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Introduction
British Columbia Regional Digitized History (BCRDH) is a unique regional partnership involving
the University of British Columbia's Okanagan Campus Library and numerous community
memory institutions. Watch our video to learn more about what BCRDH is, how materials are
selected for inclusion on the BCRDH platform, the process for subsequent description and
ingest into the portal, and what our institutional partners have to say about us.
Video available at: https://bcrdh.ca/blog/explainer-video
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Navigating and Searching in BCRDH
Browsing
When navigating BCRDH you may not have a concrete idea of what exactly you are looking for,
or you may prefer to browse content over targeted search. In fact, most BCRDH users prefer
browsing over searching! The methods described below provide some pathways for browsing
BCRDH.

Browse Tab
The Browse tab is also located at the top right corner of the site.

Once you select the Browse tab you will be directed to this page, which lists the two
overarching BCRDH collections: Digitized Okanagan History and Kootenay/Columbia Digitized
History.
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These two collections group all of our partner repositories by region. By selecting one of the
collections, you will be then be able to browse and select one of the repositories whose
materials are held by BCRDH.

Once you have selected a repository, you will be able to see all of the fonds and/or collections
that they have made available via BCRDH. From here, you can select a fonds or collection and
navigate down the archival structure.
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Linked Data
While navigating BCRDH you may notice that certain fields in the description contain links.
These links connect people, subjects, geographic subjects (location), and sources (repositories)
so that you are able to see all of the items that have that use the same term, originate from the
same source or creator, or depict/mention the same person.
For example, while browsing you may find that you would like to find items that are
thematically similar to the one you are looking at. In this example, you could select the subject
"Parades & processions" to return materials with the same subject.
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Searching
When a search term is entered into the search box, BCRDH will return any occurrences of the
character string that appears in our descriptive information (also known as metadata), or in any
recognized text in documents that have undergone Optical Character Recognition (OCR). While
searching using keywords are a good first step to the information retrieval process, you may
find that the results returned by BCRDH are not exactly what you were looking for. The
methods mentioned below are specific to BCRDH's search engine and can be used to refine
your search to return optimal results.

Boolean Operators
Boolean operators allow users to create logical search queries that include or exclude certain
keywords. Most search engines allow the use of Boolean operators, but not all engines use the
same kinds. BCRDH utilizes the Boolean operators "AND", "OR", and "NOT" in search queries.
An "OR" statement is used when you want your search query to return results for more than
one keyword(s), but it does not matter which of the keywords are matched. This is especially
useful when you are searching for a topic that may be described in a variety of ways. For
example, if you were looking for information about the Okanagan Nation Alliance you might
want to write a query like: "Okanagan Nation Alliance OR Syilx". This would ensure that you
were returned results with either keywords present.

An "AND" statement is used when you want your search query to return only results that
include more than one keyword. For example, if you were looking for images that included both
a baby and a dog, you could write the query "baby AND dog".
A "NOT" statement is used when you want to ensure that certain keywords are not being
returned in your results. This is particularly helpful if you find that your search queries are
returning results that you do not want. For example, if you were looking for information about
labour in the B.C. Interior, but you kept getting unwanted results for Labour Day, you could
write the new query: "labour NOT day".
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In addition to "AND", "OR", and "NOT" statements, you can also use quotes and brackets to
further limit your search and create query strings. Putting quotes around keywords forces the
search engine to only return results where the keywords are in the exact order specified.
Brackets allow you to create segments within your query that can then be further limited by a
Boolean operator. For example, if you were looking for information about nursing during the
Spanish Influenza you might write a search query like: ("Spanish flu" OR "Spanish influenza" OR
"influenza pandemic" OR "la grippe") AND (nurses OR nursing). This query makes the search
engine look for results that fit any of the terms in the first set of brackets AND any of the terms
in the second set of brackets. The quotes around the terms in the first set of brackets also
ensures that you will not receive results about nursing during a different flu.

Wildcard Search
Wildcard searches are used to simplify search queries. Wildcards are represented by a lucene
character, in most cases a "*", and supplement one or more potential characters in a string.
BCRDH has limited functionality for wildcard searching for dates only. For example, if you were
searching for materials from the 1920s, you would search *192* in the date field. This would
ensure that all materials from the 1920s were returned in your results, whereas searching the
phrase "1920s" would only return results that had been described with that exact term.
Currently, wildcard or truncated searching outside of the date field will not work. To expand
your query, you will need to use a Boolean statement instead.

Subject Headings
BCRDH uses two major controlled vocabularies to classify our materials: the Thesaurus for
Graphic Materials (TGM) is used to classify photographs, and the Library of Congress Subject
Headings (LCSH) is used to classify textual records. Both controlled vocabularies are maintained
by the Library of Congress. Using a subject heading term in your search will return any items
that have been classified under that heading, but you can also select a subject heading link from
a metadata record to see other items that have been classified under that heading. These links
can be found under the "Subject" field on an item record.
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There are some cases where your keywords may be misaligned with the subject headings used
by our controlled vocabularies. For example, if you were conducting research on forestry and
logging and searched using the keyword "logging," you would find that BCRDH returned results
with logging in the title, but would exclude other results. This is because TGM uses the subject
heading "lumber industry" over "logging." By searching for the term "lumber industry" instead
you would receive more results. This can be particularly helpful if you are searching for
something specific, but there are multiple synonyms that the resource could be described
under. Both the TGM and LCSH sites allow you to search for terms and will point you toward
headings that have been discontinued, as well as broader and narrower headings for a
particular topic. However, there are terms in TGM and LCSH that may not have a match in
BCRDH. If you are looking for something specific and cannot find a subject match you may need
to try some of the alternative search strategies mentioned on this page. If you still have issues
afterwards, feel free to get in touch with us and we can offer more research support.

Faceted Search
Faceted search allows you to refine your search according to certain
parameters. BCRDH allows users to refine their searches by date, genre,
source, and type. To access search refinement features, first enter a search
query and wait for your results to load. The Search Refine menu will appear
to the left of your results. For some facets, you will need to select "show
more" to see the entirety of your options.
Date
To limit your results by date you have two options:
Drag the arrows on the histogram to include only the date range you are
looking for. The histogram's bars visualize the amount of results per date
range, so that you can be sure that your date range will not exclude all of
the results. The histogram only allows for refinement by five-year periods.
Specify an exact date range. To use this feature, first select "show" beside
the "Specify date range" option. To use this feature, enter in the exact date
range you would like in the "from" and "to" fields.
Once you have finished limiting your results press the "filter" button to update the page.
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Source
Source limits your results by the repository that supplied the material. This can be helpful if you
are looking for material from a specific repository, or you want to limit your results to materials
held by repositories in a particular geographic area.

Genre
Genre limits your results by the form, or cultural category, of the record in its original form. This
can be helpful if you are looking for specific material formats like photographs, maps, or
interviews.

Type
Type describes the form of the object – for example, image, text, sound recording, video
recording are all different “types.”
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To limit your search to a single source, genre, or type you can
simply select the link that you would like to limit your search by.
If you would like to exclude a source, genre, or type select the
minus (-) button beside the option you would like to exclude.
Faceted search can be used to refine a query what you have
explicit criteria for what you are looking for. For example, if you
were looking for the March 26, 1908 issue of the Kelowna
Courier & Okanagan Orchardist you may type "Kelowna
Courier" into the search box and then use the Date facet to limit your search to items between
March 1908 and April 1908.
However, faceted search can also be used as a mode of discovery. If you were interested in
browsing the photographs hosted by BCRDH, but had nothing specific in mind, then you could
perform a blank search and limit your search to just photographs using the Genre facet.

Advanced Search
Advanced search has to be accessed through BCRDH's homepage, and allows you to form a
complex search query that takes advantage of multiple search strategies. Creating a query using
advanced search is made up of three elements:
Field. This dropdown menu allows you to choose which field of metadata you would like your
keywords to parse.
Search terms. This is an open text field where you can enter the keywords or query that you
would like limited to the field that you selected
Boolean operator. This dropdown menu allows you to choose the Boolean operator that
dictates the relationship between the field you just filled out and the one below it.
The plus and minus buttons beside these fields allow you to add or remove additional fields to
your query. Using the advanced search feature can be helpful for researchers who are
comfortable writing advanced queries or are looking for specific materials.
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For example, let's say you were searching for materials on logging and forestry in Kelowna or in
Penticton. Using the advanced search feature you could build a query like the one below:

This limits our search so that only results will return that:
Were classified with the subject heading "lumber industry"
Were geographically located in either Kelowna or Penticton
There are numerous different combinations that can be used utilizing the advanced search
feature, or using any of the other search features outlined in this guide, to ensure that you are
receiving optimal results when using BCRDH. Happy searching!

Conducting Archival Research
Start with a Research Question or Topic
The key to conducting archival research, or any kind of research, is to know what you would like
to find. Depending on your research question, you may need to broaden or narrow your search
when using BCRDH. For example, if you were looking for information on the history of
breweries in Kelowna, just searching "Kelowna" would be too broad and return over four
thousand results. If you were to instead search "Kelowna AND Breweries" it would be easier to
find sources related to your topic.

Give Yourself Time
Since BCRDH predominantly contains unpublished, primary sources the research process can
differ substantially from using a library catalog or search engine. When using a catalog the
results returned to you are organized and described at the item level and generally consist of
published materials that are intended to be read or used by a wider audience. In contrast,
primary sources are often created for an alternative purpose, but are retained by archives or
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museums for their permanent historical, informational, administrative, or fiscal value. As a
result, it can take time to find the information that you are looking for and it may be in a form
that is harder to digest.

Understand How Archives are Organized
Libraries organize materials primarily by subject and at the item level. If you were to go to a
particular section of a library you would find
that the items next to each other would all
have a similar subject. Unlike libraries,
archives are organized hierarchically
and provenancially. This primarily means two
things for you as the researcher: 1)
that collections, or fonds, will be organized
according to the person or organization that
created them and 2) that you may need to
navigate up or down the hierarchy of the
collection/fonds to understand the context of
the item you are looking at.
Since the organization of libraries and archives
are so different, your may want to start by
thinking about where the information you are
looking for may have originated with or been
created by. In addition to using keyword
searches like you would in Google, it can be
helpful to search for important people or organizations related to your topic. Further, since
archives are not organized by subject you may not find an exact match for a search term, and
may need to try adjacent search terms, broader search terms, or synonymous search terms to
find material relevant to your research topic. Once you have selected a result, you may also
need to navigate up or down the archival structure to gain context for the result or to find more
relevant information.

Still Having Trouble?
If you are having difficulty locating resources in BCRDH that are relevant to your topic, it is
worth considering the following questions:
•
•

Have I considered which individuals or organizations would have created material
relevant to my topic and are they represented in BCRDH?
Am I looking for primary or secondary sources?
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•
•
•
•

Have I tried searching for synonyms of my topic?
Is BCRDH the appropriate place to conduct my search? Or is there another portal or
resource that would better search my topic?
Has the material I am looking for been digitized yet?
Has the material I am looking for been preserved by a memory institution? Or have I
found an archival gap?

If you are still having difficulty finding what you're looking for, send us an email and we can
point you in the direction of sources related to you research topic.
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Teaching with BCRDH
This section is intended for instructors, at all levels, that are interested in using BCRDH as a
teaching tool. The Teaching K-12 section is intended for primary and secondary school teachers,
and includes resources for teaching with primary sources of differing formats. The K-12 section
is aimed at social studies in British Columbia, but most of the resources are applicable to
teaching outside of the province and in other disciplines where historical primary sources
would be applicable.
The Teaching Primary Source Literacy section is aimed at faculty and instructors at the postsecondary level and provides guidance based on the Guidelines for Primary Source Literacy.
Though this section, is intended for learners at the undergraduate level, the general principles
are applicable to secondary school and graduate level learners as well.
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Teaching K-12
What are Primary Sources?
Primary sources are historical documents or materials with informational value that were
created or recorded at the time that a historical event or activity occurred. Primary source
materials typically have little to no contextual information and require analysis or
interpretation to understand. Using primary sources in the classroom allows educators in the
humanities and social sciences to incorporate inquiry based learning into their curriculum.
Primary sources come in many shapes and forms and can differ depending on the subject being
taught. Below are some common primary source materials that can be found in BCRDH:
•
•
•
•
•
•

Photographs
Newspapers
Maps
Postcards
Correspondence
Home movies

Primary Sources vs. Secondary Sources
Minnesota Historical Society. (2015, September 14). Primary vs. Secondary Sources [Video].
YouTube. https://www.youtube.com/watch?v=TgU1BcDStK0&feature=youtu.be

Getting Students Involved:
Have your students think about both the content of the materials, and the context in which
they were created. Students’ skill levels will differ depending on their grade level, but should
gradually move from the ability to summarize the information presented in a primary source to
being able to contextualize, interpret, and analyze primary sources. The interpretation of
primary sources will differ depending on the medium of the source.

