North Olympic Library System

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 North Olympic Library System database. This database is a collection of images owned by NOLS, 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 (data structure)
	Dublin Core equivalent
	How to fill-in this field (data values and data content)

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

Describe ‘who,’ ‘what,’ ‘where,’ as applicable.

Generally titles begin with ‘who’ and/or ‘what,’ then describe ‘where’ (by city or town).

Record the information in as ‘readable’ a format as possible; there are no specific rules except:
· ‘Where’ information: use the place name as it was known in the time depicted.
· Capitalization: use AACR2R, appendix A.

Whenever possible, a note should be created in the Notes field describing the source of the title information.

	2
	Photographer
	Creator: searchable, public field

	Entity (usually a person) primarily responsible for making the content of the resource.

Whenever possible the form of the name should be taken from the Library of Congress Authority File (at http://authorities.loc.gov/). If the form of the name is taken from another source, that source should be cited in the Notes field (note type 8 below).

All names should appear in one form only. Variant name forms can be entered in the Notes field (note type 7 below).

Whenever possible the source of information (not the source of the name form but the source that most authoritatively stated the creator name) should be entered in the Notes field (note type 8 below).

Invert personal names (Lastname, Firstname).

If the creator is not known, leave this field blank.

If there is more than one creator, separate the names with a single break (that is, ‘<br>’).
If creator information is very complicated, names and information can be entered in the Notes field (using note type 2).

	3
	Date
	Date: Non-searchable, public field
	Photographs: year taken; artifacts: year created; publications: year published.
Enter the date in a ‘readable’ format. If the date is unknown, assign an approximate date; if an approximate date cannot be assigned, leave blank.

Whenever possible a note should be created in the Notes field describing the source of the Date information
Date information should be used in combination with the Dates field to enable searching (see that field description for details).

	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).

Enter only the year or years in this field; months and days of month can be represented in other fields, as appropriate.

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

When the Date is approximate (for example, ‘ca. 1925’), Dates usually lists a range 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, Dates should also be 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 an unnumbered 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 thesuggested (but not necessary) order in which they should be used:

1. Notes Describing the Content of the Resource. Miscellaneous information that describes the content of a resource and does not qualify as any of the note types below. It is usually used for information gathered through original research. Sources of information for these notes should be cited in square brackets after the note; citation format is ungoverned; the most important consideration here is consistency.

2. Statement of Responsibility note. Create a note describing anybody associated with the creation of the resource and who was not entered in the Creator field, as appropriate. Also use this note type to clarify any confusing entries in the creator field, such as may result, for example, from multiple creators.

3. Related Resources note. Describe any related resource, as appropriate.

4. Transcriptions of Textual Information ‘in’ or ‘on’ the resource. This would be informative ‘recto’ information for photographic prints.

5. Transcriptions of Verso Information. Transcriptions of informative textual information on the back-side of a resource; primarily for photographic prints and related resources.

6. Transcriptions of Accompanying Material. 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, etc. Describe the location of the textual information as succinctly as possible; for example, ‘Handwritten on negative sleeve: mother feeding the ewes at Sommerville.’

7. Name Cross Reference. 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). 

8. Source of Title / Source of Date / Source of Creator / Source of Location Depicted information, or source of any information that needs to be recorded. If another note describes these sources, do not duplicate the information here. If several fields come from the same source, create only one note.

9. Publication, Distribution, Exhibit History, etc. Describe any pertinent dissemination of a resource. 

10. Nature, Scope, Artistic Form (Genre), or Physical Description note. Enter any pertinent information not entered in either of the [Dublin Core] Type or Format fields. For example, a photograph’s casing or mount may warrant description.

11. Information concerning the CCHS’s holdings. These describe any pertinent collection or holdings information. For example, CCHS may want to state that the scanned item is preserved at CCHS in multiple formats, etc. 

12. Resource Identifier. List any additional identifiers not listed in the Item Number field and not transcribed into another Note. This would include original photographer reference numbers.

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

Subject headings representing the content of the images.

Specifically, all headings (mostly topical headings and sometimes event and structure names) taken from TGM I; headings for corporate names, event names and structure names taken from LCSH should be entered in Subjects (LCSH). Names of individuals should be entered in Personal Names; names of geographic places should be entered in Location Depicted.

