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	Photograph Collections
	Dublin Core
	Description

	Title
	Title: searchable, public field; required field
	Describe ‘who,’ ‘what,’ ‘where,’ ‘when,’ as applicable.

Generally titles begin with ‘who’ and/or ‘what,’ then describe ‘where’ (by city or town), then end with ‘when’ (a date). (More detail below.)

Only the first word and proper names should be capitalized, generally speaking (capitalization questions can be resolved by referring to AACR2R, Appendix A).

Brackets or quotation marks should not be used in the Title field.

‘Who’ and ‘What’ information:

Begin the title describing who/what the image is ‘of’ or ‘about. If the image is ‘of’ a place in general, the title can begin with ‘where’ information.

[Note on displays of multiple images in CONTENTdm: after a user’s search query, image thumbnails display alphabetically by title, with the titles beneath the thumbnails. If titles begin with what the image is of or about, images about the same subject will be grouped together in search retrieval displays.]

[Note on generic titles: Titles should strive to uniquely identify the image; consequently generic titles have been avoided. For example, titles describing what the image ‘is’ – ‘Photograph’ or ‘Stereocard’ – have not been used; additionally, using a general class for what the image is ‘of’ – ‘Tree’ or ‘Boy’ – has been avoided.]

[Note on transcribing title information: text from any source can be transcribed in the title, such as text printed on the image, handwritten information on the back of the photo, a reference book, etc. A note should be created describing the source of all titles, when applicable, especially for transcribed titles (see the Notes field below, specifically Note type 7).]

‘Where’ information:

In the Title field the city, county or town name should reflect the name at the time the photograph was taken.

If unknown, ‘where’ information should either be omitted or approximated. When approximating, qualify the place with either ‘Possibly,’ or ‘Probably;’ for example, ‘Barbershop interior showing two barbers shaving two customers, probably in Renton, ca. 1910’ [Note: ‘Probably’ has been used to suggest more certainty than ‘Possibly.’]

Sometimes adding the town or city creates redundancy in the title; for example, Renton High School is in Renton. In some cases these types of redundancies have been avoided, in others they have been entered in the metadata: it is a judgment call for the cataloger. The most important consideration is that ‘where’ information will be understandable and accessible to users.

If the only known location information is a geographical feature, such as a lake, enter the name of the geographical feature.

‘When’ information:

Always include a date when known. Use the form ‘April 25, 1925’ appended to the end of the title; that is, enter the month, day and year, as available.

If only an approximate date is known, use ‘ca.’ as in ‘ca. 1925.’ Some dates can use ‘Before’ or ‘After’ as in ‘Before 1926,’ or a date range can be entered using four digit dates, such as ‘1915-1916’ (not 1915-16). Other representations of approximate dates should be avoided (such as 1920s, 1930-ish, etc.)

Sources of dates should be cited in the Notes field (this can be done using various Note types, but only one such Note should be created).

If the date cannot be determined in any way, enter ‘n.d.’ to represent ‘no date.’

Examples:

· Vivian Burmester at six months old outside the Pringle residence, Renton, June, 1911

· Newcastle Hotel exterior showing a man outside entrance, Newcastle, 1919

	Photographer
	Creator: searchable, public field; required field


	Photographer and/or firm associated with the creation of the original photograph.

If the photographer of the image-in-hand is different than the original photographer, a note should be created to describe the photographer of the image-in-hand (this can be done in the Notes field using note type 2).

Each name should appear in one form only. Variant name forms can be entered in the Notes field (specifically as a Note type 6 described below).

Whenever possible the form of the name should be taken from the Library of Congress Authority File (at http://authorities.loc.gov/) 

Other sources can be used when the name is not represented in the Library of Congress Authority File. However when another source is used, it should be cited in the Notes field (specifically using Note type 8 below).

In all cases source of the photographer name should appear in Notes (this can be done using various Note types, but only one such Note should be created).
Invert personal names (Lastname, Firstname).

If the photographer is not known, enter ‘Unknown.’

If more than one photographer/firm is associated with the creation of the original image, enter all names and separate them with a single break (that is, ‘<br>’).

Examples

Greene, Stan

Nowell, Frank H., 1864-1950<br>Lowman & Hanford Co.

