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Guidance 

High level 

General objectives 

Applies to all parts of 
the organisation and 

collections 

Written in natural 
language to be read 
by a human being 

Preservation 
Procedure 

More detailed level 

General approaches 

Written in natural 
language to be read 
by a human being 

Control 

Specific, measurable 
objectives 

Applies to specific 
collections or formats 

In two forms: natural 
language and 

machine readable 
form (RDF) 



Guidance policy 

• This will be at a high level that a Director of an 
organisation would understand. Topics: 
• Preservation goals & strategies of an organization 

• Designated Community/Stakeholders 

• Digital Objects 

• Metadata 

• Authenticity  

• Rights 

• Standards  

• Organisation  

• Storage 
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Preservation Procedure 

• Preservation Procedure:  Natural language human 
readable policy which may encompass the whole 
organisation or may be focused on a particular 
collection or material type depending on the needs  of 
the particular organisation 

• SCAPE outcome in this area will be information and guidance 
on how to construct this level of policy and what factors need 
to be taken into consideration when composing it for areas of 
particular interest in watch and planning.  
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The list of suitable data formats for digital preservation will be based on the following criteria:  
• Openness of the format: Is the format well described and is documentation available? Is 

the format subject to any patents? Is a licence or permission required to use the format?  
• Distribution of the format: Is the format used widespread? Will many programmes be able 

to understand the format?  
• Error tolerance of the format: Will a single bit error make the whole file unreadable? Has 

the format been compressed (lossless or lossy data compression)?  
• Acceptance of the format as a preservation format: How is the format evaluation on 

corresponding lists of recommended formats?  
• Dependency of the format of external sources of information, for example fonts or pictures 

with external references.  
• Ability of the format to embed data in other formats, for example embedding of video in a 

pdf-file.  
 
Based on these criteria the owner of the digital collections can add a data format to the list as 
“Recommended” and “Accepted”.  



Control 

• These are statements derived from the Preservation 
Level, which are in both a human readable and 
machine-readable form.  
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Model links a particular content set 
(collection) with a particular user 
community (specific requirements) with 
specific measurable objectives which can 
be tested automatically  
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Context of policy in the preservation life cycle 

This work was partially supported by the SCAPE Project. 
The SCAPE project is co‐funded by the European Union under FP7 ICT‐2009.4.1 (Grant Agreement number 270137). 



Preservation Policy Elements 
Related Guidance Policy The name of the guidance policy this element is related to. 

Definition/Description Information to describe/define what the element is, using standard glossaries 
wherever possible. 

This is to minimize the possibility of confusion about the purpose of including the 
element in policy. 

Why An explanation as to why this particular element is important in policy making.  

This enables the policy maker to make a judgement as to whether the explanation 
applies in their organization. 

Risks The risks of not having a policy statement in this area are highlighted. 

Of course other tools such as DRAMBORA [ref] and ISO16363 [ref] can also be used 
for risk analysis. 

Life Cycle Stage The DCC lifecycle [ref] stage is identified here to help in understanding where and 
why the element is important to consider 

Stakeholders Using the SHAMAN stakeholders, the roles within the organisation who 
may/should have a role in deciding on policy in this area are identified. 

Cross References It is rare that a policy element stands in isolation, this enables the end user to find 
related policy elements within the catalogue to ensure consistency. 

Examples To assist in framing the policy decisions, examples from existing policies are used 

Control Policy Some sample control policies for this area are shown to give some context to the 
element. 

Questions to foster discussion The final section contains some questions that the end user might find helpful in 
framing their approach to the policy element 
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1. Preservation Procedure Policy: Decide on number of copies, geographical distribution and organisational distribution  

Related Guidance Policy Bit Preservation 

Definition/ Description One of the approaches in mitigating the risk of data loss is creating copies of the digital material distributed on different technology (e.g. one copy on tapes and 
one copy on disks), stored in different geographical locations and administered by different staff or organisations. It is important that active bit preservation takes 
place, including regular checks between the different copies etc. Sometimes there are restrictions to the geographical location where the copies can be stored, 
either legally (not out of the country) or practically (e.g. in the cloud or with external parties).  
  

Why In order to keep data safe it is vital to avoid single points of failure. This can be avoided by making more copies, storing the copies in different locations and on 
different hardware/media and administering it by different staff.  
  

Risks Keeping only one copy of digital material or keeping multiple copies in the same location endangers the preservation of the digital material as there will be single 
points of failure. 
  

Life cycle stage Preservation Planning, Store 

Stakeholder  Technology Manager:responsible for ensuring the proper systems for bit preservation 
Operational Manager/Information Operator/System Architect/Technology Operator/Solution Provider: responsible for administrating systems and performing 
bit preservation 
  

Cross Reference  Functional Preservation 
Trustworthy Digital Repository  
  

Examples State and University Library, Denmark : “The two copies will be stored by using different technologies, and the library makes sure that both copies are not 
controlled by the same organisational unit and/or person.” (Source: http://en.statsbiblioteket.dk/about-the-library/dpstrategi) 
  

Control Policy For collection x: 
 No-of-copies = 3 
 No-Geographic locations >= 3 
 Geographic locations SHOULD be in EU 
  
For collection z 
 No-of-copies = 4 
 No-Geographic locations = 4 
 Outsourcing IS allowed 

  
Questions to foster 
discussions  

 Does your organisation have procedures in place for duplication of digital material in the repository?  

 Does your organisation have procedures in place for storing copies in different geographical locations with different staff affiliated to the different 

copies? 

 Does your organisation have planned budget for the bit preservation activities? 

 Does your organisation have plans in place for monitoring the integrity between the copies? 
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example 

This work was partially supported by the SCAPE Project. 
The SCAPE project is co‐funded by the European Union under FP7 ICT‐2009.4.1 (Grant Agreement number 270137). 

http://en.statsbiblioteket.dk/about-the-library/dpstrategi
http://en.statsbiblioteket.dk/about-the-library/dpstrategi
http://en.statsbiblioteket.dk/about-the-library/dpstrategi
http://en.statsbiblioteket.dk/about-the-library/dpstrategi
http://en.statsbiblioteket.dk/about-the-library/dpstrategi


Conclusion 

• Having explicit policy in natural language is important 

• Expressing policy in machine testable ways is more 
complex but can bring benefit through use of tools 

• Points to note: 
• natural language preservation procedure policy defining acceptable 

states  in statements  but control level defining measurable attributes 
in questions    

• Written policy is at a fairly abstract level and practicalities may be 
addressed in implementation plan/job procedure document or one-off 
project plan 

• Implicit information understood by human audience which needs 
explicitly expressing for computers 
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