15 | P a g e

Coordinated by
University of British Columbia
Okanagan Campus Library
3287 University Way
Kelowna, BC V1V 1V7
Tel. 250.807.9716
http://bcrdh.ca

Teaching with Textual Records
New York State Archives. (2014, February 7). Teaching with Written Documents [Video].
YouTube. https://www.youtube.com/watch?v=62bQxKrWNaM&feature=youtu.be

Handouts
Primary School
Secondary School

Lesson Plan and Activity Examples
Breaking the Colour Barrier Curriculum Materials [Grades 1-12]
Indian Residential Schools & Reconciliation: Teacher Resource Guide [Grade 5]
Lesson Resource Kit: Travels of Elizabeth Simcoe [Grade 7]
Lesson Resource Kit: Black Canadian Migration Experience [Grade 8]
Daily Life in Victoria Before and After the Fraser Canyon Gold Rush [Grade 10-12]

Using BCRDH
BCRDH holds over six thousand textual records on a wide variety of topics. To discover textual
content, students first need to type a keyword search into the search box on the home page.
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Afterwards, the search can be narrowed to only textual records using the toolbar on the left
side and selecting "text" under the Type heading.

Alternatively, narrower genres of textual records can be selected from the Genre heading, such
as newspapers, minute books, or periodicals.
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By using either method, students can navigate through a variety of records. By selecting an
item, they will be able to zoom in on the pages, flip through the pages of the record, search for
keywords within the record, and read information about the record.
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Teaching with Photographs
New York State Archives. (2014, February 7). Teaching with Photographs [Video]. YouTube.
https://www.youtube.com/watch?v=nerhmTiW32s

Handout Examples
Primary School
Secondary School

Lesson Plan and Activity Examples
Internment and Redress: The Story of Japanese Canadians [Grade K-6]
Japanese Internment Camps in British Columbia [Grade 6-8]
Flight Path of Heroes Aerial Photography Kit [Grade 7-12]
Using Clues to Analyze Photographs [Grade 9-12]
Hannah Maynard - Photography Mysteries Lesson Plan [Grade 9-12]

Using BCRDH
BCRDH holds over twenty thousand historical photographs on a wide variety of topics. To
discover photographic content, students first need to type a keyword search into the search
box on the home page.
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Afterwards, the search can be narrowed to only photographs using the toolbar on the left side
and selecting "photographs" under the Genre heading.
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Students can then navigate through a variety of photographs. By selecting an item, they will be
able to zoom in to the photo and read information about the photo.
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Teaching with Audio
New York State Archives. (2014, February 6). Teaching with Audio [Video]. YouTube.
https://www.youtube.com/watch?v=tcYeEykJLjk&feature=youtu.be

Handouts
Primary School
Secondary School

Lesson Plan and Activity Examples
Communicating Through Music: “Scott Joplin’s New Rag” [Grade K-2]
Oral History Lesson Plan [Grade 4-5]
Iroquois Confederacy Lesson [Grade 6]
Teaching with Oral History: Middle School [Grade 6-8]
The Ties That Bind: Building the CPR, Building a Place in Canada - Oral Histories and Social
History [Grade 6-10]

Using BCRDH
BCRDH holds over five hundred sound recordings of oral histories, interviews, meeting minutes,
and music of local importance. To discover sound recordings, students first need to type a
keyword search into the search box on the home page.
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Afterwards, the search can be narrowed to only sound recordings using the toolbar on the left
side and selecting either "sound" or "sound recording" under the Type heading.

Alternatively, sound recordings can be narrowed by genre by selecting "interview" or "minutes"
from the Genre heading, though this will result in mixed material types unless the search is
further narrowed by selecting "sound" or "sound recording" under the Type heading as well.

24 | P a g e

Coordinated by
University of British Columbia
Okanagan Campus Library
3287 University Way
Kelowna, BC V1V 1V7
Tel. 250.807.9716
http://bcrdh.ca

By using either method, students can navigate through a variety of sound recordings. By
selecting an item, they will be able to listen to the sound recording and read information about
it.
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Teaching with Video
New York State Archives. (2014, February 6). Teaching with Video [Video]. YouTube.
https://www.youtube.com/watch?v=rvkLxRKV0VE&feature=youtu.be

Handouts
Primary School
Secondary School

Lesson Plan and Activity Examples
A Recipe for Action: Deconstructing Food Advertising [Grade 7-9]
Three Minutes in Poland: A Lesson Plan [Grade 7-12]
Mini-Lesson for Ninth Floor [Grade 9-12]
The Living Room Candidate: Presidential Campaign Commercials 1952-2016
Documentaries: Searching for Truth

Using BCRDH
BCRDH holds over a dozen moving images of local importance. To discover audiovisual content,
students first need to type a keyword search into the search box on the home page.
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Afterwards, the search can be narrowed to only moving images using the toolbar on the left
side and selecting "moving image" under the Type heading.

Alternatively, students can select "home movies" from the Genre heading.
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By using either method, students can navigate through the moving images hosted by BCRDH. By
selecting an item, they will be able to watch the moving image and read information about it.
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Teaching with Maps
New York State Archives. (2014, February 6). Teaching with Maps [Video]. YouTube.
https://www.youtube.com/watch?v=nlJucxbREL4&feature=youtu.be

Handouts
Primary School
Secondary School

Lesson Plan and Activity Examples
Waldseemüller’s Map: World 1507 [Grade 3-8]
Local History: Mapping My Spot [Grade 3-8]
Our Ancestors - Sharing the Journey [Grade 6]
A Nation Takes Shape: Canada and the First World War [Grade 7-12]
Nations in Waiting: The BC Treaty Experience [Grade 7-12]

Using BCRDH
BCRDH holds hundreds of maps covering both regions in the B.C. interior, and the province at
large. To discover cartographic materials, students first need to type a keyword search into the
search box on the home page.
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Afterwards, the search can be narrowed to only maps using the toolbar on the left side and
selecting "map" under the Genre heading.

Students can then navigate through the maps hosted by BCRDH. By selecting a map, they will
be able to zoom in on the item and read information about the map.
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Mapping Curricular Competencies
Assignments and activities that utilize primary sources can fulfill certain curricular
competencies identified in the British Columbia social studies curriculum. The table below
identifies relevant primary source examples that can be used to achieve competencies by
grade, as well as mapping the B.C. curriculum onto the learning objectives identified in the
Guidelines for Primary Source Literacy1.
Grade Curricular Competency

Primary Source Literacy
Learning Objectives

Example

K, 1

Demonstrate historical
Explain the significance of empathy, curiosity about the
personal or local events, past, and appreciation for
objects, people, or places historical sources and historical
actors

Breaking the Colour
Barrier Curriculum
Materials [Grades 112]

K-3

Identify and communicate
information found in primary
Ask questions, make
sources, including summarizing
inferences, and draw
the content of the source and
conclusions about the
identifying and reporting key
content and features of
components such as how it was
different types of sources
created, by whom, when, and
what it is

Internment and
Redress: The Story
of Japanese
Canadians [Grade K6]

•

K-12

Use Social Studies inquiry
processes and skills to ask
questions; gather,
interpret, and analyze
ideas; and communicate
findings and decisions
•

Critically evaluate the
perspective of the
creator(s) of a primary
source, including tone,
subjectivity, and biases,
and consider how these
relate to the original
purpose(s) and
audience(s) of the
source
Situate a primary source
in context by applying
knowledge about the

The Ties That Bind:
Building the CPR,
Building a Place in
Canada - Oral
Histories and Social
History [Grade 6-10]
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time and culture in
which it was created; the
author or creator; its
format, genre,
publication history; or
related materials in a
collection

4

Ask questions,
corroborate inferences,
and draw conclusions
about the content and
origins of different
sources

Identify and communicate
information found in primary
sources, including summarizing
Waldseemüller’s
the content of the source and
Map: World 1507
identifying and reporting key
[Grade 3-8]
components such as how it was
created, by whom, when, and
what it is

4

Construct narratives that
capture the attitudes,
values, and worldviews
commonly held by people
at different times or
places

Critically evaluate the
perspective of the creator(s) of
a primary source, including
tone, subjectivity, and biases,
and consider how these relate
to the original purpose(s) and
audience(s) of the source

4, 5

Differentiate between
intended and unintended
consequences of events,
decisions, or
developments, and
speculate about
alternative outcomes

Situate a primary source in
context by applying knowledge
about the time and culture in
Our Ancestors which it was created; the author Sharing the Journey
or creator; its format, genre,
[Grade 6]
publication history; or related
materials in a collection

5, 6

Ask questions,
corroborate inferences,
and draw conclusions
about the content and
origins of a variety of

Identify and communicate
information found in primary
sources, including summarizing
the content of the source and
identifying and reporting key

A Nation Takes
Shape: Canada and
the First World War
[Grade 7-12]

Indian Residential
Schools &
Reconciliation:
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sources, including mass
media

components such as how it was Teacher Resource
created, by whom, when, and
Guide [Grade 5]
what it is
•

9

Recognize implicit and
explicit ethical judgments
in a variety of sources
•

•

Explain and infer different
perspectives on past or
present people, places,
9, 10 issues, or events by
considering prevailing
norms, values,
worldviews, and beliefs

•

Critically evaluate the
perspective of the
creator(s) of a primary
source, including tone,
subjectivity, and biases,
and consider how these
relate to the original
purpose(s) and
audience(s) of the
source
Examine and synthesize
a variety of sources in
order to construct,
support, or dispute a
research argument

History of Canada:
Historical Thinking
Concepts [Grade 11]

Critically evaluate the
perspective of the
creator(s) of a primary
source, including tone,
subjectivity, and biases,
and consider how these
relate to the original
purpose(s) and
Billy the Kid:
audience(s) of the
Perspectives on an
source
Outlaw [Grade 9-12]
Situate a primary source
in context by applying
knowledge about the
time and culture in
which it was created; the
author or creator; its
format, genre,
publication history; or
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related materials in a
collection
•

9

Assess the justification for
competing historical
accounts after
investigating points of
contention, reliability of
sources, and adequacy of
evidence

•

•

11

Infer and explain different
perspectives on people,
places, events,
phenomena, ideas, or
developments
•

As part of the analysis of
available resources,
identify, interrogate, and
consider the reasons for
silences, gaps,
contradictions, or
evidence of power
relationships in the
documentary record and
how they impact the
Framing Stories:
research process
Northwest Coast Art
Critically evaluate the
[Grade 9-12]
perspective of the
creator(s) of a primary
source, including tone,
subjectivity, and biases,
and consider how these
relate to the original
purpose(s) and
audience(s) of the
source
Critically evaluate the
perspective of the
creator(s) of a primary
source, including tone,
subjectivity, and biases,
and consider how these Teaching with Oral
relate to the original
History: High School
purpose(s) and
[Grade 10-12]
audience(s) of the
source
Situate a primary source
in context by applying
knowledge about the
time and culture in
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which it was created; the
author or creator; its
format, genre,
publication history; or
related materials in a
collection
•

11

Assess the credibility and
justifiability of evidence,
data, and interpretation

•

•

10,
12

Assess the justification for
competing accounts after
investigating points of
contention, reliability of
sources, and adequacy of
evidence, including data

•

Critically evaluate the
perspective of the
creator(s) of a primary
source, including tone,
subjectivity, and biases,
and consider how these
relate to the original
purpose(s) and
audience(s) of the
source
As part of the analysis of
available resources,
identify, interrogate, and
consider the reasons for
silences, gaps,
contradictions, or
evidence of power
relationships in the
documentary record
6and how they impact
the research process
Examine and synthesize
a variety of sources in
order to construct,
support, or dispute a
research argument
As part of the analysis of
available resources,
identify, interrogate, and
consider the reasons for
silences, gaps,

Breaking the Colour
Barrier Curriculum
Materials [Grades 112]

The Living Room
Candidate:
Presidential
Campaign
Commercials 19522016
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contradictions, or
evidence of power
relationships in the
documentary record
6and how they impact
the research process

12

Critically evaluate the
perspective of the creator(s) of
Identify what the creators
a primary source, including
of accounts, narratives, or
tone, subjectivity, and biases,
maps have determined to
and consider how these relate
be significant
to the original purpose(s) and
audience(s) of the source

Monuments and
Memorials: Who Is
Remembered?
[Grade 7-12]

12

Using appropriate
protocols, interpret a
variety of sources,
including local stories or
oral traditions, and
Indigenous ways of
knowing (holistic,
experiential, reflective,
and relational
experiences, and memory)
to contextualize different
events in the past and
present

In-Field Experiences
for Indigenous
Education [Grade K12]

12

Explain different
perspectives on past and
present people, places,
issues, or events, and
distinguish between
worldviews of today and
the past

•

•

•

Examine and synthesize
a variety of sources in
order to construct,
support, or dispute a
research argument
Use primary sources in a
manner that respects
privacy rights and
cultural contexts

Critically evaluate the
perspective of the
creator(s) of a primary
source, including tone,
subjectivity, and biases,
and consider how these
relate to the original
purpose(s) and

Daily Life in Victoria
Before and After the
Fraser Canyon Gold
Rush [Grade 10-12]
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•

audience(s) of the
source
Situate a primary source
in context by applying
knowledge about the
time and culture in
which it was created; the
author or creator; its
format, genre,
publication history; or
related materials in a
collection

1. Association of College and Research Libraries' Rare Book and Manuscript Section-Society
of American Archivists Joint Task Force on the Development of Guidelines for Primary
Source Literacy. (2018). Guidelines for Primary Source Literacy.
http://www.ala.org/acrl/sites/ala.org.acrl/files/content/standards/Primary%20Source%
20Literacy2018.pdf
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Additional Resources
Teaching Tools
Casemaker
Casemaker is an online tool developed by Bean Creative using a Library of Congress Teaching
with Primary Sources Program grant. Casemaker is aimed at middle grade students and allows
educators to build interactive challenges with primary source materials to use in the classroom.
Educators can use pre-built challenges or build custom challenges on their own. Students are
able to annotate and create presentations using the challenges in Casemaker.
Teaching with Primary Sources Research Learning Modules - PBS Learning Media
These research learning modules are aimed at grade 8-12 students and takes students through
the entire primary source research process. Modules include: Using Primary and Secondary
Sources; Analyzing Primary Documents; Writing a Thesis Statement; Creating a Research
Project; Digging for Historical Resources; Evaluating Sources; Using Primary Sources as
Evidence; How to Cite the Right Way; Analyzing Political Cartoons, Analyzing Charts, Graphs,
and Tables; Annotated Bibliography; and Media Literacy and Bias.
Instructional Architect
Created by the National Science Digital Library in the U.S., Instructional Architect is a tool that
allows teachers to create simple instructional websites that utilize digital libraries and
repositories like BCRDH in their courses. Sites created using Instructional Architect can be
published publically, or can be restricted so only their students are able to access it.