Geographic subdivisions representing the location depicted should be appended to topical headings as appropriate (generally in accordance with TGM I facet indicators). 

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

Source of subject headings:

Headings should be taken from the Library of Congress Thesaurus for Graphic Materials I: Subject Terms (TGM I). 

LCSH topical headings can be entered in Subjects (LCSH) whenever TGM I headings are inadequate, as time permits. If a TGM I heading is too broad and there is no narrower term, enter the broad TGM I heading here, then the more specific heading in Subjects (LCSH). If a heading is missing entirely from TGM I but is present in LCSH, enter only the LCSH heading in Subjects (LCSH). 
If a corporate name, a name for an event or structure, or a topical heading is not listed in any of Library of Congress resources (TGM I, LCSH, LC Authorities) but a subject heading is desired, another resource may be used or the most common form of the name may be entered in the Additional Subjects field. 

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

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 to accurately describe the resource. 

Specific name headings (usually entered in another field) should be paired with a general topical heading in Subjects (LCTGM). For example, the following headings should be paired in Subjects (LCTGM) and Subjects (LCSH) respectively: ‘Factories--Washington (State)--Kent’ and ‘Carnation Company--Washington (State)--Kent.’ Similarly, when something like ‘White River (Wash.)’ is entered in Places, ‘Rivers--Washington (State)’ should be entered in Subjects (LCTGM).
Geographic subdivisions:

Geographic subdivisions should be appended to TGM I headings when appropriate. The form of these subdivisions is: ‘--Washington (State)--[most specific, current place name],’ as follows:

Automobiles--Washington (State)--Forks

Pioneers--Washington (State)--Olympic Peninsula

Coastlines--Washington (State)--Clallam County

Geographic headings should go only one entry beyond the state level in the indirect string; the last entry should be as specific as possible (this entry should be equivalent to the most specific place name in Location Depicted). 

Subheading entries can be created for unverified places; however only verified cities should be entered; when the city is unknown, use county; if the county is also unknown, use ‘Olympic Peninsula’ unless there is verification that the image is set elsewhere.

As in the Location Depicted field, headings for geographic subdivisions should be taken from the Getty Thesaurus of Geographic Names at http://www.getty.edu/research/conducting_research/vocabularies/tgn/. Parenthetical qualifiers should be omitted. 

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.)

Other subdivisions:

Additional TGM subdivisions may be used; however this use is discouraged due to time constraints. For using these subdivisions, see the appropriate section of the TGMI Introduction (mostly section III and the lettered Appendices), available from http://www.loc.gov/rr/print/tgm1/toc.html.

	9
	Subjects (LCSH)
	Subject: searchable, public field
	Subject headings representing the content of the images. 
Specifically, headings from Library of Congress Subject Headings (LCSH); these include topical headings (when TGM I headings are inadequate), headings for event names, structure names and names of corporate bodies. Names of individuals should be entered in Personal Names; names of geographic places should be entered in Location Depicted, unless the best place name is found in LCSH, in which case it should be entered in this field.
Geographic subdivisions representing the location depicted should be appended to every topical heading (it’s okay to follow the instructions above in Subjects (LCTGM)/Geographic subdivisions; however LCSH subdivision rules should be followed whenever possible.)

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

Source of subject headings:

Library of Congress Subject Headings, available at Library of Congress Authorities at http://authorities.loc.gov. ; alternative interface: http://lcmarc.dra.com/LCAUTH 

	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 when available; in most cases this will not be possible.

List only names of persons in this field; corporate names (organizations) and names of events and structures should be entered in Subjects (LCSH); names of geographic and political places should be entered in Location Depicted and/or Subjects (LCSH).
If a name is not found in the Library of Congress Authorities, other sources should be consulted, as appropriate. If the name is not found in any source, the most commonly found form can be entered. (A local authority file should be used to control this field.)

Each name in this field should be entered in one form only. Alternate forms can be listed in Notes (specifically using Note type 7).

Subdivisions from TGM I, Appendix B may be used, as appropriate; however this is discouraged due to time constraints.

Invert personal names (Lastname, Firstname).

Multiple headings should be separated using a single break (that is, ‘<br>’).

	11
	Location Depicted
	Coverage: searchable, public field
	Names of the political settings of the content of the resource; geographic feature names and corporate location names, such as parks, should be entered in Subjects (LCSH).

