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Digitisation Toolkit

The digitisation toolkit provides a checklist which is intended to ensure that projects address key areas when planning digitisation work.

Note that an online version of this toolkit is available at 
<http://www.ukoln.ac.uk/qa-focus/toolkit/>. 

The online version provides links to relevant QA Focus resources.

	1. Workflow

	Have you defined a clear workflow for digitisation, providing ample opportunity for quality checks?

If so, please give brief details of the processes involved and the required timescale.


	

	

	2. Monitoring progress

	Have you implemented some method of monitoring progress on a day-by-day basis and noting any modifications made to the resource?

Please provide brief details.


	

	

	3. Preservation

	Have you established procedures to ensure your data is accessible in the long-term? Have you written documentation to describe your resource in sufficient detail and established a preservation policy and backup procedures?

Please provide brief details 
	

	

	4 Technical Set-up

	Have you identified the technical set-up required for successful completion of the digitisation project and allocated specific funding and skills to purchase and configure the hardware?

Does the chosen architecture allow you to implement your chosen standards?
	

	
	

	5. Formats For Digitisation

	Have you chosen a digital format that meets your requirements, is well documented, and may be used by your target audience with little difficulty?

If so, please indicate how your choice meets your requirements.
	

	

	6. Independent Testing

	If producing a resource that will be available to the general public, have you commissioned independent testing to highlight potential bugs, bottlenecks and faults?

Have you assigned a sufficient amount of time & funding to resolve any highlighted issues?



	

	O[

	7. Interoperability Issues

	Have you identified problem areas that may limit interoperability at a later stage?

If so, please give details.


	

	

	8. Life After Project Funding

	Have you developed plans to address the status of your Web site after the project funding has finished?

If so, please give details.


	

	

	9. Legal Issues

	Have you ensured that the content of your Web sites is legal and that there are issues concerning copyright, IPR, acceptable content, accessibility, freedom of information, data protection, etc.

If so, please give details.


	

	


	10. Training And Staff Development

	Do you have a training strategy to ensure staff involved in developing and managing your project has received appropriate training?

If so, please give details.


	

	

	11. Resourcing Issues

	Have you the resources needed to implement the above?

If so, please give details.
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