Research
Teaching with Primary Sources Journal [Open Access]
Each journal issue includes a feature article and activity examples at the primary and secondary
level.
Bober, T. (2018). Elementary educator's guide to primary sources: Strategies for teaching. ABCCLIO.
Edinger, M. (2000). Seeking history: Teaching with primary sources in grades 4-6. Heinemann.
Garcia, P. (2017). Accessing archives: Teaching with primary sources in K-12 classrooms. The
American Archivist, 80(1), 189-212.
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Incorporating Indigenous Knowledge Into Your Curriculum
Deepening Knowledge Project - Ontario Institute for Studies in Education
Open Indigenous Content - Xwi7xwa Library
Aboriginal Education Teaching Resources - British Columbia Teachers' Federation
Indigenous Education Resources - BC's New Curriculum
Aboriginal Worldviews and Perspectives in the Classroom: Moving Forward

Finding Indigenous Content on BCRDH
BCRDH uses subject headings to classify our materials, which utilize controlled vocabularies
that are maintained by the Library of Congress. As a result, the subject headings used to describe
Indigenous content are often imperfect, overly broad, and/or appropriate only for a U.S. context.
The main subject heading that Indigenous content will be classified under is Indigenous peoples.
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Teaching Primary Source Literacy
In 2018, the Association of College & Research Libraries' Rare Books and Manuscript Section, in
collaboration with the Society of American Archivists, published Guidelines for Primary Source
Literacy to provide scaffolding for primary source instruction in a variety of contexts.
These guidelines acknowledge that learners need to understand more than just the difference
between primary and secondary sources, and that primary source literacy is comprised of a set
of competencies from the beginning stages of research all the way through to creation of a
finished product. While primary sources can differ greatly by field, this toolkit will focus on
primary sources in the humanities and social sciences.
Additionally, this toolkit connects the knowledge practices laid out by the Association of College
& Research Libraries' Framework for Information Literacy to the Guidelines for Primary Source
Literacy, which reveals the broader application of primary source literacy for instruction
intended to teach information literacy and academic competency.
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Conceptualize
As laid out by the Guidelines for Primary Source Literacy, students should be able to
conceptualize primary sources in the following ways:
•
•
•
•
•

"Distinguish primary from secondary sources for a given research question."
"Demonstrate an understanding of the interrelatedness of primary and secondary
sources for research."
"Articulate what might serve as primary sources for a specific research project within
the framework of an academic discipline or area of study."
"Draw on primary sources to generate and refine research questions."
"Understand that research is an iterative process and that as primary sources are found
and analyzed the research question(s) may change."

Connecting Back to Information Literacy
The Conceptualize competencies are closely related to the following knowledge practices laid
out by the Information Literacy Framework, as broken down by frame:
Information Creation as a Process frame:
•

"articulate the traditional and emerging processes of information creation and
dissemination in a particular discipline"

Research as Inquiry frame:
•
•

"use various research methods, based on need, circumstance, and type of inquiry"
"determine an appropriate scope of investigation"

Searching as Strategic Exploration frame:
•

"determine the initial scope of the task required to meet their information needs"

Primary vs. Secondary Sources
The video below by the Hartness Library gives a good explanation of the differences between
primary and secondary sources for an undergraduate level audience. The vast majority of the
materials on BCRDH are primary sources, but there are some exceptions where materials could
be considered a primary or secondary source depending on the context. For example, asking
students whether the Okanagan Historical Society Annual Reports are a primary or secondary
source, and in which context that changes, could exemplify the shifting nature of sources based
on context and give students a more nuanced view of sources than they may have received in
secondary school.
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Hartness Library. "Primary vs. Secondary Sources." YouTube Video, 3:17. January 25,
2017. https://youtu.be/gStyna348M0.

Generating Research Questions Using BCRDH
Depending on the course, students may have to generate and refine their own research
questions using primary sources. This exercise simulates the process of writing and refining a
research question using primary sources and is based on the Brooklyn Public Library’s case
study: Crafting a Research Question: Differentiated Teaching for Instruction With Primary
Sources Across Diverse Learning Levels. The case study includes a sample lesson plan and
worksheets used by the teachers and librarians that conducted the case study.
Using the image "Tunnel of Flags" Millennium project, ask students to formulate one guiding
and one essential question about the image. An example of a guiding question would be:
"When was the Tunnel of Flags created?" An example of an essential question would be: "What
caused the Tunnel of Flags to be built?"

"Tunnel of Flags" Millennium project from the Greenwood Museum Historical Photograph
Collection
Once the students have formulated their questions, have them think about what context they
are missing about the image and where they might go to find that additional context.
Answers may include:
•
•
•
•
•

The item metadata
The finding aid
Secondary sources
Searching the internet
Additional primary sources
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Give the students a few minutes to try and locate additional context for the image. Students
can then reflect on what they found, which strategies worked, and which did not.
Knowing what they now know, have the students rewrite their essential question to include the
added context. An example of a revised essential question would be: "What caused the Tunnel
of Flags to be abandoned?"
Ask the students to reflect on how the added context impacted their essential question. Explain
that this short exercise reflects the primary source research process. Students may need to
reformulate their research questions after starting their research, and will often need to consult
a mixture of primary and secondary sources to contextualize historical documents.
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Find and Access
As laid out by the Guidelines for Primary Source Literacy, students should be able to find and
access primary sources in the following ways:
•
•

•

•

•

"Identify the possible locations of primary sources."
"Use appropriate, efficient, and effective search strategies in order to locate primary
sources. Be familiar with the most common ways primary sources are described, such as
catalog records and archival finding aids."
"Distinguish between catalogs, databases, and other online resources that contain
information about sources, versus those that contain digital versions, originals, or copies
of the sources themselves."
"Understand that historical records may never have existed, may not have survived, or
may not be collected and/or publicly accessible. Existing records may have been shaped
by the selectivity and mediation of individuals such as collectors, archivists, librarians,
donors, and/or publishers, potentially limiting the sources available for research."
"Recognize and understand the policies and procedures that affect access to primary
sources, and that these differ across repositories, databases, and collections."

Connecting Back to Information Literacy
The Find and Access competencies are closely related to the following knowledge practices laid
out by the Information Literacy Framework, as broken down by frame:
Information Has Value frame:
•

"recognize issues of access or lack of access to information sources"

Searching as Strategic Exploration frame:
•
•
•
•
•
•

"utilize divergent (e.g., brainstorming) and convergent (e.g., selecting the best source)
thinking when searching"
"match information needs and search strategies to appropriate search tools"
"design and refine needs and search strategies as necessary, based on search results"
"understand how information systems (i.e., collections of recorded information) are
organized in order to access relevant information"
"use different types of searching language (e.g., controlled vocabulary, keywords,
natural language) appropriately"
"manage searching processes and results effectively"
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•

"identify interested parties, such as scholars, organizations, governments, and
industries, who might produce information about a topic and then determine how to
access that information"

Understanding Archival Structures in BCRDH
BCRDH mirrors the physical and conceptual archival structures present in the original fonds or
collection they originate in. To navigate this in a digital space, students first have to understand
how these structures exist in physical space.
Archival aggregations are organized
hierarchically with the fonds or collection being
the top level of the aggregation. Underneath
the fonds or collection is a series, which groups
together records that were used together for a
unified purpose. Series are arranged according
to the original organization system used by the
creator. Archivists call this original order. An
example of a series could be financial
statements or meeting minutes,
Underneath series are files, which group
together like items with one another. At the
bottom level, below files, are items. Items are
the individual records and can take many
forms, including photographs, correspondence,
oral history recordings, etc. Fonds, series, files,
and items are the basic building blocks of an
archival aggregation, but not all elements are
always present.
When navigating BCRDH this structure can be followed by browsing a repository’s holdings, or
individual items can be searched for using the search bar. When using the search bar, the portal
will return results from all levels of the archival aggregation, so depending on what your search
was you may get fonds, collection, series, and items all in your results.
For example, if you was looking for materials on the Summerland Women’s Institute and typed
that into the search bar, BCRDH will return the Summerland Women’s Institute fonds as well as
individual items within the fonds like minute books.

48 | P a g e

Coordinated by
University of British Columbia
Okanagan Campus Library
3287 University Way
Kelowna, BC V1V 1V7
Tel. 250.807.9716
http://bcrdh.ca

The last thing to keep in mind when navigating the archival structures within BCRDH is that
archival descriptions are written hierarchically as well. This means that descriptions for the
highest level of an archival aggregation will also apply to the lower levels. In practice, this may
mean that you will need to look at the higher level of an aggregation to understand the context
of an individual item.
For example, lets say you was doing research on fruit growing in the Okanagan and came across
this label for Bee Cee Pak crabapples. You would receive some information from looking at the
metadata for the item, but there are still some things that you don’t know. If you navigate up to
the fonds level description you can find out that Bulman’s Ltd. was a company that operated
food processing facilities. By clicking on the link to the historical summary you can receive even
more information that gives context for the label, such as that Bulman’s was at one point the
largest producer of dehydrated vegetables in Canada.
Navigating up and down the archival structure is a fundamental aspect of utilizing primary
sources and understanding the context in which they were created and used.
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Sunful. Standard Quality Solid Pack Apples. from the Bulmans Ltd Fonds

Locating Additional Primary Sources
BCRDH holds a wealth of materials from across the Okanagan and Kootenay/Columbia regions,
but depending on the research topic, students may need to look to other repositories and
primary source databases to find material to support their topic. Though there are increasing
amounts of digitized primary source materials online, students should understand that the vast
majority of archival materials are still in their original formats and that they will come up short
if their search begins and ends with Google. Depending on their research needs, students may
need to be consult a combination of physical and digital primary sources and will need to
understand how to locate them.

Digital Collections
There are a number of repositories and institutions throughout British Columbia that have
digitized and uploaded select materials online. In such cases, users are able to access digital
derivatives from any location using the internet. The following are a sampling of open access
resources that contain digitized primary source materials related to the history of British
Columbia.
•
•
•
•

UBC Open Collections
Arca
Museum at Campbell River
Comox Museum and Archives
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•
•
•
•
•
•
•
•
•

Kitimat Museum & Archives - Online Collections
Alberni Valley Museum - Historic Photograph Collection
Surrey Archives - Archives Collection
Heritage Burnaby
Langley Centennial Museum
Vancouver Public Library - Historical Photograph Collections
West Vancouver Archives
UNBC - Northern BC Digital Collection
SFU Digitized Collections

Catalogues and Databases
Since the majority of archival material has not been digitized, students and researchers will
need to visit repositories in person to access their collections. In order to locate appropriate
material before physically visiting a location, students will need to search through catalogues,
indexes, and/or databases; read through the archival descriptions; and select appropriate
materials for their research topic. When starting their search for local history materials students
should start with MemoryBC, which is a union catalogue of nearly two hundred repositories
throughout the province. Students will need to understand that a catalogues and indexes
provide the user with descriptions of the materials, but do not store the materials themselves
in the way that a digital repository does.
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Read, Understand, and Summarize
As laid out by the Guidelines for Primary Source Literacy, students should be able to read,
understand, and summarize primary sources in the following ways:
•

•

•

“Examine a primary source, which may require the ability to read a particular script,
font, or language, to understand or operate a particular technology, or to comprehend
vocabulary, syntax, and communication norms of the time period and location where
the source was created.”
“Identify and communicate information found in primary sources, including
summarizing the content of the source and identifying and reporting key components
such as how it was created, by whom, when, and what it is.”
“Understand that a primary source may exist in a variety of iterations, including
excerpts, transcriptions, and translations, due to publication, copying, and other
transformations.”

All of the content on BCRDH, much as the name suggests, has been digitized. This means that
every item in our portal, regardless of the format, has a physical original that the digital object
was derived from, which is located in a local repository. Though most of the materials are
unique, some items are copies or publications and may be located in other repositories or
databases as well.

