Digital Collection Guidelines

1. Purpose

Newark Public Library’s digital collection and preservation efforts are designed to allow
members of the community and patrons around the world easier, long-term access to
materials about the history of New Jersey and Newark, to allow wider research and use of
our unique collections. The digital collection allows for searching, browsing, retrieval and

reusc.

2. Digitizing Materials
A. Selection of Materials to Digitize
Selection of materials for digitization is based on our physical collection development policy.
We will prioritize material which meet any of the following criteria:
e Rare or unique
e Not within copyright
e Physical items which are deteriorating in condition
e In demand from patrons
e Relevant to Newark’s community especially minority populations.
Materials selected do not necessarily represent the views of the Newark Public Library but

instead represent various historical periods.

B. Digitization Formats

To the extent possible, all items digitized for our digital collections will be scanned in



archival resolution and file format, as recommended by the Library of Congress and other
authorities. As of 2023, we will use the “3000 pixels” rule, with no less than 600 dpi for images
and 300dpi for textual materials.

Preservation formats: We will use .tiff for images and textual items and books, when
possible. We will use .wav for audio files and .mov or .mp4 for video files.

Usage formats: We will use .jpg or .jp2 for images and .jpg, .jp2 or .pdf for textual

items. We will use .mp3 for audio files and .mp4 for video files.

3. Digital and / Or Born-Digital Collections
Born digital collections that fit our physical collection development policy will be accepted with
consideration of the following criteria:
e Size of collection / cost to store
e Importance of material for research and community
e Quality, format and resolution of digital files
As time allows, finding aids will be created for born-digital collections, prioritizing those which

are not publicly accessible, to improve access.

4. Digital Preservation
All material added to our public digital collections and/or kept for long-term preservation will be
stored for long-term access in at least three (3) separate drives: one which is a cloud drive
through Amazon Web Services S3, the library’s network drive, and a hard drive stored in the NJ
room’s offsite storage. As needed, the archivist will do a review of digital formats to access

whether any file types are at risk of obsolescence.



At least twice yearly, hard drives will be reviewed to make sure all files are present and correct

size.

5. Access and Use
The Newark Public Library strives to provide as much access to materials as possible, in
accordance with its mission to serve the community. We provide access through a third-party
display system: currently Internet Archive. Material will be made available on this repository for
public access unless there is known copyright. In cases of unknown copyright, material will be

made available and removed if there is a takedown request from a copyright holder.

All material that is made available for access will be available for download in low resolution
format, however, Newark Public Library will hold the preservation files and users must obtain

permission from NPL to use the preservation copies.

6. Metadata Policy

We will use subject headings from the Library of Congress Graphic Thesaurus for
Graphic Materials, Getty Art and Architecture Thesaurus and our local catalog. Due to
limited staff, items will be uploaded with whatever metadata is available, which will be
improved upon as time allows. Metadata will be saved with the digital preservation files so

that materials can be moved to a different repository if necessary.



7. Maintenance and Removal
The library reserves the right to remove material from the digital collections for any reason

including collection weeding or copyright dispute.