	Date
	Date: Non-searchable, public field; required field
	Year in which the original photograph was taken.

Form of the date should be specific year only; for example, ‘1925.’ If the date is unknown, assign an approximate date using ca.; for example, ‘ca. 1925.’ Other representations of approximate dates can be expressed in the Title and Notes fields, as appropriate (see those field descriptions for details).

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

Specific dates (for example, September 12, 1933) should be entered in the Title field and can be noted in the Notes field (see those field descriptions for more details).

If a date is not possible to assign, enter ‘n.d.’ to represent ‘no date.’

	Dates
	Date: searchable, hidden field; required 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 ‘n.d.’ is entered in the Date field, leave the Dates field empty.

	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 only by a single break (that is, <br>).

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

1. Notes describing the content of the image. These are primarily transcriptions of miscellaneous information that describe the content of an image, but can include notes or ‘captions’ written like a museum exhibit label. Content Notes should have something like a citation following the note in square brackets; for example:
 

· '[source of note: David M. Buerge. Renton: Where the Water Took Wing].'

· ‘[source of note: Wilma, David. “Potlatch festival held in Seattle beginning July 17, 1911” in HistoryLink.org and last viewed at http://www.historylink.org/output.CFM?file_ID=2422].’
When a Note was created at the Renton Historical Museum but the exact source is not known, add the following to the end of the Note: ‘[Renton Historical Society note].’

Some examples of Note type #1:

a. First downtown grade school, built in 1871 at 3rd and Main. The school originally housed 12 pupils; by 1876 there were 82 pupils [Renton Historical Society note].

b. Originally Renton's first city jail and later converted into a dog pound.<br>Located at Wells Avenue South just north of South Second Street.<br>Near current site of Swanson Apartments [Renton Historical Society notes, July 2002].

2. Statement of responsibility note. Create a note describing anybody associated with the creation of the image and not entered in the Photographer field. [No notes of this type have been required as of October 28, 2003.]

3. Additional Recto Information Note: transcriptions of textual information either ‘in’ the image or ‘on’ the image. Wording for this type of Note includes:

a. Caption on image: …

b. Handwritten on image: …

c. Caption [on mount / below image / below legend / below title]: …

d. Handwritten on mount: …

e. Stamped on mount: …

f. Embossed stamp in lower left corner: …

g. Photographer’s reference number printed on image: …

h. When multiple Additional Recto Information Notes are transcribed, use this format: 
i. [Handwritten/Printed, etc.] on recto: [Note 1].<br>[Note2].<br>[Note 3].

4. Additional Verso Information transcriptions of textual information on the backs of prints. Wording for this type of Note includes:

a. Handwritten on verso: …

b. Typed on verso: …

c. Stamped on verso: …

d. Typed label on verso: …

e. Many names and accompanying dates are haphazardly handwritten on verso of duplicate image, including:

f. When multiple Additional Verso Information Notes are transcribed, use this format: 
i. [Handwritten/Typed, etc.] on verso: [Note 1].<br>[Note2].<br>[Note 3].

5. Accompanying Material Note: transcriptions of textual information that in any way accompanies and image, whether it’s handwritten on a piece of paper, stamped on a negative sleeve, typed on a label filed with the image, etc. Wording for this type of Note includes:

a. Handwritten on sleeve: …

b. [Caption / Handwritten] on duplicate image: …

c. [ Handwritten/Typed] [note / letter / list] filed with image: …

d. Letter from T.M. Jenner in sleeve identifies some of the men in the photograph: …

6. Name Cross Reference: enter alternate forms for names that appear elsewhere in the metadata. Wording for this type of Note includes:

a. Ella Bowman married and renamed herself Ella Crosson.

b. Photographer also known as …

7. Source of Title Proper Note: This note type has not been used as of October 28, 2003, although it is highly recommended. A lot of information is entered or even transcribed into the Title field, sometimes without justification or explanation. Some kind of note describing the source of Title information could be useful and illuminating. Wording for this type of Note:

a. Title taken from [source].