Connecting Back to Information Literacy
The Read, Understand, and Summarize competencies are closely related to the following
knowledge practices laid out by the Information Creation as a Process frame:
•
•
•

"articulate the capabilities and constraints of information developed through various
creation processes"
"recognize the implications of information formats that contain static or dynamic
information"
"transfer knowledge of capabilities and constraints to new types of information
products"

Reading Primary Source Material
Students may come across primary source materials that are difficulty to read, understand, or
interpret because they were created or displayed in a way that is no longer prevalent. The
resources below can give students an introduction to the types of historical or contextual
knowledge required to interpret primary sources. In some cases, these resources will only be a
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first step. The interpretation of certain primary source materials will require the knowledge of
multiple languages or specialized study in historical processes.
Reading Maps – National Library of Scotland
Asking for Directions: How to Read Maps as Historical Texts – U.S. History Scene
Reading Old Documents – The National Archives, UK

Identifying and Summarizing Information
In order to summarize and understand a primary source, students need to understand both the
informational content of the sources as well as the context in which it was created.
To understand the content, the student should:
•
•

Read the material, or closely examine the material, depending on the content
Ask themselves: Who, What, When, Where, How, Why

To understand the context, the student should:
•

•
•

Read the metadata accompanying the material and understand who created the
material, when it was created, where it was created or took place, and how it was
created.
Navigate up and down the archival structure to understand the overarching context the
material was created in.
Reference secondary sources and/or additional primary sources to gain added context.
These sources can be about the specific material or creator itself, if available, the time
period or geographic location the material was created in, the cultural contexts that the
material was created under, etc.
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Interpret, Analyze, and Evaluate
As laid out by the Guidelines for Primary Source Literacy, students should be able to interpret,
analyze, and evaluate primary sources in the following ways:
•
•

•

•

•

•

“Assess the appropriateness of a primary source for meeting the goals of a specific
research or creative project.”
“Critically evaluate the perspective of the creator(s) of a primary source, including tone,
subjectivity, and biases, and consider how these relate to the original purpose(s) and
audience(s) of the source.”
“Situate a primary source in context by applying knowledge about the time and culture
in which it was created; the author or creator; its format, genre, publication history; or
related materials in a collection.”
“As part of the analysis of available resources, identify, interrogate, and consider the
reasons for silences, gaps, contradictions, or evidence of power relationships in the
documentary record and how they impact the research process.”
“Factor physical and material elements into the interpretation of primary sources
including the relationship between container (binding, media, or overall physical
attributes) and informational content, and the relationship of original sources to
physical or digital copies of those sources.”
“Demonstrate historical empathy, curiosity about the past, and appreciation for
historical sources and historical actors.”

Connecting Back to Information Literacy
The Interpret, Analyze, and Evaluate competencies are closely related to the following
knowledge practices laid out by the Information Literacy Framework, as broken down by frame:
Authority is Constructed and Contextual frame:
•

•
•

•

"define different types of authority, such as subject expertise (e.g., scholarship), societal
position (e.g., public office or title), or special experience (e.g., participating in a historic
event)"
"use research tools and indicators of authority to determine the credibility of sources,
understanding the elements that might temper this credibility"
"understand that many disciplines have acknowledged authorities in the sense of wellknown scholars and publications that are widely considered “standard,” and yet, even in
those situations, some scholars would challenge the authority of those sources"
"recognize that authoritative content may be packaged formally or informally and may
include sources of all media types"
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Information Creation as a Process frame:
•
•
•

"assess the fit between an information product’s creation process and a particular
information need"
"recognize that information may be perceived differently based on the format in which it
is packaged"
"monitor the value that is placed upon different types of information products in varying
contexts"

Information has Value frame:
•

"understand how and why some individuals or groups of individuals may be
underrepresented or systematically marginalized within the systems that produce and
disseminate information"

Research as Inquiry frame:
•
•
•

"formulate questions for research based on information gaps or on re-examination of
existing, possibly conflicting, information"
"monitor gathered information and assess for gaps or weaknesses"
"draw reasonable conclusions based on the analysis and interpretation of information"

Scholarship as Conversation frame:
•

"critically evaluate contributions made by others in participatory information
environments"
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Accounting for Archival Gaps and Silences

Map of Portion of Yale District British Columbia from the Summerland Museum and Archives
Map Collection
When evaluating primary sources, students should keep in mind that archival records inherit
the perspectives and biases of their creators. In addition to asking themselves what the
informational content of a source includes, students should also ask themselves what the
source excludes. For example:
•
•
•

Does the source depict things as they are or as they should be, according to a particular
ideology?
Whose perspective is included in the source and whose perspective is excluded?
Who created the source? What do we know about this person's life?

We can see these silences when looking at a source like the Map of Portion of Yale District
British Columbia. The name of the map may sound neutral, but by analyzing it we find out that
the map is plotting Indigenous reserves and colonial land claims rather than the natural
landscape. This map is rich with informational content about the forced colonization of the Yale
District in the early 20th century, but does not include the perspectives of the Yale First Nation.
In addition to the gaps and silences that exist in a primary source at the item level, there are
larger gaps and silences present in the larger canon of primary sources. There are some topics,
events, historical periods, or communities that have very little, if any, primary sources at all.
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Sometimes this is because no primary sources were created in a tangible form, such as
communities that pass down history via oral tradition, but other times it is because records
were destroyed, both intentionally and unintentionally. For example, until 1959 it was illegal to
send "obscene" mail in Canada. As a result, there is very little surviving published material or
written correspondence from people with marginalized sexual or gender identities previous to
the 1960s. In recent years, oral history recordings and interviews have sought to fill this gap in
the archival record from communities whose history has been erased, ignored, or marginalized.

Evaluating Sources
Regardless of whether or not a source is primary, secondary, or tertiary, the source should be
evaluated for reliability and credibility. Evaluating a source for reliability entails verifying that
the events depicted actually occurred as they were described or represented. Evaluating a
source for credibility entails verifying the qualifications of the creator. The qualifications do not
have to be educational or professional, but simply ensuring that the person who created the
source is who they say they are. For example, you could read a diary entry where the creator
claimed to have been present during the signing of the Declaration of Independence, but
further research could reveal that that person had not even been born when the Declaration
was signed. If we took their diary entry at face value, we would be spreading misinformation.
Just because a primary source has questionable reliability or credibility does not automatically
mean that it can not be used for research purposes. An image that has been altered to exclude
a person may not be a reliable account of the event that it depicts, but it can also provide us
with information about how censorship may have caused its alteration. Evaluating a source for
reliability and credibility ensures that the research created from the source is accurate, but also
that the source is used for the appropriate context.

Interpreting Sources
In the Read, Understand, and Summarize section it was identified that students need to
understand the informational content of primary sources and the contexts in which they were
created. Now that students understand how to find contextual information, that context needs
to be applied to the sources themselves. To do so students should consider which aspects of
the source are factual and which are opinion or conjecture. Rather than judging the information
in a source as “good” or “bad” by contemporary standards, the interpretation process should
consider how the source is situated within the larger discourse and context of the time it was
created in.
No primary source is completely neutral and there will always be some aspects that are
interpreted through, or influenced by, the viewpoints and perspective of its creator. When
interpreting sources, students should contemplate the following questions:
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•
•
•
•
•
•
•

What was the purpose of this source?
Who was the intended audience for the source?
What, if anything, does the source not address?
What kind of imagery or symbols does the source utilize? What impact do they have on
the source’s informational content?
Has this particular source been written about before? If so, do you agree or disagree
with their analysis? What do you have to add to their analysis?
What does the source tell you about the historical moment it was created in?
How can the source help you to answer your research question?
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Use and Incorporate
As laid out by the Guidelines for Primary Source Literacy, students should be able to use and
incorporate primary sources in the following ways:
•
•
•
•

"Examine and synthesize a variety of sources in order to construct, support, or dispute a
research argument."
"Use primary sources in a manner that respects privacy rights and cultural contexts."
"Cite primary sources in accordance with appropriate citation style guidelines or
according to repository practice and preferences (when possible)."
"Adhere to copyright and privacy laws when incorporating primary source information
in a research or creative project."

Connecting Back to Information Literacy
The Use and Incorporate competencies are closely related to the following knowledge practices
laid out by the Information Literacy Framework, as broken down by frame:
Authority is Constructed and Contextual frame:
•

•

"acknowledge they are developing their own authoritative voices in a particular area
and recognize the responsibilities this entails, including seeking accuracy and reliability,
respecting intellectual property, and participating in communities of practice"
"understand the increasingly social nature of the information ecosystem where
authorities actively connect with one another and sources develop over time"

Information has Value frame:
•
•
•

"give credit to the original ideas of others through proper attribution and citation"
"understand that intellectual property is a legal and social construct that varies by
culture"
"articulate the purpose and distinguishing characteristics of copyright, fair use, open
access, and the public domain"

Research as Inquiry frame:
•
•
•

"synthesize ideas gathered from multiple sources"
"deal with complex research by breaking complex questions into simple ones, limiting
the scope of investigations"
"organize information in meaningful ways"
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Scholarship as Conversation frame:
•
•

"cite the contributing work of others in their own information production"
"contribute to scholarly conversation at an appropriate level, such as local online
community, guided discussion, undergraduate research journal, conference
presentation/poster session"

Citing BCRDH Materials
When incorporating materials from BCRDH into research or coursework, it is important for
students to also properly cite primary source materials just as they would with secondary
sources. Use the guide below to cite BCRDH material using APA, Chicago, or MLA style guides.

APA

Gordon Murray milking a cow from the Armstrong Museum Historical Photograph Collection
Item title [item medium]. Fonds/Collection name, Name of Institutional Partner. British
Columbia Regional Digitized History. Retrieved from URL
Ex. Gordon Murray milking a cow [photograph]. Armstrong Museum Historical Photograph
Collection, Armstrong Spallumcheen Museum and Arts Society. British Columbia Regional
Digitized History. Retrieved from https://bcrdh.ca/islandora/object/arms%3A1761
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Chicago
Notes: “Item Title,” Year. Fonds/Collection Name, Name of Institutional Partner. URL, British
Columbia Regional Digitized History.
Bibliography: Fonds/Collection Name, Institutional Partner. British Columbia Regional Digitized
History.
Ex. Notes: “Gordon Murray Milking a Cow,” 1935. Armstrong Museum Historical Photograph
Collection, Armstrong Spallumcheen Museum and Arts Society.
https://bcrdh.ca/islandora/object/arms%3A1761, British Columbia Regional Digitized History.
Bibliography: Armstrong Museum Historical Photograph Collection, Armstrong Spallumcheen
Museum and Arts Society. British Columbia Regional Digitized History.

MLA
Item title. Year. Item medium. Fonds/Collection Name. Institutional Partner. British Columbia
Regional Digitized History. URL. Web. DayofAccess MonthofAccess YearofAccess. Digital format.
Ex. Gordon Murray milking a cow. 1935. Photograph. Armstrong Museum Historical Photograph
Collection. Armstrong Spallumcheen Museum and Arts Society. British Columbia Regional
Digitized History. https://bcrdh.ca/islandora/object/arms%3A1761. Web. 13 July 2020. TIF file.

Forming a Citation
To form a citation, students will need to consult the metadata associated with the item they are
citing, which will be included below the digital object on the item page. The diagram below
identifies which metadata fields should be used to fill in sections of the citation. If forming a
citation for a textual record, use the Genre field for the Item Medium rather than the Extent
field.
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Adhering to Copyright
In BCRDH rights statements are typically set at the fonds or collection level, with each individual
repository responsible for choosing a rights statement that best fits the needs of their
repository and the associated collection or fonds. The majority of the content on BCRDH is
provided for research or reference only. If students, or other users, wish to publish or use the
images outside of these purposes they will need to contact the repository for permission first.
Each item's metadata includes a rights statement and link to the repository's website to
facilitate the copyright request process.
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Assessment
The rubric below was developed by the RBMS Instruction and Outreach Committee to assess
student's competencies for each learning objective identified in the Guidelines for Primary
Source Literacy. Utilize the rubric to assess your students’ primary source literacy
competencies.
"Guidelines for Primary Source Literacy Rubric" by Maggie Gallup Kopp and the RBMS
Instruction and Outreach Committee is licensed under CC BY.
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Guidelines for Primary Source Literacy Rubric
Assessment of Learning Objectives
The Guidelines for Primary Source Literacy document presents broad learning objectives which are intended to “be used as a whole or in part depending on particular learning needs and larger programmatic
goals, and may be applied differently in different contexts” (Guidelines, p. 2). This rubric provides assessment criteria and performance measures to each of the learning objectives in the Guidelines. It is meant
to be a tool that educators can adopt and/or adapt to suit their own teaching practice rather than a definitive statement on the assessment of primary source literacy. If you adapt this rubric at your own
institution, please consider contributing it to the TPS Collective!

