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Preamble

What is an Institutional Repository?
An institutional repository is an archive or store for full-text papers and materials from members of an organisation such as a university.  It allows research to be preserved and show-cased, and helps improve article citation rates.  It also helps researchers to meet funding body requirements to make their research publicly available.  
What is the purpose of this document?

This document outlines initial policies for the University of Bath Institutional Repository.  There are seven policy sections:  Metadata, Data, Content, Submission, Preservation, Accessibility and Exit Strategy.  

The emphasis is on plain language understandable to repository users.  More detailed documentation will be developed in time.
This document is not intended as a statement for legal purposes.

Why is this document important?
This is a base document upon which more detailed policies and procedures will be developed, such as copyright policy and deposit procedures.

This initial set of policies is needed to inform decision-making processes for software and technical requirements and to provide a clear outline on the material to populate the repository.  

Approval of the policies outlined in this document will help the development of the repository move forward at the University of Bath.
1. Metadata Policy for information describing items in the repository

1.1 Metadata definition

Metadata is defined as “data that describes other data. For items in open access repositories, this usually consists of a full bibliographic reference, abstract, keywords, and similar information”. (SHERPA Open Access Glossary, http://www.sherpa.ac.uk/glossary.html)

1.2 Schema (and profile) to be used
The schema to be used is the Scholarly Works Application Profile based on Dublin Core.  For more information, please visit:
http://www.ukoln.ac.uk/repositories/digirep/index/Eprints_Application_Profile
1.3 Access to Metadata

1.31 Anyone may access the metadata free of charge.
1.3.2 Access to some of the metadata is controlled.

1.4 Re-Use of Metadata

1.4.1 The metadata may be re-used in any medium without prior permission:
· Provided that is it for not-for-profit purposes
· Provided that is it not re-sold commercially 

· Provided that is it the OAI Identifier or a link to the original metadata is given.
· Provided that the repository is mentioned.

1.4.2 The metadata must not be re-used in any medium for:

· Commercial purposes without formal permission
2. Data Policy for full-text and other full data items

2.1 Access to Full Items

· Anyone may access full items free of charge.
· Access to some full items is controlled.

2.2 Re-Use of Full Items

2.2.1. Permissions and conditions

All full items are individually tagged with differing rights permissions and conditions.

2.2.2. General full-item re-use policy:
Single copies can be reproduced, displayed or performed, given to third parties, stored in a database in any format or medium for personal research or study, educational purposes or not-for-profit purposes without prior permission or charge provided that the authors / title and full bibliographic details are given, a hyperlink and/or URL are given for the original metadata page, copyright or permission information is provided, and the content is not changed in any way.
Full items must not be harvested by robots except transiently for full-text indexing or citation analysis.
Full items must not be sold commercially without formal permission of the copyright holders.
This repository is not the publisher; it is merely the online archive.
Mention of the repository is appreciated but not mandatory.
3. Content Policy for types of document & data set held

3.1 Repository Type

This is an institutional repository.
3.2 Content Policy

3.2.1 Content Restrictions

The repository is restricted to:
· Research papers (pre- and postprints)

· Conference and workshop papers

· Theses and dissertations (MPhil & PhD)

· Books, chapters and sections
· Patents

Initially the repository will be populated with very recently published material (2005+), and work currently in process.
3.2.2 Paper Inclusions
Papers may include:

· Unpublished pre-prints and working papers (not peer-reviewed)
· Final peer-reviewed drafts (post-prints)

· Published versions
Papers are individually tagged with their peer-review, version and publication status.
3.2.3 Unsuitable Material

Unsuitable material includes:

· Material intended for commercialisation

· Papers containing confidential material

· Papers which may infringe a legal commitment to the University
Authors may wish to embargo full-text pending patent, publisher, license or other requirements.

For papers which fall outside of the above specifications, please contact the Repository administrator.
4. Submission Policy concerning depositors, quality & copyright
4.1 Eligible Depositors

Items may only be deposited by academic staff, registered students or delegated staff of the University.
4.2 Deposition Rules for materials submitted into the repository
Eligible depositors must deposit metadata for all their publications.

Eligible depositors must deposit full texts of all their publications although they may delay making them publicly visible to comply with publishers' embargos.

4.3 Moderation

The administrator vets items for the eligibility of authors/depositors, relevance to the scope of the repository, valid layout & format, the exclusion of spam, metadata accuracy and consistency and facilitates the transfer of material from the Personal Information Portal to the Repository.  

The administrator will contact the author/depositor of the item for discussion if necessary.
4.4 Content Quality Control

The validity, authenticity and ownership of the content of submissions is the sole responsibility of the depositor.

4.5 Publishers' and Funders' Embargos

Items can be deposited at any time, but will not be made publicly visible until any embargo period has expired.
4.6 Copyright Policy

Authors/depositors must take responsibility to ensure copyright requirements are not infringed.
If the repository receives proof of copyright violation, the relevant item will be removed immediately.

5. Preservation Policy

5.1 Retention Period

Items will be retained indefinitely.
5.2 Functional Preservation

The repository will try to ensure continued readability and accessibility where items will be migrated to new file formats where necessary, where possible, software emulations will be provided to access un-migrated formats, it may not be possible to guarantee the readability of some unusual file formats.

University of Bath will seek to work with external partners to:

· convert or migrate file formats

· develop and implement software emulations for old file formats

· record preservation metadata

· backup items in external archives
5.3 File Preservation

The repository regularly backs up its files according to current best practice.
The original bit stream is retained for all items, in addition to any upgraded formats.
5.4 Withdrawal Policy

Items may not normally be removed from the repository.
Acceptable reasons for withdrawal include: 

· Proven copyright violation or plagiarism
· Legal requirements and proven violations
· National Security 
· Falsified research 
· Academic leaving
5.5 Withdrawn Items

Withdrawn items are not necessarily deleted per se, but are removed from public view.
Withdrawn items' identifiers/URLs are retained indefinitely.
The citation for the withdrawn item will remain available to avoid broken links and to retain item histories, together with a note explaining the reasons for withdrawal
5.6 Version Control

Changes to deposited items are not permitted. 
Errata and corrigenda lists may be included with the original record if required.
If necessary, an updated version may be deposited.  The earlier version may be withdrawn from public view.  The original URL will be linked to the latest version.

Items are allocated a checksum to facilitate the detection of alterations.

6. Accessibility

6.1 Repository design

The repository conforms to W3C standards for conformity and validation, and Section 508 of the US Rehabilitation Act for accessibility.

6.2 Content format

Content should be deposited in native format and conversion format (ie. PDF) for consistency across the repository,  ease of access and preservation.
6.3 Interoperability
The repository will be interoperable and compliant with generally accepted standards for search, harvest and re-use of metadata.  
7. Exit Strategy

7.1 Closure Policy

In the event of the repository being closed down the database will be transferred to another appropriate archive

7.2 Administration and Staffing

Administration and staffing of the repository will be reviewed as part of a risk management assessment to ensure continued appropriate levels of service.
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