8. Source of Date and/or Source of Creator and/or Statement of Location Note. The source of the date should always be entered. Often this will be explained in a transcribed note; for example, if an Additional Recto Information Note reads, ‘Handwritten on verso: 1925’ and the date in Title and Date is 1925, a Source of Date Note will not be used (that is, the Additional Recto Information Note is an adequate citation of date source). When citing a single source for multiple fields, list the fields in the following order: ‘date’ first, ‘source of creator’ second, ‘source of location’ third. The form should be as follows: 

a. Date, photographer name and location supplied by Renton Historical Museum.

9. Publication, Distribution, Exhibit History, etc. These would describe any such dissemination of an image. These have not been used as of October 28, 2003 to describe the Renton Historical Museum’s digital collection.

10. Nature, Scope or Artistic Form (genre) and information concerning the Physical Description. These describe any physical characteristics of the image not represented in Physical Description. Examples of this type of note include:

a. Photograph cut and pasted to mat.

11. Information concerning the Museum’s Holdings. These describe any pertinent collection or holdings information. Examples of this type of note include:

a. Renton Historical Society has a 35 mm negative of the original print on file.

	Subjects
	Subject: searchable, public field
	In general:

Subject headings representing the content of the images.

Specifically, topical headings and headings for event names, structure names and names of corporate bodies (organizations, companies, etc.) represented in the image are entered in this field. Names of individuals should be entered in Personal Names; names of geographic places should be entered in Places.

Geographic subdivisions representing the location depicted should be appended to every heading when the location depicted is known (see below for details).

When entering multiple headings, separate them using a single break (that is, ‘<br>’).

[Note: headings for places and personal names are not entered in this field, they are entered in Places and Personal Names, respectively; see those field descriptions for more details.]

Source of subject headings:

Headings should be taken from the Library of Congress Thesaurus for Graphic Materials I: Subject Terms (TGM I) whenever possible. All topical headings have been taken from TGMI. Corporate names and the specific names of events and structures however have been taken from the Library of Congress Authority File.

If a corporate name or a name for an event or structure is not listed in any of the Library of Congress resources but a subject heading is desired, another resource may be used or the most common form of the name may be entered (this should not be done for topical subject headings). Care should be taken to use the same form of the name each time the subject heading is used. At present all corporate names used have been taken from the Library of Congress resources.

TGMI is available at http://www.loc.gov/rr/print/tgm1; the Library of Congress Authority File is available at http://authorities.loc.gov.

Selecting terms:

To help the cataloger decide whether or not a subject heading is required, TGMI recommends, among other things, asking at least two important questions:

(1) Is this image informative regarding [the heading in question];

(2) If I were a researcher of [the heading in question], would I appreciate this item?

Catalogers of the King County Snapshots databases have aspired to ask these questions whenever in doubt.

General and specific entries:

For topical subject headings, only the most specific term should be used. A broader term and a narrower term in the same hierarchy should not be used simultaneously unless necessary. 

Specific name headings on the other hand should be paired with a general topical heading when available; for example, in another database, ‘Moran Brothers Company (Seattle, Wash.)’ has been used with ‘Boat & ship companies--Washington (State)—Seattle.’

A similar type of general/specific pairing has been required across fields as well; specifically, specific name headings in the Places or Personal Names field have been paired with general topical headings in the Subjects field. Thus, for example, when it is necessary to use ‘Cedar River (King County, Wash.)’ in Places, ‘Rivers--Washington (State)--Maple Valley’ should be entered in Subjects.

Geographic subdivisions:

Geographic subdivisions should be applied to TGM headings as often as possible. With few exceptions, the Maple Valley Historical Society Photograph Collection subject headings have the following subdivision string appended: ‘--Washington (State)--[city name]’ as follows:

Automobiles--Washington (State)—Maple Valley

Pioneers--Washington (State)--Hobart

Headings for geographic subdivisions are taken from the Library of Congress Authority File at http://authorities.loc.gov. Parenthetical qualifiers should be omitted. When a specific location is not listed the Library of Congress Authority File, look in the Tacoma Public Library’s Washington Place Names database (for Washington state places) at http://www.tpl.lib.wa.us/v2/nwroom/wanames.htm and at the Getty Thesaurus of Geographic names (for Washington places not in TPL’s Washington Place Names database) at http://www.getty.edu/research/conducting_research/vocabularies/tgn.
Geographic subdivisions will represent the place of depiction (not, for example, the place of origin).

When the current place differs from the historic place name, the current place name should be used. (Historic place names are entered in the Title field.)