Highly competent

LEARNING OBJECTIVE I:
CONCEPTUALIZE

4
Student is able to:
• Distinguish the difference
between primary and secondary
sources
• Understand how primary and
secondary sources are
interrelated in the research
process
• Identify individuals, groups and
organizations that might
produce primary sources about
a research topic within the
framework of their area of study
• Refine information needs and
search strategies as necessary,
based on search results and
analysis of information sources
• Understand that research is
often non-linear and iterative
and that research questions may
change as primary sources are
analyzed

Developing competency
3
Student:
• Begins to distinguish the
difference between primary and
secondary sources
• Begins to understand how
primary and secondary sources
are interrelated in the research
process
• Begins to identify individuals,
groups and organizations that
might produce primary sources
about a research topic
• Begins to refine information
needs and search strategies as
necessary, based on search
results and analysis of sources
• Begins to understand that
research is often non-linear and
iterative and that research
questions may change as
primary sources are analyzed

2
Student:
• Has trouble distinguishing the
difference between primary and
secondary sources
• Marginally understands how
primary and secondary sources
are interrelated in the research
process
• Has trouble identifying
individuals, groups and
organizations that might
produce primary sources about
a research topic
• Has trouble refining information
needs and search strategies as
necessary, based on search
results and analysis of sources
• Marginally understands that
research is often non-linear and
iterative and that research
questions may change as
primary sources are analyzed

Not achieved
1
Student:
• Is not yet able to distinguish the
difference between primary and
secondary sources
• Is not yet able to understand
how primary and secondary
sources are interrelated in the
research process
• Is not yet able to identify
individuals, groups and
organizations that might
produce primary sources about
a research topic
• Is not yet able to refine
information needs and search
strategies as necessary, based
on search results and analysis of
sources
• Is not yet able to understand
that research is often non-linear
and iterative and that research
questions may change as
primary sources are analyzed

Highly competent

LEARNING OBJECTIVE II:
FIND & ACCESS

4
Student is able to:
• Identify possible locations of
primary sources related to the
research topic or area of study
• Match information needs and
search strategies to appropriate
search tools, such as catalog
records and archival finding aids
• Distinguish between online
resources that contain
information about primary
sources verse those that contain
digital versions, originals, or
copies of sources
• Understand that historical
records may never have existed,
may not have survived, or may
not be publicly accessible
• Recognize that existing records
may have been shaped by
selectivity and mediation
• Understand the policies and
procedures that affect access to
primary sources, recognizing
that these differ across
repositories, databases, and
collections

Developing competency
3
Student:
• Begins to identify possible
locations of primary sources
related to the research topic or
area of study
• Begins to match information
needs and search strategies to
appropriate search tools, such
as catalog records and archival
finding aids
• Begins to distinguish between
online resources that contain
information about primary
sources verse those that contain
digital versions, originals, or
copies of sources
• Begins to understand that
historical records may never
have existed, may not have
survived, or may not be publicly
accessible
• Begins to recognize that existing
records may have been shaped
by selectivity and mediation
• Begins to understand the
policies and procedures that
affect access to primary sources,
and begins to recognize that
these differ across repositories,
databases, and collections

2
Student:
• Has trouble identifying possible
locations of primary sources
related to the research topic or
area of study
• Has trouble matching
information needs and search
strategies to appropriate search
tools, such as catalog records
and archival finding aids
• Has trouble distinguishing
between online resources that
contain information about
primary sources verse those that
contain digital versions,
originals, or copies of sources
• Marginally understands that
historical records may never
have existed, may not have
survived, or may not be publicly
accessible
• Marginally recognizes that
existing records may have been
shaped by selectivity and
mediation
• Marginally understands the
policies and procedures that
affect access to primary sources,
and that these differ across
repositories, databases, and
collections

Not achieved
1
Student:
• Is not yet able to identify
possible locations of primary
sources related to the research
topic or area of study
• Does not match information
needs and search strategies to
appropriate search tools, such
as catalog records and archival
finding aids
• Is not yet able to distinguish
between online resources that
contain information about
primary sources verse those that
contain digital versions,
originals, or copies of sources
• Is not yet able to understand
that historical records may
never have existed, may not
have survived, or may not be
publicly accessible
• Is not yet able to recognize that
existing records may have been
shaped by selectivity and
mediation
• Is not yet able to understand the
policies and procedures that
affect access to primary sources,
or that these differ across
repositories, databases, and
collections

Highly competent

LEARNING OBJECTIVE III:
READ, UNDERSTAND, &
SUMMARIZE

4
Student is able to:
• Identify and understand
information found in a primary
source, which may entail:
 Successfully navigating
textual features like
scripts, fonts, or
languages
 Comprehending
vocabulary, syntax, and
communication norms
of the time and place in
which the source was
created
 Understanding or
operating the
technology needed to
access or retrieve
information found in a
primary source
• Communicate the information
content of a primary source
• Identify and communicate key
information about a primary
source, including source type,
and/or how, when, and by
whom it was created
• Understand that a primary
source may exist in various
iterations due to publication,
copying, or other
transformations

Developing competency
3
Student:
• Begins to identify and
understand information found in
a primary source. Navigates
textual and other information
related to the source’s content
and process of creation with
partial success.
• Begins to communicate and
summarize the information
content of a primary source
• Begins to identify and
communicate key information
about a primary source,
including source type, and/or
how, when, and by whom it was
created
• Begins to understand that a
primary source may exist in
various iterations due to
publication, copying, or other
transformations

2
Student:
• Marginally identifies and
understands information found
in a primary source. Has trouble
navigating textual and other
information related to the
source’s content and process of
creation.
• Marginally communicates and
summarizes the information
content of a primary source
• Marginally identifies and has
trouble communicating key
information about a primary
source, including source type,
and/or how, when, and by
whom it was created
• Marginally understands that a
primary source may exist in
various iterations due to
publication, copying, or other
transformations

Not achieved
1
Student:
• Is not yet able to identify and
understand information found in
a primary source. Does not
navigate textual and other
information related to the
source’s content and process of
creation.
• Is not yet able to communicate
and summarize the information
content of a primary source
• Has trouble identifying and
communicating key information
about a primary source,
including source type, and/or
how, when, and by whom it was
created
• Is not yet able to understand
that a primary source may exist
in various iterations due to
publication, copying, or other
transformations

Highly competent

LEARNING OBJECTIVE IV:
INTERPRET, ANALYZE, &
EVALUATE

4
Student is able to:
• Assess the fit between a primary
source and a particular research
question
• Recognize and evaluate the
perspective, subjectivity, and
credibility of the creator(s) of a
primary source, including how
these relate to the source’s
intended purpose(s) and audience
• Situate a primary source in
context. Applies knowledge about
the source type or format; how,
when, and by whom it was
created; or related materials in a
collection
• Identify and interrogate the
reasons for silences, gaps,
contradictions, or evidence of
power relationships in the
documentary record and how
they impact the research process
• Understand the relationship
between physical attributes and
informational content of a
primary source, including the
relationship between original
sources and physical or digital
copies of that source
• Express a sense of historical
empathy, curiosity about the past,
and appreciation for historical
sources and historical actors

Developing competency
3
Student:
• Begins to assess the fit between a
primary source and a particular
research question
• Begins to recognize and evaluate
the perspective, subjectivity, and
credibility of the creator(s) of a
primary source, including how
these relate to the source’s
intended purpose(s) and audience
• Begins to situate a primary source
in context. Begins to apply
knowledge about the source type
or format; how, when, and by
whom it was created; or related
materials in a collection
• Begins to identify and interrogate
the reasons for silences, gaps,
contradictions, or evidence of
power relationships in the
documentary record and how
they impact the research process
• Begins to understand the
relationship between physical
attributes and informational
content of a primary source,
including the relationship
between original sources and
surrogates of that source
• Expresses a developing sense of
historical empathy, curiosity
about the past, or appreciation
for historical sources and
historical actors

2
Student:
• Has trouble assessing the fit
between a primary source and a
particular research question
• Marginally recognizes and has
trouble evaluating the
perspective, subjectivity, and
credibility of the creator(s) of a
primary source
• Marginally situates a primary
source in context. Has trouble
applying knowledge about the
source type or format; how,
when, and by whom it was
created; or related materials in a
collection
• Has difficulty identifying and
interrogating the reasons for
silences, gaps, contradictions, or
evidence of power relationships in
the documentary record and how
they impact the research process
• Marginally understands the
relationship between physical
attributes and informational
content of a primary source,
including the relationship
between original sources and
surrogates of that source
• Expresses a vague or marginal
sense of historical empathy,
curiosity about the past, or
appreciation for historical sources
and historical actors

Not achieved
1
Student:
• Does not assess the fit between a
primary source and a particular
research question
• Is not yet able to recognize and
evaluate the perspective,
subjectivity, and credibility of the
creator(s) of a primary source
• Is not yet able to situate a primary
source in context. Does not apply
knowledge about the source type
or format; how, when, and by
whom it was created; or related
materials in a collection
• Is not yet able to identify and
interrogate the reasons for
silences, gaps, contradictions, or
evidence of power relationships in
the documentary record and how
they impact the research process
• Is not yet able to understand the
relationship between physical
attributes and informational
content of a primary source,
including the relationship
between original sources and
surrogates of that source
• Does not express a sense of
historical empathy, curiosity
about the past, or appreciation
for historical sources and
historical actors

LEARNING OBJECTIVE V:
USE & INCORPORATE

Highly competent

Developing competency

Not achieved

4
Student is able to:
• Examine and synthesize a
variety of sources in order to
construct, support, or dispute a
research argument
• Use primary sources in a
manner that respects privacy
rights and cultural contexts
• Cite primary sources in their
own information production,
using appropriate style
guidelines and/or repository
practices
• Adhere to copyright and privacy
laws when incorporating
primary source information into
their own information
production

3
2
Student:
Student:
• Begins to examine and
• Has trouble examining and
synthesize a variety of sources in
synthesizing a variety of sources
order to construct, support, or
in order to construct, support,
dispute a research argument
or dispute a research argument
• Begins to use primary sources in
• Has trouble using primary
a manner that respects privacy
sources in a manner that
rights and cultural contexts
respects privacy rights and
cultural contexts
• Begins to cite primary sources in
their own information
• Has trouble citing primary
production, using appropriate
sources in their own information
style guidelines and/or
production, including difficulty
repository practices
using appropriate style
guidelines and/or repository
• Begins to adhere to copyright
practices
and privacy laws when
incorporating primary source
• Has trouble adhering to
information into their own
copyright and privacy laws when
information production
incorporating primary source
information into their own
information production

1
Student:
• Is not yet able to examine and
synthesize a variety of sources in
order to construct, support, or
dispute a research argument
• Is not yet able to use primary
sources in a manner that
respects privacy rights and
cultural contexts
• Does not cite primary sources in
their own information
production; does not use
appropriate style guidelines
and/or repository practices
• Is not yet able to adhere to
copyright and privacy laws when
incorporating primary source
information into their own
information production

Maggie Gallup Kopp and the RBMS Instruction and Outreach Committee, 2019
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Additional Resources
Example Exercises and Lesson Plans
Research from Start to Finish: Using the Archives in a Scaffolded Research Project
Photography over Time: Comparing Formats
Digging for Garbage in the Archives
Bahde, A., Smedberg, H., & Taormina, M. (Eds.). (2014). Using primary sources: Hands-on
instructional exercises. ABC-CLIO.

Research
Austin, H. M. & Thompson, K. (2015). Examining the evidence: Seven strategies for teaching
with primary sources. Maupin House Publishing, Inc.
Bahde, A. (2014). The history labs: Integrating primary source literacy skills into a history survey
course. Journal of Archival Organization, 11(3-4), 175-204.
https://doi.org/10.1080/15332748.2013.951254
Billeaudeaux, B., Scott, R. E. (2019). Leveraging existing frameworks to support undergraduate
primary source research. Reference & User Services Quarterly, 58(4), 246-256.
https://doi.org/10.5860/rusq.58.4.7151
Blackey, R. (2012). “We’ll be right back”: Introducing constructive “breaks” into history lectures.
Teaching History: A Journal of Methods, 37(2), 59-68. https://doi.org/10.33043/TH.37.2.59-68
Enoch, J. & VanHaitsma, P. (2015). Archival literacy: Reading the rhetoric of digital archives in
the undergraduate classroom. College Composition and Communication, 67(2), 216-242.
Retrieved from https://www.jstor.org/stable/24633856
Hauck, J. & Robinson, M. (2018). Of primary importance: Applying the new literacy guidelines.
Reference Services Review, 46(2), 217-241. https://doi.org/10.1108/RSR-03-2018-0025
Jarosz, E. E. & Kutay, S. (2017). Guided resource inquiries: Integrating archives into course
learning and information literacy objectives. Communications in Information Literacy, 11(1),
204-220. https:doi.org/ 10.15760/comminfolit.2017.11.1.42
Krause, M. G. (2010). Undergraduates in the archives: Using an assessment rubric to measure
learning. The American Archivist, 73(2), 507-534. Retrieved from
https://www.jstor.org/stable/23290757
Lehman, K. (2014). Interacting with history: Teaching with primary sources. ALA Editions.
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Malkmus, D. J. (2008). Primary source research and the undergraduate: A transforming
landscape. Journal of Archival Organization, 6(1-2), 47-70.
https://doi.org/10.1080/15332740802235125
Primary Source Research and the Undergraduate: A Transforming Landscape
Doris J. Malkmus
Mitchell, E., Seiden, P., & Taraba, S. (2012). Past or portal?: Enhancing undergraduate learning
through special collections and archives. Association of College & Research Libraries.
Nimer, C. L. & Daines, J. G. (2012). Teaching undergraduates to think archivally. Journal of
Archival Organization, 10(1), 4-44. https://doi.org/10.1080/15332748.2012.680418
Note, M. (2017). The "intimidating" archives: Teaching graduate students historical research
methods. Collections: A Journal for Museum and Archives Professionals, 13(3/4), 225-242.
https://doi.org/10.1177/155019061701303-403
Quill, T., Maryanski, M. E., Meiman, M., Planton, I., Press, M., & Schwier, C. (2020). Working
across borders: Building collaborations for primary source instruction. Journal of Map &
Geography Libraries. https://doi.org/10.1080/15420353.2020.1719268
Weiner, S. A., Morris, S., & Mykytiuk, L. J. (2015). Archival literacy competencies for
undergraduate history majors. The American Archivist, 78(1), 154-180. Retrieved from
www.jstor.org/stable/43489612
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Institutional Partners
Looking to Digitize or Catalog Your Own Items in Preparation
for Ingest into BCRDH?
To get started you will need:
•
•
•

A scanner or comparable equipment
Items to scan
Instructional documentation
o Naming conventions
o Metadata procedure
o Master metadata template
o Digitization procedure

Overview of the Process
1.
2.
3.
4.

