 1922 1923 1924 1925 1926 1927 1928 1929 1930.’

Date ranges can be longer or shorter than five years on each side, if appropriate. Exercise judgment on what the best date range is.

When the Date field is empty, leave the Dates field empty.

	5
	Earliest Date
	None: Non-searchable, hidden field
	Enter the earliest date in ISO 8601 format (that is, YYYY-MM-DD or YYYY-MM or YYYY).

If there is only one date, the earliest and latest dates will be identical.

	6
	Latest Date
	None: Non-searchable, hidden field
	Enter the latest date in ISO 8601 format (that is, YYYY-MM-DD or YYYY-MM or YYYY).

If there is only one date, the earliest and latest dates will be identical.

	7
	Notes
	Description: searchable, public field
	Include any information of importance that is not represented elsewhere. Each note should be written as a paragraph separated from contiguous Note types using a ‘double break’ (that is, <br><br>); if the contiguous note is the same Note type however, it should be separated by a single break (that is, <br>).

Note types and the order in which they should be used:

1. Material note:. Describe the material out of which the artifact is created. Examples:
· Material: Wood
· Material: Metal, bone
2. Production method note. Brief statement of production method for the artifact. Examples:
· Production method: Effigy-Carved
· Production method: Carved, painted

3. Transcriptions of Accompanying Material note. Transcriptions of informative textual information that in any way accompanies a resource, whether it’s handwritten on a piece of paper, stamped on a negative sleeve, typed on a label filed with the image, written on the object etc. 
4. Name Cross Reference note. Alternate forms of names listed elsewhere in the metadata. Whenever possible the source of the variant spelling should be listed (after the note, in square brackets).
· [None of these notes were required to describe the FTM Fannie Taylor prints.]

5. Source of information in any field. List all sources of information; if possible use a standard citation format. All NMAI information has been provided by NMAI and the following is entered here for all images: ‘Artifact information provided by the National Museum of the American Indian.’

6. Other note. Enter here any other type of note not described above.

	8
	Subjects (LCTGM)
	Subject: searchable, public field
	In general:

Subject headings representing the artifact: what it is, its use, etc..

Specifically, topical headings taken from TGM I.
Geographic subdivisions representing the place of the artifact’s origin. The form of these subdivisions is: ‘--Washington (State)--[most specific, current place name],’ as follows:

· Furnishings--Washington (State)--Neah Bay

· Textiles--Washington (State)—Clallam County
When entering multiple headings, separate them using a single break (that is, ‘<br>’).

TGMI is available at http://www.loc.gov/rr/print/tgm1.

	9
	Subjects (LCSH)
	Subject: searchable, public field
	Subject headings representing the tribe and tribal location or reservation. 
Specifically, headings from Library of Congress Subject Headings (LCSH); 
When entering multiple headings, separate them using a single break (that is, ‘<br>’).

Library of Congress Subject Headings are available at Library of Congress Authorities at http://authorities.loc.gov. 

Examples:

· Makah Indian Tribe of the Makah Indian Reservation, Washington

· Quinault Tribe of the Quinault Reservation, Washington

	10
	Personal Names
	Subject: searchable, public field
	Known names of people prominently depicted in the image. Headings should be taken from Library of Congress Authorities at http://authorities.loc.gov whenever possible.

No people are depicted in the NMAI collection thus far.

	11
	Geographic Location
	Coverage: searchable, public field
	Name of the political settings of the content of the resource, listing country, state, ‘Olympic Peninsula,’ county and city information, in that order, as follows:


[Country]—[State or Province]—Olympic Peninsula—County (if known)—City.
Reservation are not be listed here but in the Subjects (LCSH) field.

Name forms should be taken from the Getty Thesaurus of Geographic Names at http://www.getty.edu/research/conducting_research/vocabularies/tgn/.
Entries in this field should represent the setting as it is currently designated. Any previously-used names should be entered in Title and/or Notes fields, as appropriate.

Examples:

· United States--Washington (State)--Olympic Peninsula

· United States--Washington (State)--Olympic Peninsula--Clallam County--La Push

	12
	Digital Collection
	None: Searchable, public field
	Name of the database containing the digital objects.
Enter ‘North West Coast Native American Artifacts.’

	13
	Catalog Number
	Identifier: Searchable, public field
	The Image Number assigned by NMAI.

If multiple catalog numbers are required, values can be separated by a single break (that is, ‘<br>’). In this case, some sort of description of each number would be helpful.

If no catalog number is provided, leave the field blank.

	14
	Ordering Information
	None: Non-searchable, public field
	Instructions for ordering.

Enter ‘Prints or digital files of this material is available to the general public. However, the NMAI would use discretion regarding objects that would not be appropriate for distribution, such as ceremonial or sacred objects. Contact the NMAI Photo Archivist at NMAICollections@si.edu.’

	15
	Repository
	Source: searchable, public field
	The institution where the item is physically located.

Enter ‘National Museum of the American Indian (U.S.)’

	16
	Repository Collection
	Source: searchable, public field
	Original physical collection name.

All NMAI images contributed to the Olympic Peninsula Community Museum project represent artifacts in the ‘Leo J Frachtenberg Collection’ which, accordingly, is entered in this field.

	17
	Type
	Type; searchable, hidden field
	Describe the digital resource using the Dublin Core Type Vocabulary available online at http://dublincore.org/documents/dcmi-type-vocabulary/
Enter ‘StillImage’ for all photographs of artifacts.

	18
	Physical Description
	Format: searchable, public field
	Describes the original resource using Anglo American Cataloging Rules, Second Edition, 1998 Revision, chapter 10.
Enter dimension whenever possible; all images so far do not have dimensions listed..

Examples:
· 1 basket : vegetal fiber and cordage
· 4 whistles : wood.

	19
	Administrative Notes
	None: Non-searchable , hidden field
	Staff-only messages are entered here. 

	20
	Digital Image Information
	Format; Non-searchable, public field
	General description of the scanning process.

This is unknown for the NMAI collection and the field has been left blank.

	21
	Image File Name
	None; searchable, public field
	Enter digital file name as it was received from NMAI.

	22
	Grant
	None; searchable, hidden field
	Enter ‘Community Museum Project.’

	23
	Exhibit
	None; searchable, hidden field
	Special field denoting any CMP exhibit information. For authorized use only.
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