


High-level workflow development

Appraisal, transfer, processing, storage

Appraisal,

Institutional Goals of the transfer,

processing,
context workflow storage
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Acadia University

» Located in Wolfville, Nova
Scotia in the Annapolis Valley

* Approximately 4,000 students

* Primarily undergraduate
institution

RACADIA




Archives & Special
Collections

Three archival collections

University records

Private records about the history
and culture of the Annapolis Valley

Atlantic Baptist Archives

Special collections

27 collections
50,000 titles

52 ACADIA




Archives & Special
Collections

Staff

« Digital Archivist (me) started August 2023
* Archivist

* Archives Coordinator

« Archives & Special Collections Assistant

Digital records program
* AV material inconsistently identified in database

« Storage of digitized documents on old hard
drives

« Limited capacity to care for born digital records




Workflow development

. Starting point to guide work

. High level understanding, goal to find tools that will fit the
workflow, not workflows for a particular tool

. Communication tool to help stakeholders understand my work
. Road map to identify needs

. Goal: As straightforward and simple as possible




Appraisal
Transfer

Processing

Storage




Create file list
and file format Normalize files
identification

Obtain physical Create working

media copy for ingest
Physical

media

Quarantine and

Request to virus check Create high-level
; Cloud Re-evaluate description

acquisition and
end process

Generate

transfer records transfer checksums

transfer
method

Direct copy, transfer
through OneDrive

Conversation about policy
and procedures for
electronic records donation

Process right Package for
away? storage

Communicate

- _ Transfer to
receipt of transfer
long-term
Selection & storage
deduplication
Download to
processing
workstation
Remove
Donor interview/ r:cndtammated files Identify Pl and !
Accept Yes | survey and transfer anl create report access restrictions
transfer » agreement or deed of —
request? gift____ N
‘ » =, 1
| Create Describe Monitor file
End process accession material formats and
record o storage
e




1. Appraisal

Donor interview/survey
and transfer agreement

Conversation about
policy and procedures

Accept Yes
transfer

Request to
transfer

or deed of gift

tor electronic records
records : request?
donation

. Information about accepted file
formats

. Information on the types of
records we collect

. Donor digital materials survey

. Deed of gift/transfer agreement




2. Transfer

Cloud Direct copy,
transfer transfer

through
One Drive

Download to

Communicate
receipt of
transfer

processing
workstation

Decide on Create accession
transfer method record
Mo

Remove
contaminated

Obtain physical Quarantine and

F'n}':'iscil»:::l ] media virus check = ::;;:eate
. Transfer and packaging Re-evaluate
. . acquisition and
mstr.uctlons | | end process
. Equipment for physical media
transfers
. Virus scanning procedures &

cybersecurity




3. Processing

Create high-
Create working (Generate level Process right . Package for
copy for ingest checksums description away? storage

&

Crea:ce file list Normalize Selection & Identify Pl and
and file format

. . o access
; s files deduplication o
identification restrictions

Describe
4  material

. Tools for checksums, normalization,
file format identification

. Metadata requirements

. Format and specifications for
packaging for storage




4. Storage

Transfer to
long-term
storage

Package for
storage

Monitor file
formats and
storage

. Long term storage location and
capacity

. How and how often to monitor for
fixity

. How will bags be packed for storage




Takeaways

. Iterative workflow development as a tool to build a digital
preservation program

. |dentifies areas in need of policies, workflows, tools, and
resources

. Many more workflows to come!

Ciaran Purdome

Digital Archivist

Acadia University
Ciaran.Purdome@acadiau.ca
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