Select items to digitize
Review and understand the recommended naming convention
Begin digitizing
As you digitize your items, input information about the item into the master metadata
template, using the metadata procedures to fill it out. If there is any writing on the
photos, transcribe the writing and add the transcription to the metadata template
5. Check for a 1:1 match between filenames in the metadata and the corresponding
images
6. When the scanning and metadata is complete, deposit the materials with the BCRDH
team.
Have questions not covered in this toolkit? Get in contact with us!

Becoming a BCRDH Partner
BCRDH works with heritage organizations of all descriptions that care for archival materials, and
wish to enhance their holdings history through digitization. For more information, review the
documentation below:
•
•
•
•
•

Partnership statement
Partnership agreement
About Arca
Guidelines for Selection
Making Selections for Phase 1
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If you are interested in becoming a BCRDH partner, please contact Paige Hohmann or Chris
Hives.
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Metadata
What is Metadata?
Metadata is information about an item such as a title, its creator/author, when the item was
created, etc. This information is important as it records where the original item is from and
gives a sense of its history, and it also makes it so that people can search for it in our online
database.
As part of the digitization process, basic metadata information is also recorded. The way that
our database works, we are able to upload the digital surrogate and its information together
through the use of a shared filename.
To get started, download our repository metadata sheet and read the instructions on how to fill
it out. How full the metadata sheet is will depend on how much information about the item is
available.
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Key

Element

Scope and Instructions
REQUIRED. The corresponding TIFF or PDF filename of the scanned photo, transcribed exactly. There are ways of copying all of the filenames of a directory
automatically, which saves time and helps prevent typing errors, please contact us if you are interested in doing this and we will help direct you to relevant software!

3

Filename
REQUIRED. If there is a title written or printed on the item, please input that title exactly. If there isn't a title on the item, please provide one if. If you provide one, put
[square brackets] around it.

6

Title
OPTIONAL. If you have this information, tell us who is responsible for taking the photo (i.e. the photographer), or writing the document. OK to leave this blank if you
don’t know.

8

Creator

15

DateCreated

16

Description

23

Subject_Geographic

OPTIONAL, BUT HIGHLY ENCOURAGED. For the date, be as specific as possible. Circa (ca.). and date ranges are also acceptable. E.g., “1940s” is okay and so
is “between 1900 and 1915” If you have no idea, you can say, “n.d.” Keep in mind that all photos before 1949 are public domain, so all photos after may be in
copyright.
OPTIONAL, BUT HIGHLY ENCOURAGED. For photos: Provide the names of the people depicted, if you know them. For text or documents: Provide the names of
the people the work is about. Provide any other relevant details that would tell us about what’s going on in the photo, or the written work.

OPTIONAL. provide the location where the photo was taken, or the work was created. If this space is left blank, we will fill in the location to correspond with the
location of the repository.
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How to Use the Master Metadata Template
1. Download the template using the link at the bottom of this page.
2. Save it with the name of your collection, for example “Metadata_Osoyoos.” Be sure to
save it somewhere that makes sense to you! If you already have a folder or a USB where
you have saved your scanned photos, you can save your metadata sheet in the same
place.
3. Open the metadata template. At the bottom you will see two tabs: "Metadata" and
"Scope and Instructions". The Metadata tab is where all of the metadata for your items
should be inputted, with each item taking up one row in the sheet. The Scope and
Instructions tab explains how to fill out each field or column in the sheet.
4. Copy a list of filenames to the metadata sheet from the photos you have scanned. As
you scanned your photos, you made a unique file name for each photo. By copying this
filename to the metadata sheet we can later match the photo to its information. Use
the below instructions to copy and past all of your filenames at the same time:
Windows:
o
o

Select all of the items you want to copy, then hold the Shift key and right click
the items. From the menu that pops up select "copy as path."
Paste the items into the metadata template under the "Filename" column

Mac:
o
o

In your Finder window, select all of the items that you want to copy. You can
either use the keyboard shortcut command+c or right click and press copy
Click on the "Filename" column in the metadata template. To past in the
filenames, use the keyboard shortcut shift+command+v. Alternatively, right click
on the column and select paste special, then select values.

5. Fill in each field or column in the Metadata tab using the instructions below or in the
Scope and Instructions tab.

Metadata Elements
The following are the metadata elements, or types of metadata. With books, one metadata
element is the title, one element is the author, etc. For photographs, it’s a little more
complicated, as these elements are not always written down on the photograph. This means
that we have to rely on outside knowledge to help fill in the blanks where we can. Do the best
you can with the metadata elements below, but don’t worry if you can’t find the information,
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as only two of the elements are required. Required elements are highlighted with green in the
Metadata template.
1. Filename - the corresponding TIFF or PDF, transcribed exactly. Required
2. Title - as it appears on the item, or provide one if there isn’t one. If you provide one,
put [square brackets] around it. Required
3. Creator - if you have this information, tell us who is responsible for taking the photo, or
writing the document. OK to leave this blank if you don’t know. Optional
4. Date - be as specific as possible. Ca. and date ranges, are acceptable. E.g., “1940s” is
okay and so is “between 1900 and 1915” If you have no idea, you can say, “n.d.” Keep in
mind that all photos before 1949 are public domain, all photos after, may be in
copyright. Optional, but highly encouraged.
5. Description - provide the names of the people depicted, if you know them (photos)
Provide the names of the people the work is about (text). Provide any other relevant
details that would tell us about what’s going on in the photo, or the written
work. Optional, but highly encouraged.
6. Geographical subject - provide the location where the photo was taken, or the work was
created. If left blank, we will identify the location to correspond with the location of the
repository. Optional.

Naming Conventions
Introduction
In order to upload a digitized object and its matching metadata information, they need to share
the same filename with a different extension (e.g., both a digital file and its corresponding
metadata would both share the filename ‘testcollection_01_001.tif’).
In general, use the following guidelines to name your digitized materials:
1. If you have previously digitized your materials, keep the existing filenames. Ensure that
the metadata that is sent to the BCRDH team includes the filenames that you used.
2. If your physical materials have existing control numbers, use a filename that matches
the control number.
1. Control numbers may vary by institution. In some cases this will be the accession
number or collection number that was assigned to the item during accession or
processing. In other cases, it might just be a number that was assigned to the
object at some point in time.
3. If your repository does not use control numbers at all, or if the collection, fonds, or
grouping of items you are digitizing does not utilize control numbers, please get in
contact with us.
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Tips on Filenaming
•

•
•
•
•

•

•

There are some characters that you may use as part of your control numbers that
should not, or cannot, be added to a filename. These include the following characters: *
(asterisk), " (quotation mark), / (forward slash), \ (backward slash), : (colon), ; (semicolon), | (vertical bar), < (less than symbol), > (greater than symbol), and ? (question
mark). As such, if your control numbers utilize any of the aforementioned characters,
consider replacing them with a - (dash) or _ (underscore)
Avoid using descriptive filenames (ex. naming a photograph of a dog "dog.jpg"), which
can make it difficult to locate and differentiate between items later on
Use unique filenames that are easy to match back to the physical object
Avoid using spaces in filenames. Spaces can be replaced with a - (dash) or _ (underscore)
If you have multiple items with the same control number, add a collection number or
collection identifier at the beginning of the filename. For example, if you have multiple
photographs labeled "001" across several collections, the filename could be
COLL01_001.tif
Some of your items may have multiple pages, parts, or sides but still have a single
control number. In this case, append the end of the filename with an alphabetic
character. Example: If your repository was digitizing a postcard with the control number
ARC_01_001 the corresponding digital derivatives would have the filenames
ARC_01_001A and ARC_01_001B.
If your materials have no item numbers, but you want to reflect the organization of the
fonds or collection they are contained within, you can create a filename using the
following syntax [Collection#_box# _folder#_item#]. Example: If you are digitizing the
first photograph, from the first folder, from the first box of your first collection, your
filename could be 001_001_001_001.tif

Directory Structure Guidelines
Before you start scanning, it’s helpful to have a folder already made on your desktop, or
anywhere else on your computer that makes sense to you.
If your materials are organized into a fonds or collection those materials can be kept together in
the same folder when being digitized. Generally, BCRDH attempts to mirror the organizational
structures present in your repository, if applicable, via filenames and directory structure.
The basic principle of a directory structure is to start with the largest common feature, and
work down to a single item. On the simplest level, this would be a file folder on the desktop
that reflects the entire fonds/collection, and in that folder you would save all of the scanned
photo files that belong to that collection. You may choose to create sub-folders that represent
series, sub-collections, or sous fonds if those exist in your fonds/collection.
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In the directory, the fonds/collection would be one file folder at the highest level, then within
that file folder would be another folder representing a series/sous fonds/sub-collection, if
applicable. Beneath that level would a file folder for a box, within that file folder would be
another folder representing a physical folder, and in that final file folder is the single item (the
digital derivative). Depending on the organization of your materials you may have several levels
of folders, or you may just have one.
If your repository has no organizational structures, you may choose to group together all
materials of a similar format, such as a collection of photographs. In this case your directory
structure would be relatively flat, you would have a folder for the collection of photographs and
all of the digitized photographs would go into that folder.
As always, please feel free to contact us if you have any questions on how to name or organize
your files! We are here to help.
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Digitization
What is Digitization?
Digitization is the process of converting a physical item or analog signal to a digital object. The
digital surrogate created during this process is then hosted on the BCRDH portal.
As part of the digitization process, basic metadata information is also recorded. The way that
our database works, we are able to upload the digital surrogate and its information together
through the use of a shared filename.
Different types of materials require different digitization specifications, workflows, equipment,
and software.
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Still Images
Set Up
Digitizing still images requires a flatbed scanner and a computer. While photographic prints can
be effectively digitized on the majority of flatbed scanners, digitizing photographic negatives
requires a flatbed scanner with the ability to scan transparencies. Depending on the specific
flatbed scanner you have, the set-up procedure will be slightly different. Follow the
instructional handbook that came with your scanner to hook it up to your computer and
download the associated software and drivers.

Getting Started
1. Clean the scanner glass with a lint-free cloth. If there are smudges on the glass, use a
small amount of glass cleaner to remove. Make sure the surface is fully wiped down a
dry before scanning.
2. Turn the scanner on.
3. Open the scanner application on your computer. This should share the same name as
your scanner.
4. While scanning, you may come across items that contain both text and photos, such as a
page with a large illustration in the top half and text in the bottom. If you’re not sure
what settings to choose for that item, feel free to contact us!

Scan Setting for Photographs
Photographic negatives, prints, and slides have different scan settings, and sometimes may
even require different scanners. The reason for this is that photographic negatives and slides
require light to be passed through the negative while it is being scanned in order for the image
to be properly digitized.