When the place or setting is unknown, the heading should not be subdivided. If the complete subdivision string is not known, a partial string is okay (for example, ‘Automobiles—Washington (State)’ when the city cannot be determined but the car pictured is clearly in the state of Washington).

‘—King County’ should not be used to complete a geographic subdivision. County names are not used as subdivisions.

[Note: many TGM headings do not recommend the use of geographic subdivision (this is expressed by the omission of a ‘facet indicator’ beneath a term in the thesaurus); however all King County Snapshots databases have used geographic subdivision whether or not TGMI recommends such subdivision.]

Nationality subdivisions:

Some headings that do not have geographic subdivisions appended have nationality subdivisions instead. This has been done when a TGMI heading recommends the use of nationality subdivisions rather than geographic (this appears in the thesaurus in a ‘facet indicator’ beneath the selected heading). These recommendations have not always been followed, so cataloger’s judgment is a determining factor on whether or not a nationality subdivision is used.

In most cases, a geographic subdivision has been appended to a nationality subdivision, even when not recommended by TGMI.

Nationality headings should be taken from Library of Congress Authority File.

Other subdivisions:

Chronological subdivisions have not been used.

Subdivisions for names of ethnic, racial, and regional groups and with classes of persons (TGMI Appendix A), subdivisions with names of wars (TGMI Appendix C) and subdivisions used with corporate bodies and named events (TGMI Appendix D) have been used as appropriate. 

[Note: TGMI Appendix B, ‘Subdivisions Used With Names of Persons’ has not been used.]



Examples of complete Subjects fields: 
· Music ensembles--Washington (State)--Renton<br>Musicians--Washington (State)--Renton<br>Musical instruments--Washington (State)—Renton

· Sailors--American--Washington (State)--Renton

	Personal Names
	Subject: searchable, public field
	Names of people depicted in the image. Headings should be taken from the Library of Congress Authority File at http://authorities.loc.gov.

List only names of persons in this field; corporate names (organizations) and names of events and structures should be entered in Subjects; names of geographic and political places should be entered in Places.

If a name is not found in the Library of Congress Name Authority File, other sources can be consulted, as appropriate. If the name is not found in any source, the most commonly found form should be entered.

Each name in this field will have one and only one form. Alternate forms can be listed in Notes (specifically using Note type 5).

Subdivisions have not been used with names of persons.

Invert personal names (Lastname, Firstname).

Separate headings using a single break (that is, ‘<br>’).

When people are seen in an image but are not identified, enter ‘Unidentified.’ However if any single name is entered in Personal Names, the word ‘Unidentified’ should not be used. Also, if there are no people seen in the image, the field should be left blank.

When several names have are required to describe an image (such as with class photos) the names have been alphabetized by last name.

	Places
	Coverage: searchable, public field; required field
	Name of the political and physical/spatial settings of the content of the resource, as well as geographic features seen in the image. This includes states, cities, counties; mountains, bodies of water, etc., by specific name. Park names should also be entered here; however built structures like canals should be entered in the Subjects field.


Form of entry for cities and states: [Country—State or Province—City]. Name forms should be taken from the Library of Congress Authority File at http://authorities.loc.gov. When a specific location is not listed in the Library of Congress Authority File, look in the Tacoma Public Library’s Washington Place Names database (for Washington state places) at http://www.tpl.lib.wa.us/v2/nwroom/wanames.htm, then in the Getty Thesaurus of Geographic names (for Washington places not in TPL’s Washington Place Names database and all other places) at http://www.getty.edu/research/conducting_research/vocabularies/tgn/. 
When entering city and state names from the Library of Congress Authority File using the [Country—State—City] ‘string’ format, it is necessary to reformat the headings (this usually requires removing parenthetical qualifiers).
Form of entry for counties, neighborhoods and geographic features are not entered as “strings” and should be entered exactly as they appear in LCSH.

Entries in this field should represent the setting as it is currently designated. Any historical setting names should be entered in Title and Notes as appropriate.

Examples of cities:

· United States--Washington (State)—Renton

· United States--Washington (State)--Newcastle

Examples of counties (not yet used for the Maple Valley Historical Society Photograph Collection):

· Snohomish County (Wash.)

· King County (Wash.)

