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The following guidelines are recommendations for best practice, developed by the 
Campus Digital Archive Advisory Committee.  
 
General Guidelines:  
 

• The University of Regina Campus Digital Archive is a repository for scholarly 
literature, research results, administrative materials and communication for 
University of Regina faculty, researchers, staff, and students. Materials submitted 
should be of a scholarly nature or be in support of the scholarly mission of the 
University. Examples of the type of material that are appropriate for the archive 
include, but are not necessarily limited to, the following: 

o articles or post-prints of published materials, when permitted by the 
commercial publisher  

o abstracts of copyrighted publications, with full citations to the publication  
o conference papers or presentations  
o course lectures or other course material that the author wants to preserve  
o working papers  
o research materials supporting scholarly publications 
o theses and dissertations 
o research papers  
o student research sponsored or approved by a Faculty or academic 

department 
o newsletters 
o journals  
o campus planning materials such as strategic plans, budget documents, 

committee or working group minutes or reports, etc.  
o permanent administrative documents 
o data sets  
o learning objects (as defined here: 

http://en.wikipedia.org/wiki/Learning_Object ) 
o works where the copyright has been transferred from the author(s) to 

another party (such as a publisher) but the copyright holder permits the 
author to make the material freely available 

• Materials submitted to the archive are intended to be available permanently. Even 
though a newer version of an item may be submitted, the previous versions will 
normally be retained and continue to be available in the archive. 

• Groups or individuals wishing to create a Community or Collection, or to modify 
the parameters of an existing Community or Collection, should contact the 
Library’s Digital Collections Administrator to discuss what is needed.  

• The Dr. John Archer Library is responsible for establishing Communities and 
Collections within the Campus Digital Archive in accordance with the wishes of 
the Community or Collection Liaisons. 

http://en.wikipedia.org/wiki/Learning_Object


• Information Services is responsible for maintaining the server, backing up 
content, and upgrading the software as needed. 

• The Community or Collection Liaisons are responsible for determining the 
individuals who may submit content and for monitoring the appropriateness of the 
content submitted to their Communities or Collections. 

• Submissions can only be made to an established Community and Collection by an 
authorized user. 

• All individuals wishing to make submissions or to review submissions on behalf 
of a Community or Collection must register individually as a user of the archive. 
The Library’s Digital Collections Administrator will set their individual 
permissions for submitting and/or reviewing content based on discussions with 
the Community or Collection Liaisons. 

• Materials submitted should be the intellectual property of the author, the 
department, the Faculty, the committee or working group, or the University and 
not be subject to copyright restrictions imposed by a third party.  

• Individual faculty members who have created a personal collection within the 
archive may continue to submit their work to the University of Regina’s Campus 
Digital Archive even after they retire from or leave the University. Their work 
will continue to be available in the archive indefinitely. 

• Materials should be submitted to the Campus Digital Archive either by one of the 
authors listed on the material, or by an appointed agent of one of the authors. In 
the case of group authorship, a member of the committee or working group may 
submit materials or appoint another agent to submit the materials. Under the 
coordination of the Library’s Digital Collections Administrator, Library staff will 
act as the agent of the author(s) or group, when requested.  

• When an agent acting under the direction of an author or copyright holder submits 
materials, there must be an explicit statement in email or paper that the author or 
copyright holder wishes to have the item(s) to be stored in the archive. A digital 
text file of the permission will be created by Library staff and stored in the 
archive as a supplemental license file. 

• There is no formal limit to the size of items submitted to and stored in the Campus 
Digital Archive. However, before submitting an item exceeding one Gigabyte in 
size, the Community or Collection Liaisons should contact the Library’s Digital 
Collections Administrator. Submitters should also consider the bandwidth 
limitations of prospective users and consider breaking large files up into smaller 
components.  

• Some Communities will wish to establish Collections where someone from the 
Community will review all submissions prior to making them public. In those 
cases, the designated Community or Collection Liaison shall review all items 
submitted to the Campus Digital Archive Community that he or she oversees. If 
review of each item is not a realistic goal due to the size of the collection or due to 
time constraints, the representative should carefully review the first few items 
submitted and thereafter periodically review selected items to ensure that 
community policies are being followed and that appropriate metadata is being 
provided.  



• When a new Campus Digital Archive Community or Collection is established, a 
staff member from the Dr. John Archer Library will review the first few items 
submitted. Based on that review, the Library’s Digital Collections Administrator 
may recommend or make changes to the metadata or to the Community’s 
submission process.  

• The Advisory Committee reserves the right to have the Library’s Digital 
Collections Administrator remove items from the Campus Digital Archive if 
notified by a third party of copyright infringement. In such cases, any affected 
authors and Community or Collection Liaisons will be notified.  

• The Advisory Committee reserves the right to have the Library’s Digital 
Collections Administrator remove items from the Campus Digital Archive if the 
Community or Collection Liaisons determine that the content is inappropriate. 

• The Advisory Committee reserves the right to modify these guidelines to address 
new problems and opportunities as they become recognized. 

 