Troubleshooting

Example of a digitization error introduced by a dirty scanner.
You may notice during or after digitizing a still image that the digitization process introduced
pink, yellow, or blue lines running through the image. If you digitized your material in black and
white instead of in colour, than you may see black lines running through the image instead. This
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happens when the materials are digitized on a scanner that is dirty. To resolve this, clean the
scanner surface and re-digitize the impacted materials.
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Scanning Photographic Negatives
Scan Settings
It’s a good idea to check these settings at the beginning of each scan session to make sure
they’re correct. Once you start scanning, these settings will stay the same.
Some of these settings might be worded a bit differently depending on which scanner you are
using. The settings that have been bolded are the most important, and should be available on
all scanners.
Image type

24-bit color (Even for black
and white photos)

Resolution

600 DPI1

Configuration

No color correction

Document type Film or Transparent
Document
source

Document table or scanner
glass

Auto-Exposure
Type or Film
Type

Positive Film (could be
labeled as Slide Film), Color
Negative Film (sometimes
just labeled as Negative
Film), or B&W Negative Film2

All other settings remain the same.
After the scanner is set up and the settings are adjusted, you’re ready to start scanning!
1. 600 DPI is a good size for access copies, but if your organization wants to capture photographic negatives at
preservation quality they should be captured at a higher DPI, which will depend on the physical dimensions of the
negative.
2. The decision between Positive Film, Colour Negative Film, and B&W Negative Film will depend on the type of film you
are scanning. If you are scanning film with a positive image, meaning that the image looks "correct" as is and does not
require any kind of translation, then you should select Positive Film. In the vast majority of cases, the positive film will be
a slide. For obvious reasons, selecting Color Negative Film or B&W Negative Film will depend on the colour of the
negative. It can sometimes be difficult to tell whether a negative is colour or black and white and the general colour of a
negative can change depending on the type of film stock and chemistry the negative was processed with. Generally, if
the negative has an orange or brown hue, it is a colour negative. Black and white negatives should usually be easy to
identify, but certain film stocks will have a light purple or green hue.
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A General Note on Scanning Negatives:
Before scanning examine both sides of the negative. One side should look dull and the other
side should look shiny. Place the dull side down on the glass of your scanner.
Depending on the type of scanner you are using, you will most likely also need to remove the
document mat from your scanner in order to reveal the transparency unit on your scanner. The
document mat will be attached to the bottom of the lid of the scanner and should be slid out
using a small handle. Negatives will not scan properly if the transparency unit is hidden behind
the document mat.
If your scanner includes a film tray, you may choose to load the film into the tray before
scanning.

Scanning Directions
1. Remove the item from it from its sleeve
2. Open the lid of the scanner and place the film face down on the scanner glass. Don’t
place it right in the corner, because the scanned image will be cut off. If your scanner
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uses film trays, then load the film tray into the appropriate slot. Once you are done,
close the scanner lid.
If your scanner supports it:
1. Click the Preview button in the scanner settings window. A preview will appear beside
the scanner settings window. If you are using a negative tray, the scanner should have
automatically cropped all of your images to the appropriate size and you can skip ahead
to step 3.
2. Click and drag your mouse to create a border around the image including the rebate and
sprockets.
3. In the scanner application settings window, choose the following:
4. Change the size setting from inches to pixels and make the longest side of the item 6500
pixels. This could be the width (W) or the height (H) depending on the item. The shorter
side will reformat to match automatically, so you don’t need to do anything there.

5. Next to Trimming, select off
6. Once the settings have been updated, click “Scan.” A new window will pop up asking
where you would like to save your scanned image, which brings us to the next step:
naming and saving.

Naming and Saving
Once you’ve reached the scanning step, you will be asked to choose where to save your file and
what to name that file.
Steps:
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1. Choose location to save your digitized image:
1. When saving, choose a location that makes sense to you. Consider a pre-named
folder, the desktop, or a USB. For help setting up a space to save your files, see
the Directory Structure guidelines.
2. Add your filename:
1. Best practice is to have already chosen the filename that you are going to use, so
that it’s easy to organize and track the items you are scanning. For instructions
on how to choose the file name, please see Naming Conventions
3. Under Image Format, click on the drop-down menu next to Type and select TIFF (*.tif)
4. Click the OK or SCAN button to start the scanning.
5. After the scanning has finished, click “Save” or “Save file”.
6. Remove the photo from the scanner and return it to its folder, box, sleeve, etc. You have
now completed your photo scan! Repeat for each item that you want to scan.
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Scanning Photographic Prints
Scan Settings
It’s a good idea to check these settings at the beginning of each scan session to make sure
they’re correct. Once you start scanning, these settings will stay the same.
Some of these settings might be worded a bit differently depending on which scanner you are
using. The settings that have been bolded are the most important, and should be available on
all scanners.
Image type

24-bit color (Even for black
and white photos)

Resolution

600 DPI

Configuration

No color correction

Document type Reflective
Document
source

Document table or scanner
glass

Auto-Exposure
Type

Photo

All other settings remain the same.
After the scanner is set up and the settings are adjusted, you’re ready to start scanning!

A General Note on Scanning Photos:
For photographs, only scan the side with the image on it, even if there is writing on the back. If
there is writing, please transcribe it into the "Description" field of the metadata sheet at the
time of scanning next to the image's filename. For more information read our metadata
procedures.
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Scanning Directions
1. Remove the item from it from its sleeve
2. Open the lid of the scanner and place the document face down on the scanner
glass. Don’t place it right in the corner, because the scanned image will be cut off. Then
close the scanner lid.
If your scanner supports it:
1. Click the Preview button in the scanner settings window. A preview will appear beside
the scanner settings window.
2. Click and drag your mouse to create a border around the photo of approximately ½ inch.
3. In the scanner application settings window, choose the following:
4. Change the size setting from inches to pixels and make the longest side of the item 6500
pixels. This could be the width (W) or the height (H) depending on the item. The shorter
side will reformat to match automatically, so you don’t need to do anything there.
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5. Next to Trimming, select off
6. Once the settings have been updated, click “Scan.” A new window will pop up asking
where you would like to save your scanned image, which brings us to the next step:
naming and saving.

Naming and Saving
Once you’ve reached the scanning step, you will be asked to choose where to save your file and
what to name that file.
Steps:

1. Choose location to save your digitized image:
1. When saving, choose a location that makes sense to you. Consider a pre-named
folder, the desktop, or a USB. For help setting up a space to save your files, see
the Directory Structure guidelines.
2. Add your filename:
1. Best practice is to have already chosen the filename that you are going to use, so
that it’s easy to organize and track the items you are scanning. For instructions
on how to choose the file name, please see Naming Conventions
3. Under Image Format, click on the drop-down menu next to Type and select TIFF (*.tif)
4. Click the OK or SCAN button to start the scanning.
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5. After the scanning has finished, click “Save” or “Save file”.
6. Remove the photo from the scanner and return it to its folder, box, sleeve, etc. You have
now completed your photo scan! Repeat for each item that you want to scan.
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Scanning Glass Slides and Plates
Scan Settings
It’s a good idea to check these settings at the beginning of each scan session to make sure
they’re correct. Once you start scanning, these settings will stay the same.
Some of these settings might be worded a bit differently depending on which scanner you are
using. The settings that have been bolded are the most important, and should be available on
all scanners.
Image type

24-bit color (Even for black
and white photos)

Resolution

600 DPI

Configuration

No color correction

Document type Film or Transparent
Document
source

Document table or scanner
glass

Auto-Exposure Positive Film, Color Negative
Type
Film, or B&W Negative Film1
All other settings remain the same.
After the scanner is set up and the settings are adjusted, you’re ready to start scanning!
1.

The decision between Positive Film, Colour Negative Film, and B&W Negative Film will depend on the whether
you are scanning a glass slide or a photographic plate. Glass slides will almost always have a positive image,
meaning that the image looks "correct" as is and doesn't require any further translation. Photographic plates
will almost always be negative.

A General Note on Scanning Glass Slides and Plates:
Before scanning a glass slide or photographic plate, examine both sides of the slide/plate. One
side should look dull and the other side should look shiny. Place the dull side down on the glass
of your scanner.
If both sides of your slide/plate are shiny check to see if there is any writing or text on the slide.
If there is text, place the side down on the scanner that reads normally so that the side facing
up has the text backwards.
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Depending on the type of scanner you are using, you will most likely also need to remove the
document mat from your scanner in order to reveal the transparency unit on your scanner. The
document mat will be attached to the bottom of the lid of the scanner and should be slid out
using a small handle. Glass slides will not scan properly if the transparency unit is hidden behind
the document mat.
Glass slides and plates are very fragile and should be handled with great care during the
scanning process. Always use cotton gloves while handling slides or plates.

Scanning Directions
1. Remove the item from it from its enclosure
2. Open the lid of the scanner and place the document face down on the scanner
glass. Don’t place it right in the corner, because the scanned image will be cut off. Close
the scanner lid very gently to avoid cracking the glass. If you are worried about the slide,
you can hold the scanner lid just above so that the lid doesn't fully rest on the glass.
If your scanner supports it:
1. Click the Preview button in the scanner settings window. A preview will appear beside
the scanner settings window.
2. Click and drag your mouse to create a border approximately ½ an inch from the top left
corner of the slide to approximately ½ an inch from the bottom right corner of the slide.
Ensure that the border includes the entire slide and not just the image.
3. In the scanner application settings window, choose the following:
4. Change the size setting from inches to pixels and make the longest side of the item 6500
pixels. This could be the width (W) or the height (H) depending on the item. The shorter
side will reformat to match automatically, so you don’t need to do anything there.

5. Next to Trimming, select off
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6. Once the settings have been updated, click “Scan.” A new window will pop up asking
where you would like to save your scanned image, which brings us to the next step:
naming and saving.

Naming and Saving
Once you’ve reached the scanning step, you will be asked to choose where to save your file and
what to name that file.
Steps:

1. Choose location to save your digitized image:
1. When saving, choose a location that makes sense to you. Consider a pre-named
folder, the desktop, or a USB. For help setting up a space to save your files, see
the Directory Structure guidelines.
2. Add your filename:
1. Best practice is to have already chosen the filename that you are going to use, so
that it’s easy to organize and track the items you are scanning. For instructions
on how to choose the file name, please see Naming Conventions
3. Under Image Format, click on the drop-down menu next to Type and select TIFF (*.tif)
4. Click the OK or SCAN button to start the scanning.
5. After the scanning has finished, click “Save” or “Save file”.
6. Remove the slide or plate from the scanner and return it to its enclosure. You have now
completed your photo scan! Repeat for each item that you want to scan.

Textual Records
Scan Settings
Choose the following settings
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Image type

24-bit color

Resolution

300 DPI

Configuration

No color correction

Document type

Reflective

Document source

Document table or scanner
glass

Auto-Exposure
Type

Document

General guidelines:
•
•
•

Scan both sides of document pages if, and only if, there is content on both sides. There
is no need to scan blank back-sides of document pages.
Scan the full, complete page of instances of documents. Check your work to be sure that
no edges, margins etc. have been cut off.
For bound volumes, scan the page itself. If there are any pasted in, or nested inserts, be
sure to scan those two. Occasionally, inserts have been scanned to the exclusion of the
page proper.
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Scanning Directions

1. Remove the item from it from its enclosure.
2. Open the lid of the scanner and place the document face down on the scanner glass. Do
not place it right in the corner, because the scanned image will be cut off. Then close the
scanner lid.
3. Click the Preview button located at the bottom of the scanner settings window. A
preview will appear beside the scanner settings window.
4. Click and drag your mouse to create a border around the photo of approximately ½ inch.
5. In the scanner settings window, choose the following.
1. “Document Size” : select a standard size to match the original, one of: 8.5”W x
11”H (Letter); 8.5”Wx14”H (Legal) or 11”Wx17”H (tabloid)
2. “Target Size” : “Original”
3. Next to Trimming, select off
6. Back in the scanner setting window called “File Save Settings”, click “Scan.” A new box
will pop up asking you to name your scan, and determine where it will be saved. This
leads us to the next step: naming and saving.

94 | P a g e

Coordinated by
University of British Columbia
Okanagan Campus Library
3287 University Way
Kelowna, BC V1V 1V7
Tel. 250.807.9716
http://bcrdh.ca

Naming and Saving
Once you’ve reached the scanning step, you will be asked to choose where to save your file and
what to name that file. If you are scanning a multi-page record, you can select "Add page" first
and continue scanning all of the pages in the record before saving.
Steps:

1. Choose location to save your digitized record:
1. When saving, choose a location that makes sense to you. Consider a pre-named
folder, the desktop, or a USB. For help setting up a space to save your files, see
the Directory Structure guidelines.
2. Add your filename:
1. Best practice is to have already chosen the filename that you are going to use, so
that it’s easy to organize and track the items you are scanning. For instructions
on how to choose the file name, please see Naming Conventions
3. Under Image Format, click on the drop-down menu next to Type and select PDF
4. Click the OK or SCAN button to start the scanning.
5. After the scanning has finished, click “Save” or “Save file”.
6. Remove the record from the scanner and return it to its folder, box, sleeve, etc. You
have now completed your document scan! Repeat for each item that you want to scan.

Troubleshooting

Example of a digitization error introduced by a dirty scanner.
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You may notice during or after digitizing a still image or textual document that the digitization
process introduced pink, yellow, or blue lines running through the image. If you digitized your
material in black and white instead of in colour, than you may see black lines running through
the image instead. This happens when the materials are digitized on a scanner that is dirty. To
resolve this, clean the scanner surface and re-digitize the impacted materials.
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Depositing Material
Have you finished digitizing and describing your materials? Then you are now ready to deposit
your work with the BCRDH team!
BCRDH uses fileshare to accept materials from your repository. To upload your materials,
navigate to the link provided to you by a member of our team and enter the password.

Once you are logged into the fileshare site you can upload your items. To do so, click on the
"select or drop files" button and select or drag and drop the items you would like to upload. Be
sure to upload both your digitized items and the associated metadata sheet.
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How to Use BCRDH
Locating your Repository's Content
The simplest way to locate your repository on BCRDH is by using the browse tab, which is
located on the top right corner of the site.