Examples of geographic features:

· Cedar River (King County, Wash.)

· Washington, Lake (Wash.)

	Digital Collection
	None: searchable, public field
	Renton Historical Museum Photograph Collection. 

	Serial Number
	Identifier: searchable, public field; required field
	The Serial Number uniquely identifies the image. Drop initial zeros (for example, when the serial number is listed ‘007,’ enter ‘7’).

Enter the Renton Historical Museum Serial Number.
Examples 
1082
1077A

	Ordering Information
	None: not searchable, public field
	Instructions for ordering and information about permissions to use the image.

Enter: “To order a copy of this photograph, please call (425) 255-2330 or email sgreen@ci.renton.wa.us and mention the Serial Number.”

	Credit Line
	Rights: non-searchable, public field
	Explains what credit(s) must be given by anybody publicly using the image. 

Enter: “Any use of this image must contain the following credit: Image [serial number for the given image], Courtesy of the Renton Historical Society, Renton.”

A Serial Number for each image must be entered in this field.

	Repository
	Source: non-searchable, public field; required field
	The institution where the item is physically located. 

Enter: “Renton Historical Museum.”

	Repository Collection
	Source: searchable, public field; required field
	This field contains the collection name (when applicable).

To create a collection name, enter the donor name followed by the word “Collection.”

Examples
Jack Priebe Collection
Oliver Hazen Collection

	Physical Description
	Type: searchable, public field; required field
	Describes the resource scanned.

Generally follows AACR2R Chapter 1, Section 5, except the punctuation is slightly altered (as in the examples below) and ‘specific material designation’ is taken from the Library of Congress Thesaurus for Graphic Materials II: Genre and Physical Characteristics Terms (not from AACR2R Chapters 2-13) available online at http://lcweb.loc.gov/rr/print/tgm2/.

This format consists of the following elements: [the quantity] [space] [what the object ‘is’ as described by TGM II] [a colon followed by a space] [whether the image is ‘b&w’ or ‘color’] [a semi colon followed by a space][the object dimensions in inches rounded up to the nearest 1/8 inch, recorded as height ‘x’ width].

When measuring the object, either (1) the whole object has been measured (so that mats, mounts, etc. are included in the dimensions), or (2) the image space only has been measured. The latter method – measuring the whole object – has been the preferred method during the King County Snapshots project. Both methods however have been used.

Examples:
· 1 photographic print: b&w; 5 x 8 in.
· 1 photographic postcard: b&w; 3 1/4 x 4 3/8 in..

	Object Type
	Type:  searchable, hidden field; required field
	Enables cross-searching with UW collections.  This field will always contain the term UW would use to describe the object:  namely, “Photograph” or “Negative.”

At present all scanned items have been photographs.

	Type
	Type: searchable, public field; required field
	Describe the physical object using the Dublin Core Type Vocabulary available online at http://dublincore.org/documents/dcmi-type-vocabulary/. 

All Renton images were photographs so the only value that should be entered here is ‘Image.’

This field is required for all databases at the University of Washington, including King County Snapshots databases.

	Digital Reproduction Information
	Format: non-searchable, public field
	Describes the digital conversion process.

Enter: “A photographic print was scanned as a 3000 pixel [wide or high] TIFF image in [24-bit RGB color or 8-bit grayscale], resized to [‘640 pixels in width’ or ‘600 pixels in height] and compressed into JPEG format using Photoshop 6.0 and its JPEG quality measurement 3.”

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

	CD Number
	None: non-searchable, hidden field
	Lists the CD name/number on which the TIFF file is located. 

Examples: RH_0001, RH_0002, etc.

	Image File Name
	None: searchable, hidden field
	File name of the image on the CD (this is the file name assigned by the scanner; it should be a TIFF file).

File names are 8-charaters in length in the following format: RH000001, RH000002, … RH000363, etc.


	Band beneath image
	Not applicable
	Courtesy of the Renton Historical Society, Renton [no period]  


Color [of band]: &hFFFFFF [white] [i.e., FFFFFF]

Height of band in pixels: 30

Font: Verdana

Font style: Regular

Size: 8 [point]

Effects: [none]

Color: Black [check sample]

Script: Western

Resize font if the message is too large to fit on band: [yes, check this box]
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