This field includes country, state, ‘Olympic Peninsula,’ county and city information, in that order.

An indirect heading string should be used, beginning with country, as follows: Country—State or Province—Olympic Peninsula [whenever applicable]—County [if known]—City [if known]–more specific place or feature [if known]. Name forms in the string should be taken from the Getty TGN, available at http://www.getty.edu/research/conducting_research/vocabularies/tgn/.

Examples: 

· United States--Washington (State)--Olympic Peninsula--Clallam County
· United States--Washington (State)--Olympic Peninsula--Clallam County—Port Townsend

· United States--Minnesota--Bois Fort Reservation
· For a picture set on Mount Olympus: Location Depicted = ‘United States--Washington (State)--Olympic Peninsula--Jefferson County’ and Subjects (LCSH) = ‘Olympus, Mount (Wash.)’ + ‘Olympic National Park (Wash.).’

An entry in the indirect heading should be made only for those locations that are verified; if the location requires, for example, qualification in the Title (for example, ‘…possibly in Port Angeles…’), an entry should not be made for the qualified place, only for the verified places.
When a heading is required but not listed in TGN, use the following sources, in this order.

· Tacoma Public Library’s ‘Washington Place Names’ database available at http://search.tpl.lib.wa.us/wanames/ 

· http://www.mrsc.org/library/inctable.aspx?r=1 

· GNIS, available at http://geonames.usgs.gov/pls/gnis/web_query.gnis_web_query_form 

· Library of Congress Authorities available at http://authorities.loc.gov/ 

Entries should represent the setting as it is currently designated. Any previously-used place names should be entered in Title and/or Notes fields, as appropriate.

	12
	Digital Collection
	None: searchable, public field
	Name of the database containing the digital objects.

Enter ‘North Olympic Library Digital Collection.’

	13
	Item Number
	Identifier: searchable, public field
	The Image Number assigned by North Olympic Library.

If multiple item 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 item number is provided, leave the field blank.

	14
	Ordering Information
	None: Non-searchable, public field
	Instructions for ordering.
Enter ‘Items cannot be ordered.’

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

Enter ‘North Olympic Library, Port Angeles, WA’

	16
	Repository Collection
	Source: searchable, public field
	This field contains the original physical collection name.

All NOLS contributions to the Olympic Peninsula Community Museum project were from the same collection; enter ‘Bert Kellogg Collection.’

	17
	Object Type
	Type: Searchable, public field
	Enter genre/physical characteristic of the scanned item; that is, describe what the scanned item ‘is.’ Use Thesaurus for Graphic Materials II: Genre and Physical Characteristic Terms available at http://www.loc.gov/rr/print/tgm2/
All photographs in this collections have ‘Photograph’ in this field 

	18
	Type
	Type: searchable, hidden field
	Describe the digitized resource using the Dublin Core Type Vocabulary available online at http://dublincore.org/documents/dcmi-type-vocabulary/
Enter ‘StillImage’ for all photographs.

	19
	Physical Description
	Format: searchable, public field
	Describes the scanned resource using Graphic Materials - Rules for Describing Original Items and Historical Collections, chapter 3, available at http://www.itsmarc.com/crs/grph0199.htm. However dimensions can be entered to the nearest ¼ in.

First dimension is height, second is width.

All contributions to the Olympic peninsula Community Museum project were 35 mm slides described as follows:
· 1 slide : b&w ; 35 mm.

	20
	Administrative Notes
	None: Non-searchable, hidden field
	Staff-only messages are entered here.

	21
	Digital Image Information
	Format; Non-searchable, public field
	General description of the scanning process, including production of JPEGs.

Entry for all images for the NOLS contribution to CMP: ‘All images were scanned from 35mm positive transparencies using Microtek flatbed scanners set at 2400 ppi and saved as TIFFs. Using Adobe Photoshop 8.0, resized to 700 pixels wide or 600 pixels high (whichever was greater) or higher if required for legibility, adjusted the histogram, sharpened and saved using JPEG compression at quality rating 3.’

	22
	Image File Name
	None; searchable, public field
	Enter file name created while scanning.

	23
	Grant
	None; searchable, hidden field
	Enter ‘Community Museum Project.’
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