From there you will have to select the aggregate collection that your repository belongs to.
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You will now see a list of all of the repositories that belong to that aggregate collection. Select
your repository from the list.

Once you are on your repository's page you will be able to see all of the collections and/or
fonds that have been ingested into BCRDH. If you are reviewing a temporary collection before it
is published, you will need to login to BCRDH first using the login button on the toolbar at the
top right corner of the page.

For more information see our section on Navigating and Searching in BCRDH.
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Reviewing your Repository's Content on BCRDH
View our video on the upload and repository review process at
https://www.youtube.com/watch?v=lkC1H-4lU00
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Funding Opportunities
This section includes a list of funding opportunities available to heritage organizations in the
B.C. interior to assist repositories in a range of activities including digitization, staffing,
preservation and collection maintenance of their materials. For partners interested in applying
for digitization projects, BCRDH staff may be able to assist with the preparation of applications.
If you are interested in exploring this possibility, please contact us.

Funds for Digitization
Audio Cassette Digitization Grant
Administered by Indigitization, the Audio Cassette Digitization Grant is available to First Nations
and Indigenous communities in B.C. to digitize audio cassettes. Matched funds of up to $10,000
are available per project.

BC History Digitization Program
The BC History Digitization Program is offered through the University of British Columbia's
Irving K. Barber Learning Centre and matches funds for digitization projects. Projects funded
through this program must result in free online access of the digitized material.

Digitization Grant Initiative
Administered through the First Peoples' Cultural Council, the Digitization Grant Initiative funds
the digitization of oral, audiovisual, and textual records that contain language recordings or
teaching. Projects that prepare materials for digitization are also funded, such as preparing
records for digitization through curation or description. Applicants are limited to First Nations
communities or organizations in British Columbia.

Documentary Heritage Communities Program
Library and Archives Canada administers the Documentary Heritage Communities Program,
which grants $1.5 million annually to culture heritage organizations across the country. Funds
can go towards 1) increasing and/or promoting access to collections or 2) enhancing capacity
for the sustainability and preservation of the organization.

Listen, Hear Our Voices funding
Listen, Hear Our Voices is administered through Library and Archives Canada and funds the
digitization of Indigenous audiovisual or oral recordings that are deemed to be culturally
important. In addition, projects or initiatives that build capacity for the future digitization of
said recordings can also be funded through this grant.
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Terry Reksten Memorial Fund
The Terry Reksten Memorial Fund is administered by the Friends of the British Columbia
Archives and offers two $1000 grants to community archives, historical association, and
museums. Grant funds go towards supporting the acquisition, preservation, indexing, and
dissemination of archival materials. Past grantees have also used their funds to digitize
materials.

Funds for Staffing
B.C. Employer Training Grant — Technical Training Stream
The Technical Training Stream of the B.C. Employer Training Grant offers a subsidy of up to 80%
of eligible training costs required to train current or new employees on technical skills needed
to counteract automation or technological advancement in the workplace.

B.C. Employer Training Grant — Workforce Training Stream
Offered by WorkBC, the Workforce Training Stream of the B.C. Employer Training Grant offers a
subsidy of up to 60% of eligible training costs that lead to a new job for unemployed workers,
or a better job for currently employed workers.

Canada Summer Jobs
Canada Summer Jobs is a wage subsidy program for youth offered through the federal
government's Youth Employment and Skills Strategy. Organizations with fifty or fewer
employees are eligible, with non-profit organizations eligible for up to the entirety of the
minimum wage covered and public and private-sector organizations eligible for up to half of the
minimum wage covered.

Co-op Placements
Offered by the British Columbia Arts Council, the Co-op Placements program funds full-time
student placements lasting up to thirty-two weeks at a non-profit or Indigenous arts and
culture organization. Co-op placements are eligible for up to $10 000 per term, with
organizations able to apply for two consecutive terms for a single student.

Early Career Development
Offered by the British Columbia Arts Council, the Early Career Development program funds
internships and cohorts with a focus in museum, archival, or curatorial practice from applicants
that are under 30 or have recently completed training. Grants are available to eligible
organizations that have previously received a grant through the British Columbia Arts Council.
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Indigenous Heritage — Museums Assistance Program
Administered through the federal government, the Indigenous Heritage portion of the
Museums Assistance Program funds projects that support "the preservation, management and
presentation of Indigenous cultural heritage." Internships and museum exchanges are eligible
under the program, and proposed projects can have salaries, wages, and travel costs covered,
in addition to costs related to hiring consultants or Elders.

Young Canada Works at Building Careers in Heritage
Similar to the Young Canada Works in Heritage Organizations program, this Young Canada
Works program is for youth that have graduated university and are unemployed or
underemployed. Internships can be focused on any supporting the functions of galleries,
libraries, archives, museums, and heritage organizations, in addition to conservation science or
arts administration. This program typically subsidizes a quarter to half of the interns wages, in
addition to some administrative costs associated with providing the internship.

Young Canada Works in Heritage Organizations
Young Canada Works is funded through the federal government and allows heritage
organizations to hire students to work a full-time summer job with a duration of six to sixteen
weeks. The program typically subsidizes a quarter to half of the intern’s wages. Additional funds
are available for organizations that hire a student with disabilities that require
accommodations.

Additional Funding and Support
Access to Heritage — Museums Assistance Program
Administered through the federal government, the Access to Heritage portion of the Museums
Assistance Program funds travelling exhibitions for non-profit museums that run year-round
and have at least one full-time paid staff member.

B.C. Community Gaming Grants
B.C. Community Gaming Grants fund a broad array of programs and services offered by nonprofit organizations that support accessibility and inclusivity. To be eligible, the program or
service must be ongoing and in operation for at least a year by the time of application.

Central Okanagan Foundation Grants
The Central Okanagan Foundation offers grants on both a project and multi-year basis.
Eligibility is restricted to registered charities located in the Central Okanagan Region, including
Kelowna, West Kelowna, Lake Country, and Peachland. Grants should support financial
sustainability or new initiatives, with multi-year grants also able to support daily operations.
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Collections Management — Museums Assistance Program
Administered through the federal government, the Access to Heritage portion of the Museums
Assistance Program funds collections management projects for non-profit museums that run
year-round and have at least one full-time paid staff member. Projects can either 1) support the
improvement or implementation of collections management or collections storage solutions, or
2) constitute a partnership between at least three heritage organizations to distribute museum
best practices.

Hamber Foundation Grant
Hamber Foundation Grants are available for registered charitable or educational organizations
implementing projects in British Columbia. Supported projects vary, but generally fall under
four portfolio areas: Educational Resources, Amateur Athletics, Health and Welfare, and
Cultural and Creative Arts.

Heritage Legacy Fund
Administered through HeritageBC, the Heritage Legacy Fund is the successor to the nowdefunct BC Heritage Trust. The Legacy Fund supports heritage conservation, outreach activities,
reconciliation efforts, and community-based heritage projects to non-profits, charities, schools,
First Nations, and local governments.

Indigenous Heritage Micro-Grants
The Indigenous Heritage Micro-Grants is administered through the First Peoples' Cultural
Council and offers up to $2000 for projects that support Indigenous heritage, knowledge
sharing, and cultural heritage skills building. Eligible organizations include B.C. First Nations
bands and tribal councils, Indigenous-controlled non-profits, and First Nations schools and
educational centres.

Indigenous Languages Component — Indigenous Languages and Cultures Program
The Indigenous Languages and Cultures Program, funded by the federal government, funds
Indigenous language revitalization projects at Indigenous controlled organizations. Funded
project types include: capacity building, language preservation and revitalization, community
engagement, and cultural development.

Public Museums and Indigenous Cultural Centres – Operating
Offered by the British Columbia Arts Council, this funding program offers funds to support the
operating costs for public museums and Indigenous cultural centres. Eligible organizations have
been providing year-round programming for at least two years, compensate staff and artists at
industry standard rates, have professional leadership, and hold a permanent collection.
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Museums, Indigenous Cultural Centres and Visual Arts Organizations – Projects
Offered by the British Columbia Arts Council, this program funds specific projects proposed by
museums, Indigenous cultural centres and visual arts organizations. Covered projects include
new programs and exhibitions, residencies, audience development, collections management,
and dissemination projects.

Strategic Opportunities
Offered by the British Columbia Arts Council, the Strategic Opportunities program supports
projects that enhance programming, build capacity, improve facilities or equipment, or assist in
organizational transition. Eligible organizations are not currently receiving Operating Assistance
through the Art Council, but has received at least one grant from the Arts Council since 2014.

Virtual Exhibits Investment Program
The Virtual Exhibits Investment Program is administered through the Canadian Museum of
History and funds virtual exhibition development. Eligible organizations include Canadian
cultural heritage organizations and Indigenous organizations. Two streams are available: a
medium stream that funds projects from $50,000 to $150,000 and a large stream that funds
projects from $150,000 to $250,000.
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Glossary
Best Practice
Professional procedures that are generally accepted as the best or most ‘correct’ way of doing
something

Collection
In the DOH repository, a collection is a group of items that have been deliberately placed
together or that have come together naturally. While digitizing, we want to reflect the physical
groupings of items through the creation of ‘collections’ in our filenames and directory
structures

Compound object
An item that has two or more parts that are connected to each other in some way. This can be a
double sided postcard, a multi page document stapled together, or a book. As we digitize items,
we want to keep the digital images connected in the same way that the physical items were.

Digitizing
The process of turning a physical item into a digital item and documenting metadata for that
item.

Directory structure
A way of saving files that is hierarchical and systematic.

DPI (‘dots-per-inch.’)
A unit of measurement that indicates the density of physical dots present per inch of an image.
Traditionally, DPI was used in printing environments, where ink printers deposited thousands of
small dots on a page, which together formed the desired image. DPI is often used
synonymously with PPI, the two are not the exact same. DPI is used for the output of the digital
image to the physical environment and PPI is used for the input resolution of the image in
digital space. Regardless, images with a higher DPI or PPI will result in higher image quality. To
avoid confusion, this toolkit will use DPI since it is the acronym most commonly used by
digitization technology.

Filenames
The name given to a digital derivative upon creation. Filenames should be unique and identify
what fonds/collection the item belongs to.

Fonds
A fond is an archival term for a group of documents that have come together naturally over
time. While digitizing, we want to keep the items in the fond together through the use of
106 | P a g e

Coordinated by
University of British Columbia
Okanagan Campus Library
3287 University Way
Kelowna, BC V1V 1V7
Tel. 250.807.9716
http://bcrdh.ca

filenames and a directory structure. Throughout these documents the term collection is used
instead of fonds for ease of terminology.

Item
The smallest single unit, the most basic level of archival description. For a photo collection, a
physical ‘item’ would be a single photograph, and for a digital photo collection, the ‘item’ would
be the single file that represents that photo.

JPEG
A common image file format that works well on the internet as it is quick to load. This is a lossy
compression format and should only be used as an access copy for digitized images.

Lossy
Lossy compression occurs when digital information is lost during the conversion to a particular
file format. Lossy compression is typically used to reduce the size of a file and removes
information that is considered superfluous by the convertor, such as similar colour information.
Lossy compression is acceptable to use for access copies, but should never be used for archival
master files.

Lossless
Lossless compression is used to refer to file compression that does not result in any lost digital
information during the conversion process. Lossless files will be larger than lossy files, but
should always be used for archival master files to ensure that no important information is lost.

Metadata
Information about an object that helps to situate it in context and allows people to search for
the item or items like it.

OCR
Optical Character Recognition (OCR) is the process of digitally converting digitized images of
text into machine readable type.

PPI (‘Pixels-per-inch.')
A unit of measurement that indicates the density of digital pixels present per inch of an image.
While PPI is often used synonymously with DPI, the two are not the exact same. DPI is used for
the output of the digital image to the physical environment and PPI is used for the input
resolution of the image in digital space. Regardless, images with a higher DPI or PPI will result in
higher image quality. To avoid confusion, this toolkit will use DPI since it is the acronym most
commonly used by digitization technology.
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PDF ('Portable Document Format’)
This is a file format that provides an electronic image of text or graphics that looks like a printed
document and can be viewed, printed, and electronically transmitted.

Repository
A place where things are stored and can be found. For DOH this represents all of our project
partners who have the physical version of the items that have been or will be digitized.

Scanning
Using a scanner to turn a physical image or item into a digital item.

Sprockets
Film sprockets are holes on the edge of a film strip that are used by cameras and/or projectors
to pull the film from one frame to the next. Different film stocks will have different sprockets
shapes and placement. Certain rare film stocks have sprockets in the center of the frame, rather
than on the edges.

TIFF
A common image file format, short for Tagged Image File Format. Unlike JPEGs, a TIFF can be
both a file format in its own right as well as a wrapper for other image files, like JPEGs. TIFF files
are the ideal format for archival masters because they are both lossless and stable. However, it
is important to note that lossy compression is irreversible and wrapping a lossy image format in
a TIFF will not undo this loss. Subsequently, TIFFs and JPEGs will need to be derived separately,
rather than wrapping a jpeg in a TIFF afterwards.

Transcribe
To transcribe something is to copy it exactly as it appears in the original
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